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1. Summary 
This document provides guidance for schools administering the multiplication tables 
check (MTC) during the pilot from Monday 10 June to Friday 28 June 2019. It includes 
instructions and screenshots to help administrators use the MTC system, and should be 
used alongside the multiplication tables check: administration guidance. 

The text contained within some screenshots may change slightly before the pilot, based 
on feedback from schools. 

This guidance will be reviewed and updated before the national rollout of the MTC as a 
statutory assessment in 2020. 
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2. Before the check 

2.1 Accessing the MTC system 
On the NCA tools1 homepage, select Multiplication tables check in the top menu bar. 
By default, only NCA tools super users (usually headteachers) will have this permission, 
but they can grant it to other nominated users within the school. Guidance is available on 
GOV.UK2. 

 
2.2 Registering pupils 
From the school homepage, select Pupil register. 

 

The register will be pre-populated with the latest year 4 census data for your school. If 

                                            

 

1 https://ncatools.education.gov.uk 
2 www.gov.uk/guidance/nca-tools-managing-access-and-troubleshooting 

https://ncatools.education.gov.uk/
https://www.gov.uk/guidance/nca-tools-managing-access-and-troubleshooting
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needed, you can add pupils to the attendance register by selecting Add pupil or Add 
multiple pupils. 

 

2.3 Grouping pupils 
If you choose to, you can organise pupils into classes or smaller groups to make 
preparing for, or administering the check, easier. This means you will be able to select a 
group when generating PINs, marking pupils as not taking the check, or arranging 
restarts. 

To organise pupils, select Group pupils and then Create new group from your school’s 
homepage. 

 

Name the group and select pupils to join it, then select Confirm. 
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You’ll see confirmation your group has been created. To create more groups, select 
Create new group and follow the process again. 

2.4 Pupils not taking the check 
If there are pupils on the register who will not take the check, select Pupils not taking 
the check on the school’s homepage, then Select pupil and reason.  

 

Choose a reason and the pupil or group of pupils who will not take the check, then select 
Confirm. If you are withdrawing multiple pupils for different reasons, you should repeat 
the process. 



7 

 

These pupils will then appear on the ‘Pupils not taking the check’ page with their reason. 
If a pupil has been included in error, select Remove. 

 

2.5 ‘Try it out’ 
To generate a school password and PIN for the ‘try it out’ area, select Try it out – 
password and PINs from the MTC homepage, then Generate PINs. 
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Select a pupil or group of pupils, then Confirm to generate PINs for those pupils.  

 
Schools should Print PINs to print copies of the school password and PINs and distribute 
them to pupils before they sign in to the pupil site. Ensure pupils use a ‘try it out’ PIN to 
access the ‘try it out’ area. If they sign in using a ‘start the MTC’ PIN, they will access the 
live MTC instead. 

https://multiplication-tables-check-trial.service.gov.uk/
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When they sign in to the pupil site, pupils will see the sign-in screen. They should enter 
the school password and their PIN, then press Sign in. 

 

When pupils sign in to the ‘try it out’ area using their ‘try it out’ PIN and the school 
password, they will see the welcome screen showing their details and school name. 
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Pupils should select Next if their details are correct. If they are incorrect, they should 
press Sign out to return to the sign-in screen and tell the check administrator. 

After the welcome screen, pupils will then see the introduction screen. They should select 
Next to begin the practice questions. 

 

Pupils should press Start now to begin the 3 practice questions. 

 

A loading screen will show for 3 seconds before the first question. 

 

Pupils will see the first of 3 practice questions. Pupils can use the mouse, touchscreen or 
keyboard to enter their answers. They will have 6 seconds to answer each question. An 
on-screen timer will count down the time available. To submit their answer, pupils can 
select Enter on screen via the mouse or touchscreen, or press the Enter button. If they 
do not select or press Enter, the system will accept the answer in the box at the end of 
the 6 seconds. 
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When they have completed all 3 practice questions, they will see the ‘Practice completed’ 
screen. Pupils should select Next to start the ‘try it out’ check. 

