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Start guide and instructions for  
Invigilators and Technicians 

 
Please also see the INTO Quick Guide for concise test set-up instructions for technicians.  

    

 
 
 

Introduction  
INTO English Language Assessment (INTO) has been designed to indicate where candidates are 
on the proficiency continuum for which results are scored and mapped to the CEFR.  The test is 
taken online, through a web browser, using our delivery system Metrica.   

Metrica is an intuitive, flexible and secure test delivery system that delivers tests in a wide 
range of situations.  It allows tests to be run anywhere, including through a wireless network, 
which removes the need for dedicated computer labs. Its leading-edge technology ensures 
quick and easy test session preparation, and includes a back-end system with marking and 
reporting tools.  
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Overview  
The INTO test is made up of three parts: a Reading and Listening test, a Writing test and an online 
Speaking test.   

Reading and Listening test  
The Reading and Listening test is adaptive, which means that the test changes depending on the 
candidate’s responses: if the candidate gets questions right, the test gets more difficult; if they get 
questions wrong,  the test gets easier until the correct level for the candidate is found.   This also 
means that each candidate’s INTO English Language Assessment is unique.   

The Reading and Listening test is marked automatically and results are available immediately.  

Writing test  
The Writing test is a linear test, which means that all candidates will see the same test.  Candidates 
are asked to write a suitable response for an academic-focused scenario using the keyboard.  

Online Speaking test  
The Speaking test is also linear.  Candidates listen to aural instructions and respond by speaking into a 
microphone.    

Note:  While the Speaking test is marked by official Cambridge English examiners, the Writing test 
is automarked.  The results are released as soon as the tests have been marked.  This is 
usually within 48 hours of the test’s end. 

The Administration Portal  
The INTO Administration Portal is used to manage all aspects of the test’s administration.   

During your initial trial period of administering INTO, Cambridge English creates users, sets up 
sessions, and distributes usernames and passwords of candidates for each session, on your behalf.  
An Administrator User, who can use the reporting functions in Metrica to access their students’ 
results (refer to the Test Reports section), is also created for each centre.   

Marks for the parts of the test that are assessed automatically are made available directly after the 
end of the test session.  The sections that are marked by an Examiner are made available within 
appropriate timeframes.   
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Minimum System Requirements  
The hardware requirements for running INTO are not very high although all computers used must have 
a sound card and support microphone input. 

The minimum technical requirements that each computer must have, to be able to run the test 
correctly, are shown in the table below:  

 

  
Processor  Pentium III 800 MHz or 

equivalent  

RAM  512 MB   

Free hard drive space  4 GB   

Screen resolution  1280 x 1024  

Operating system  
Windows 7 & 10 “Pro” Versions 
and recent versions of  
Apple OSX 

Internet  
connection/bandwidth  

2 Mbps per candidate 
 
Important Note:  
If the test is run via a wireless 

network, please ensure you 
have sufficient bandwidth and  
“Excellent” signal strength.   
 

Web browser  
Most up-to-date version of 
Chrome or Firefox 

Adobe Reader  Latest downloadable version 

Additional  Sound card and headset with 
microphone  
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Internet connection and bandwidth  
You must have a reliable network connection, with sufficient bandwidth, to enable all users to access 
the test content at the same time.  Ideally, each candidate should have access to upload and download 
speeds of above 2 Mbps.   

Internet speed test  
It is important that, as a first step, that you run a speed test on at least one of the computers that is to 
be used by candidates taking the INTO English Language Assessment (INTO).  Ideally this should be 
done at the same time of day that the candidates are set to take the test.  This will give the most 
realistic indications of your system’s speed capabilities and how many candidates you should plan to 
test all at the same time.   

To conduct an internet speed test, please navigate to: http://speedtest.cambridgeassessment.org.uk 
then click Go. Your speed test results are displayed on-screen.  

 

Additional requirements  

Candidates must have access to a head-set with high-quality earpieces and a built-in microphone.  The 
recommended specifications for head-sets are:  

• Over-ear and closed back – ideally the earpieces of the headphones should cover the entire 
ear, preferably with good padding for comfort.  

• Microphone – a microphone should be attached to the headset, via a ‘boom’ (in other words, 
on the end of a flexible stalk).  The microphone should be noise-cancelling (or, at a minimum, 
directional) to increase sound pick-up and to minimise noise pollution on the recordings.  

• Plug – there is no preference on plugs (that is, USB or standard stereo).  Note: The use of 
USB means that appropriate drivers must be installed prior to use, which must be allowed 
for during test setup.  

 

Note: Please do not allow the use of computers’ built-in microphones, because they are not of 
the appropriate type nor of sufficient quality.
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Instructions for candidates  
First of all, explain to your candidates that during the test they must NOT talk 
and must NOT use any reference materials.   

Candidates must also be informed of the timing of each section of the test:   

 The Reading and Listening test takes around 50 minutes, so you might want 
to set a time limit of 60 minutes.    

Please note that, as the Reading and Listening component is adaptive, the 
total time spent on this component may vary between candidates.  

 The Writing test has been set at 40 minutes.   

A ‘10-minutes warning’ should be given to candidates before the end of each 
section, to ensure that all candidates finish in the allotted time and that they 
can all begin the next section of the test together.   

Candidates should also be advised not to spend too long over individual tasks 
in the test as this may stop them from completing enough items to finish the 
test.   

