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Making registrations via Edexcel Online

1. Log on to Edexcel Online and select 
the relevant qualification that you 
require to register the learner(s) on 
from the Business Skills suite of  
qualifications. 

Please note this could be under NVQ or 
Apprenticeship qualification.

2. From the left-hand menu, select 
Candidates – Register Candidate. 

!
For fees relating to 

registrations please see the 
Vocational Fees here. 

http://pastpapers.edexcel.com/content/edexcel/vocational-fees.html
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3. Complete the relevant fields for the 
registration and then click ‘Next’.

4. Select the required programme 
from the drop-down menu of  
approved programmes at your centre.

5. Once selected you will be given two 
options - either to ‘Register Online’ or 
‘Register By Spreadsheet’. 

If  you have more than 5 learners it is 
suggested that you register via 
spreadsheet as it will be the quicker 
process.

Making registrations via Edexcel Online
continued
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1. 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.

Making registrations via Edexcel Online
Individual registrations

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

http://www1.edexcel.org.uk/fs-training/Individual-registrations-final/
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Making registrations via Edexcel Online
Bulk registrations

1. 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.
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Making registrations via Edexcel Online
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. 

http://www1.edexcel.org.uk/fs-training/Bulk-Registrations-final/
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Making registrations via A2C

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.

1. Log onto Edexcel Online. 

2. Select the BTEC qualification from the 
drop down menu. 

3. Select EDI Basedata from the column 
on the left-hand side.

http://www1.edexcel.org.uk/videos/entries-Edexcel-Online-voc/Basedata/
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Making registrations via A2C
continued

4. You will need to choose between JCQ 
and EDIFACT basedata, this is 
dependent upon the MIS provider that 
you have within your centre.

5. Now select basedata for Registrations 
9B from the ‘Basedata Subtype’ 
dropdown box.
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Making registrations via A2C
continued

7. You can select to get basedata for all 
qualifications or just specific programmes.

8. Click the ‘Submit’ button.
The basedata will be available within 2 
hours in your Edexcel Online Mailbox.

9. Once the basedata has been 
downloaded you will need to create a 
registration file and send through your 
A2C to Pearson.

10. 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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Schedule a test 
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. If  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).
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Schedule a test 
How to schedule a test

1. 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’.
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Schedule a test 
How to schedule a test continued

4. On the next screen you need to create 
your test booking details. To do this 
complete the dropdown fields to refine your 
search: 
•  Programme - Qualification/Product 
candidates are registered against.
•  Test - Unit of  the associated Qualification/
Product.
•  Venue - Select whether this test will be 
taken at the centre or off-site.
•  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 
test. If  choosing just one candidate you can 
enter their Registration Number or First 
Name/Last Name and click ‘Next’. 
Alternatively, if  you want to see all 
candidates registered on that course enter a 
percentage sign (%) in the Registration 
Number field and click ‘Next’.
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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 1 or JCQ Form 8 at 
least 15 working days in advance. 

http://www.edexcel.com/iwantto/Pages/special_req_nextgen_BTEC.aspx
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/forms/form-1---application-for-access-arrangements
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/forms/form-8---application-for-access-arrangements
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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:

1. 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.
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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.

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