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Making registrations via Edexcel Online 04

|. Log on to Edexcel Online and select
the relevant qualification that you

PEARSON

require to register the learner(s) on Tuesday 16 Sep 2014 Home Mailbox (30) My

from the Business Skills suite of Conira rargar: % s B i po ey st
qualifications.

Select Qualification |'r| Select site:

' Edexcel Accounts Home PagelIVEINTERNAL
Please note this could be under NVQ or e

Apprenticeship qualification. Centre Accounts

Training Event ¥ WELCOME TO EDEXCEL ONLINE!
Bookings
2. From the left-hand menu. select Tracking » Use the drop-down menu on the left to access the different qualification

Candidates — Register Candidate. e + Academic results: results for the recent academic examination si
made availabla in the relevant aualification areas. For all the inform

For fees relating to
registrations please see the
Vocational Fees here.
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Making registrations via Edexcel Online 05
continued
3. Complete the relevant fields for the PEARSON
registration and then click ‘Next’. P RS e
Cantra msmber: OCGG40E & | PO XCEL L ARRNIMG AR DWE LOPMENT

4. Se|eCt the I"equil"ed Programme BTEC = Salect siba: LEARMING & DEVELCEMENT (035648 - HTEC/GWG

Camdidates k Hagister StudentsLIVETNTERMNAI
from the drop-down menu of =

AT A S EnlE
approved programmes at your centre. asca . el g A OO

BTEC Mexi Emndelimant Daba: O dar Fuamban:

Generation 01 = Seplember = 2014 =
5. Once selected you will be given two nockangs T T

. . ‘ . . Post Besults : e & iy T Forma (SR .
options - either to ‘Register Online’ or Bl F it ool bl g B o e bbb e
‘Register By Spreadsheet’ e pram
© Mpprovals - F
Higher I'HIH'I- I confirm that the enrolment date shown s comrect for the leammaers 1 am
o Qualifications " registering. [ agres that sur centre will abide by Edexcal’s terms and
If you have more than 5 learners it is Traecicing ; esariseerakis s o i e e
1 1 Form Quieries E

suggested that you register via - . ——
spreadsheet as it will be the quicker A —
process.
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Making registrations via Edexcel Online 06

Individual registrations

| If you select ‘Register Online’, also
known as individual registrations you
will be presented with the following
fields to complete for a learner.

2. You can build up a list of

candidates that you wish to register by
clicking the ‘Add’ button and repeating
the process for all the learners.

3. Once all learners you wish to
register have been added to the list,
click ‘Register’.

4. Once complete you will be able to
print out a Confirmation Report with
the learner details, as well as the
registration numbers showing on the
Edexcel Online page.

Watch the video of step-by-step
instructions here.

@ Previous

Enter New Candidate Details:

Centre Reference First Names Last Name Sex
I | [ | | |
(OM (JF
Date of Birth Planned Completion LSC Code
I 1 I 1 I 1
Study Mode Collaborative Partner No  Combination
| --Select-- — S ' | ~-Select-- -

ULN

Please regwarny check the ULN Exception Screen bo correct any issues with the Unigue Leamer Number

| Clear | | Add |



http://www1.edexcel.org.uk/fs-training/Individual-registrations-final/

Pearson Business Skills qualifications and BTEC Apprenticeships

Guide to registrations, scheduling and amending tests

Making registrations via Edexcel Online

Bulk registrations

|. If you select ‘Register By Spreadsheet’,
also known as bulk registrations, you will
need to download the template for this
registration process.

2. For these programmes you will need to
select Full Award.

3. This template needs to be saved to a
designated place, please do not amend
the title of this spreadsheet.

07
Biscasher Oirdie Regufer By Sorcadsheet | Back |
File Dowriosd R ot

D i s 10 e oF save s il

g

Mlames. ETECETypeSad ads

Typss: Whicioec® Caoel §7.J003 Warkihesl, 14 008

Fom: el

L

Cultra

| o]

o ey pai efore openng g byoe of de

\itaks Fikag bromi fre eeTae con b astl oeme e Can et aly
P e OOTnns . I pou o0 el Dot e S0UE0E . b0 Ml e O

s Dl e Wil § e S5k 7

Q)
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Making registrations via Edexcel Online 08

Bulk registrations continued

4. Complete the spreadsheet with the
candidate details. Please ensure that
the format of the cells is not amended.
Do not add or remove any columns
because the system will not recognise
the spreadsheet when you try to
upload it.

5. Once you have completed the
spreadsheet and you have checked
that the learner details are correct, you
can upload the file on Edexcel Online.