 

The ‘try it out’ check follows the format of the practice questions, and consists of 25 
questions. When pupils have completed the questions, they will see the uploading 
screen. 

 

When the ‘try it out’ check has uploaded, they will see the ‘Thank you’ screen. 
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Pupils can select start again to use the ‘try it out’ check again, or Sign out to leave the 
‘try it out’ area. 

2.6 Enabling access arrangements for pupils with specific 
needs 
Check administrators can enable access arrangements for pupils with specific needs. 
Select Access arrangements from your school’s homepage, then Select pupil and 
arrangement. 

 

Type the pupil’s name into the search bar and select the access arrangements required, 
then Save. 
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Reviewing and testing access arrangements 

Pupils should practice with access arrangements in the ‘try it out’ area before taking the 
MTC to ensure the arrangements meet their needs. 

If access arrangements have been enabled for a pupil, the arrangements will 
automatically be available to the pupil in the ‘try it out’ area and the MTC.  

When the pupil signs in, they will see a list of the access arrangements enabled: 

 

2.7 Generating PINs – Start the MTC 
You can generate PINs in the ‘Start the multiplication tables check – password and PINs’ 
section. Select the pupil, or group of pupils, and select Generate PIN. This will generate 
a unique PIN for each pupil selected. 
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To print a list of the generated PINs, select Print PINs. 
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3. Administering the check 

3.1 Taking the check 
Pupils must use the PINs generated in the ‘Start the multiplication tables check’ area to 
access the check itself. They will need the MTC web address3 to access the check. The 
first screen pupils will see requires the school password and their PIN. 

 

The pupil will see a screen with their name, date of birth, and the school name. If their 
details are correct, they can press Next to continue. 

 

If a pupil makes an error when entering their PIN, they will see the following message: 

  

                                            

 

3 https://multiplication-tables-check-trial.service.gov.uk 

https://multiplication-tables-check-trial.service.gov.uk/
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If this occurs, the check administrator should confirm they have the correct details. When 
the pupil has entered their PIN correctly, and selected Next on the welcome screen, they 
will see the instructions screen. Allow pupils time to read the instructions. 

 

The practice questions screen is shown below. Pupils must select Start now to begin the 
practice questions. 

 

The pupil will see the first of 3 practice questions. 

 

When they have completed the 3 practice questions, they will see the following screen. 

 

When they are ready, the pupil should select Next to move to the MTC start page. 

They can then select Start now to begin the check. 
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When pupils have completed the check, they will see the following screen while the 
check uploads. 

 
When the check results have uploaded, pupils can select Sign out to exit the check, or 
feedback to give feedback about their experience. 

 

If pupils choose to give feedback, they will see the feedback screen.  
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They can then Sign out to exit the check. 

 

3.2 Upload error 
If there is no internet connection at the end of the check, pupils will see the following 
screen. 

 

If this error occurs, select Try upload again when there is a stable internet connection. If 
possible, do not switch off the device. If this does not solve the issue, contact the national 
curriculum assessments helpline on 0300 303 3013. 

3.3 Restarts 
To notify STA of a pupil restarting the check, select Restarts from your school’s MTC 
homepage, then Select pupils to restart. 
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Select the reason the restart is necessary and which pupils were affected, then Confirm. 
You may be asked to provide further information about the reason for the restart. 

 

If a pupil has been selected for a restart in error, select Remove restart. 

 

 
  



20 

4. After the check 
4.1 Completing the headteacher’s declaration form 
When all pupils have completed the check or have a reason for not taking the check in 
the pupil register, headteachers should submit the headteacher’s declaration form (HDF). 
The form confirms that you have administered the check according to the published 
guidance. The HDF must be completed before the end of the check window on Friday 28 
June. 