Ensure that all of your candidates understand that, when they are ready to 
begin, they must click on the link on the Candidates home-page, and then:  

• After the test has launched, candidates must follow the instructions on-
screen.  

• Candidates should be advised to start with the Reading and Listening test, 
the first section of which is the Listening test.   

• Candidates must be warned that, although they are given time to read the 
question for each item, the recording starts and replays, automatically. 
Therefore, candidates should not wait to hear a ‘beep’ or other aural 
indication that the Listening recording is going to play – they should be 
prepared to listen straight-away.   
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Starting and running the INTO English  
Language Assessment   

  

URL Address and Login  
When the candidates are ready to start, you need to ensure that they know that 
they must open a browser and key in the following address:  

www.metritests.com/metrica/INTO.aspx  
  

Once these details are input correctly, candidates should click Login.   

The Candidate’s dashboard page is displayed, providing links to all of the test 
components that are available to the candidates.   

 

On the  INTO  Opening screen, in the Login dialog box, candidates are required  
to enter their given  User ID ;  Password , and  Institution ID  (which is  INTO ). 
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Accessing a Test  

  

 
  
  

The Test’s introductory screen is displayed.   

Note:  It is important that candidates understand that they must follow the 
instructions given on the Test’s introductory screen:  

  Before starting the Listening and Speaking tests, candidates must check that 
the sound is fully functional and set at the right levels.  To do so, candidates 
must put on their headphones and then click Play Sound.   

  

  
They should be able to hear the sound, through the headphones, at a 
comfortable level and perfectly clearly.  

On the  Candidate’s dashboard  page, candidates should click on the test  
name link  for the test that they want to take.  
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  Before starting the Speaking test, candidates must also check that the 
recording facility is fully functional and set at the right levels.  To do so, 
candidates must put on their headphones and then click Start recording, 
then speak into the microphone in a normal voice.    

They should be able to hear themselves speak, through the headphones, at 
a comfortable level and perfectly clearly.  

  

 

  A candidate’s Username and Password pair can be used for either or both 
sections of the Test.    

Note:  If a candidate cannot complete a Test through no fault of their own (for 
example, because of a computer crash), then the affected candidate is able 
to use the same Login credentials on a different computer, so that they can 
resume the test from the point at which it stopped.  However, once the 
candidate has completed a component of the Test, they cannot then restart 
that component.  

The Reading and Listening Test  

The Reading and Listening section of the Test is of varying length for each 
candidate, depending upon how they perform as they go along – it can 
therefore contain different questions for different candidates.   

The Writing Test  

During the Writing test, candidates write (that is, type) their responses 
directly into the test system.  When they have finished, or the test time runs 
out, the candidates’ responses are saved and become available for 
automarking.   
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Note:  Because candidates can finish the Test at different times, you might want to 
advise any students who finish early that they can leave the room, but must 
do so without disturbing the remaining candidates.   

The Speaking Test  

During the Speaking Test, candidates’ responses are saved regularly. The 
length of the Test is the same for all candidates, although there may be some 
slight differences in the finishing times across a group of candidates, 
depending on when each candidate actually started their individual test.  
 

Test reports for Reading and Listening 
only  
 

When your Institution is first set up as a centre to run the INTO Test of 
English, it is issued with a centre-specific administration and reporting 
Username and Password.  

This enables the viewing of results, via the Reports page, for the Reading and 
Listening Test only, immediately after the tests are completed.  It also 
enables the viewing of the results of the Writing and Speaking tests after 48 
hours (also via the Reports page).    

To view reports of results:   
If you have not already done so, the first thing to do is to login to your INTO 
account on the internet.  In your Google Chrome browser address bar, key in 
the following address:  

www.metritests.com/metrica/INTO.aspx   
  

1. Input your centre-specific administration and reporting Username and 
Password.  

2. From the main menu (at the top), click to select Reports.   

 
  

The Results page is displayed.   
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3. To view the results of all of the candidates who have taken the INTO Test of 
English at your centre: on the Results page, click Generate.    

A table of results is displayed.   

If you want to filter the results by other details (for example, by: Login; Name, 
or Date of Test) you can enter these into the appropriate input fields, as 
shown below.  

 
Depending on the size of your screen, you may need to scroll to the right to 
see all of the data.   

  You can also save the data to a CSV spreadsheet – to do so click Export.  

To download Test Report Forms (TRFs – Certificates):  

1. On the Results page, with the results displayed, click (in the relevant line's 
check-box) to select the Candidate whose results certificate you want  to 
download.  (Note: You can click on more than one.)  

2. At the bottom of the page, click on Export Certificates.    
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Note:  A TRF (Certificate), in pdf format, is downloaded to your computer, 
automatically.  

Support  
 

If a candidate encounters a problem during a test and the solution is not 
immediately obvious the best first action to take is to ask them to log out 
and then log back into the test delivery website. The candidate should then 
be able to re-enter the test at the last saved point, enabling them to continue 
to the end.  If this fails please move them to a new, spare PC and try again (if 
another candidate has finished they can use that PC as it is known to work).  

 If the problem persists, Support is available for centres via a dedicated 
telephone line and e-mail.   

The Helpdesk contact details are:   

Online: https://support.cambridgeenglish.org  

Telephone: +44(0) 1223 553997  
  
  

  

  

  