6. The spreadsheet will upload and
you will see a list of candidates on the
screen.

Watch the video of step-by-step
instructions here.

i & e p— o CE— =
e e A = = R
'I - Bl E=mge e = B F R - |;._ L |
= . __ mPFH i N W e P& u v B =
- -
i 'I'I'.-'I'II-I'- e —I. r— .II"- 'I'_.-'-'- '-'I'I'I"-'.—' =
1
i
[ ]
# C tad
_':'F'I': i :'T'I;" - o]
ieand rispuisty el [T LA FTOSDTRYT ROTERE [0 COTECT B0y SN AT
IMaf Lo &bl Tl AT
L LS T 1 Fid
| dwngiata thlhned ceincbenl Ly PR -
;:__"'_.:';.',:",:""“" Mg BTLCATypetal v | Baowns | pasd
Fiparse s by Ofepch dhap ULY Encepliee Sorpes [ Corrpd) a0y oo elh
SR LmaLel O ALTIDW
M T 4+
Tenplyza: Bl hewsd merihaid LS55 PR | - ¢

@ Previous

®


http://www1.edexcel.org.uk/fs-training/Bulk-Registrations-final/

Pearson Business Skills qualifications and BTEC Apprenticeships Guide to registrations, scheduling and amending tests

Making registrations via A2C 09

If you make registrations via A2C, you need to ensure that you have downloaded the Basedata for BTEC via
Edexcel Online. If you have recently been approved for Business Skills qualifications, please download the
basedata again so that all approved programmes are within this data. A step by step process of requesting
BTEC basedata can be found here.

Centre number:
|. Log onto Edexcel Online.

Select Qualification H Select site:
2. Select the BTEC qualification from the G
drop down menu. Home PagelIV

Centre Accounts
Training Event b

Bookings
3. Select EDI Basedata from the column e m de o dimm
on the left-hand side. Quality Review &
Development There ar
EDI Basedata work loc:
aSSUranc
Onscreen Testing ¢ Manager:
External 3
Assessment

@ Previous @
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Making registrations via A2C 10
continued
4. You will need to choose between JCQ Susedats 8 300 (o Qa5 ke e 55
and EDIFACT basedata, this is DM i
dependent upon the MIS provider that Sbpe : -
. . 2pprovial L

you have within your centre. Yoar

Frogramesy - — Al Approved PrgaeTees - .

P
5. Now select basedata for Registrations — —
9B from the ‘Basedata Subtype’ —
dropdown box. A |

PRronvg e
Year : adaei

Programme ; - All .ﬂlpp-rm:i'ﬁmgramm -

Include
Urits : SoA A R
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Making registrations via A2C H
continued

qualifications or just specific programmes. TS S s
Cmard: Maimbelt  STHAE :.IH-I.I'.II.I.F_-'..IHEHIM
8. Click the ‘Submit’ button. S i o LT T T '
The basedata will be available within 2 —
. . . Vil Bl B s Dt sy St S e mte B L s g ks 1385
hours in your Edexcel Online Mailbox. e M Faemat o owacs
WIS Ml
e 3‘::' Ergrmpers B Fo el ngaiabor) s ke
Trammg [yast  ©
9. Once the basedata has been B ocapanlllE T
Parad Braiy
downloaded you will need to create a BRI v - N el Pap—
o o it
registration file and send through your E— b
A2C to Pearson. i
Trarkeg v
grm ey v

|0. The method of creating these
registration files varies between MIS
providers, so you will need to contact
your MIS for further details if you have
not created these previously.
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12

Section Two
|3 Things to check )

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

S C h e d U | e d I4How toscheduleatest ©
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Schedule a test 13
Things to check

This part of the guide explains how to schedule a test on Edexcel Online.
It makes the following assumptions:

You have been given an Edexcel Online login. |f you do not have one,
please contact the Examination Officer/ Administrator within your centre
or your designated Account Specialist.

You have permission to book tests.

Your centre has approval for the qualification you wish to book a test for.

A candidate has been registered.

You have selected your sub-site with the correct National Centre Number
(NCN) against it (if applicable).

9 @ @ @@

@ Previous



Pearson Business Skills qualifications and BTEC Apprenticeships

Guide to registrations, scheduling and amending tests

Schedule a test
How to schedule a test

|. Login to Edexcel Online (EOL). If you have
many subsites for your centre, select the
revelant location at the top of the screen.

2. Select the qualification from the
dropdown list that you want to book your
test for. In this case select ‘BTEC.

3. From the menu on the right-hand side
navigate down to Onscreen Testing. From
here you will be able to perform numerous
functions relating to tests for your candidates
such as scheduling, amending and cancelling
and viewing results of tests. To schedule a
test select ‘Book a test'.