 

4.2 Results 
Results will be available on Monday 1 July. Schools must ensure all pupils have 
completed the check or have been marked as ‘not taking the check’ and submit the HDF 
in order to access their results. Schools participating in the MTC pilot will receive overall 
scores for each pupil, their school’s average score and the national average. 
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Annex A: IT specifications 
IT checklist 
Before administering the check, schools should ensure all devices are in good working 
order and charged. The recommended browsers are: 

• on Windows: Google Chrome  
• on Mac/IOS: Safari/Google Chrome  
• on Android tablets: Google Chrome  
• on Apple tablets: Safari 

 Task Y/N 

Ensure MTC site is ‘unblocked’ from devices/schools network  

Ensure the devices intended for use are PC, Mac, laptop or tablet  

Ensure all devices are fully charged  

Test devices for any issues (for example, slow running)  

If the device requires a mouse, ensure the mouse has sufficient battery life and is fully 
functioning with the device 

 

Ensure the device operating system is up to date and has no updates scheduled  

Ensure the latest browser version is downloaded, where possible   

Ensure all devices are safe to use  

Ensure internet connectivity is stable– if you are using a wireless connection, consider 
using a location or room closer to the router for a more stable connection 

 

Disable standby/hibernate mode  

Check the website compatibility with devices  

Ensure devices are kept out of direct sunlight to avoid overheating   

Disable privacy (incognito) mode on internet browsers  

Ensure all other tabs and applications are closed (except MTC)  

Ensure cookies are enabled  

Engage the number lock on the keyboard number pad  

If using Safari, allow pop-ups  
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Access arrangements: compatible browsers 
The table below shows which access arrangements are compatible with each device: 

Access Arrangement Recommended Browser/Device 

Audible time alert Not compatible with Internet Explorer or Edge 

Colour contrast Any browser/device 

Font size Any browser/device 

Input assistance Any browser/device 

‘Next’ button between questions Any browser/device 

Question reader Not recommended for IOS 9.3 
Not compatible with Internet Explorer or Edge 

Remove on-screen number pad External keyboard required for tablets 

Accessibility settings 
In order to update the accessibility settings on your device, follow the appropriate 
instructions below: 

• Ipad4 
• Mac5 
• Windows 106 
• Android7 

 

                                            

 

4 https://help.apple.com/ipad/12/#/iPad9a2465f9 
5 https://support.apple.com/en-gb/accessibility/mac 
6 www.microsoft.com/en-us/accessibility/windows?activetab=pivot_1%3aprimaryr2 
7 https://support.google.com/accessibility/android/answer/6006564?hl=en-GB 

https://help.apple.com/ipad/12/#/iPad9a2465f9
https://support.apple.com/en-gb/accessibility/mac
http://www.microsoft.com/en-us/accessibility/windows?activetab=pivot_1%3aprimaryr2
https://support.google.com/accessibility/android/answer/6006564?hl=en-GB
https://support.google.com/accessibility/android/answer/6006564?hl=en-GB
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This publication (not including logos) is licensed under the terms of the Open 
Government Licence v3.0 except where otherwise stated. Where we have identified any 
third party copyright information you will need to obtain permission from the copyright 
holders concerned. 

To view this licence: 
visit  www.nationalarchives.gov.uk/doc/open-government-licence/version/3  
email  psi@nationalarchives.gsi.gov.uk 
write to Information Policy Team, The National Archives, Kew, London, TW9 4DU 

About this publication: 
enquiries   www.education.gov.uk/contactus  
download  www.gov.uk/government/publications  

Reference: STA/19/8340/e  ISBN: 978-1-78957-251-3 

  
Follow us on Twitter: 
@educationgovuk  

Like us on Facebook: 
facebook.com/educationgovuk 

 

http://www.nationalarchives.gov.uk/doc/open-government-licence/version/3/
mailto:psi@nationalarchives.gsi.gov.uk
http://www.education.gov.uk/contactus
http://www.gov.uk/government/publications
http://twitter.com/educationgovuk
http://www.facebook.com/educationgovuk
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