Previous

S

Select Qualification

Select aualificatiun

GCE

GCSE

KS,/ALAN

NVQ

DiDA

PTE

Fs/Diploma
Apprenticeships
Edexcel Awards
Intl PLSC Awards
Functional Skills
Skilled for Life

Book a test

Onscreen Testing F
External »
Assessment

MQF Results
Reports

View/Amend test booking

T
W

View results by test booking

View results by candidates

Centre Induction
OsCA
OSCA GOQ
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Schedule a test 15
How to schedule a test continued

4. On the next screen you need to create e
your test booking details. To do this — Information
complete the dropdown fields to refine your Use the first section of this screen to create your test booking. The next screen will
allow you to select who is to sit this test from a list of all learners. ¥You can filter this
search: list of learners by using the 'refine learner' search box. The fields marked with yellow
. . are compulsory.
* Programme - Qualification/Product
candidates are registered against. —Test setup
e Test - Unit of the associated Qualification/ Programme | HGT58:INFORMATION AND CREATIVE TECHNOLOGY (AWARD) v
Product. Test ICT1-THE ONLINE WORLD v |
e Venue - Select whether this test will be Venue | TEST TAKEN OUTSIDE OF CENTRE (OFF-SITE) ¥ |
taken at the centre or off-site. (ad/mm/yyyy) 18/09/2014 [ Time [13 v] [o0 v
* Test Date - The date you wish to schedule
the test.
* Time - The time you want to schedule the
test for.
5. Select the candidates you wish to sit the SR
o o o Rergistration Mumber % This function is optional but may
test. If choosing just one candidate you can i ai—— help to limit the number of search
9 g . . results.
enter their Registration Number or First Last Name | ——
. ‘ ’ R.-egltrtln‘-' r Selact one -' o 5
Name/Last Name and click ‘Next’. i — oy
X . bt a.g. Searching for &% in the
Alternatively, if you want to see all e Da ) = e
antrg Brenca rmear 1 I 1 10
candidates registered on that course enter a B aRnG M A

percentage sign (%) in the Registration
Number field and click ‘Next’.

[ Mext |

@ Previous @ %
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Schedule a test
How to schedule a test continued

6. Locate your candidate(s) and tick the
boxes beside the ‘Reg No’ column to book a
test for the candidates, then click “Submit’ to
confirm the test booking.

Please note you are currently unable to add
the 25% extra time at this point. All access
arrangements requests must be made using
the ‘access arrangements’ tab on Edexcel
Online. Click here for more information.

7. Once the booking has been confirmed you
can then print an Attendance Register and
Candidate Confirmation of Test Entry. You
can also Book Another Test from this page.

8. Requests for Access Arrangements should
be made via JCQ Form | or JCQ Form 8 at
least |5 working days in advance.

dhmadreen teal ¢ andelsbes webestnm

Information

Use this screen to select the leamers that yvou wish to take the test. Only keamers
that have active registrations are lisbed. Once you have selected all the leamers that
you wish to take the test click the Submit button to fimsh the process.

Test Detalls

Programne

Test

Wenue TEETL Date 03/12/2013 13:30
Racords Per Page: 25 T _F'.afresh' Bau:k Edmmtt
Al Add Tama

Rea Mo 4 (CentreRel FirstName LastMNaome DateoflBirth Cohort *29%

W] EYEREY3 SH900 A% Ewan B 10/ 08 198 o
B 32348 Shado bty EMITH fali=] W5 1 B
o EVSZIET 55000 Abby Exd it DLE i0/aTFieET o

On=creen test candidates selection

16

Help 3

— Comfirmation
You have created a booking for 1 candidate(s).

Test details:

Programme BTEC Level 3 Diploma in Customer Service

Test UMIT 1

Venue TEST 1 Date 10/09/2014 9:00
Print

| hﬁendhnc& regiﬁer |

| Book Another Test |

|“Candidate Confirmation of Test Entry .

i. Back to Main pagﬁ..

@ Previous
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Pearson Business Skills qualifications and BTEC Apprenticeships

Guide to registrations, scheduling and amending tests

|7

Section Three

Amend a
test
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Amend a test

You may wish to amend a test prior to the
test date. Follow the below steps to find out
how:

|. Log on to Edexcel Online (EOL).

2. Select the BTEC qualification from the
dropdown menu.

3. Select ‘Onscreen Testing’ - “View/Amend
test booking’.

4. On the next screen complete the fields to
search for the required test booking you wish
to amend.

Onscreen Testing Book a test

e »|  View/Amend test booking
Assessment View results by test booking
NQF Results Reports View results by candidates

|18
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Amend a test
continued

5. Select the test that you wish to amend and
then click ‘Amend’.

6. You will be able to amend the venue, date
and time of the test booking.

/. Once all amendments have been made,
click ‘Submit’.

@ Previous

Search criteria

Programme ¥XU528:PRINCIPLES OF BUSINESS AND ADMINISTRATION (QCF)
Test
Venue Date range 10/09/2014 11:00 - 10/05/2015 10:00

Records Per

Page: WI { Export Results

Back | { Delete ' Amend [ Attendance Register

25 |
Click here to amend the selecte
o
Programme & Test Iest Date Start Time Venue of
Reg
xUs528 TEST 1 - UNIT 9 11/09/2014 15:00 NIP558 1
—Test details
No. of candidates selected 1
Programme PRINCIPLES OF BUSINESS AND ADMINISTRATION (QCF)
Test TEST 1 - UNIT 9
Venue NIP558 Date 11/05/2014 15:00

—Change test details
Venue NIP558 L

Test date (dd/mm/yyyy) ’11/09/20147‘ Time 115 v| |00 v|

[ Back | \ Submit I

®
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