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Making registrations via Campus

1. Select Registration Purchase from 
the menu. Here you will be presented 
with a list of  products which your 
centre has been approved to deliver.

Please note that you’ll need to be in 
credit before you can progress to 
candidate enrolment.

2. Search the product for which you 
wish to purchase credits. If  you know 
the product code or name you can find 
the product you want by using 
Windows find function (Ctrl + F), 
alternatively use the scroll bar on the 
right hand side. All products are listed 
in alphabetical order.

Click here to view 
audit history

Credits available 
(1 credit = 1 registration)
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3. Once you have chosen your prod-
uct, click Buy. Enter the quantity you 
wish to buy.

4. Enter your Purchase Order 
Number, to enable your centre to 
track the purchase. This number can 
be obtained from your accounts 
department.

5. If  hard copy packs are available for 
this product and you would like to 
receive them, select Registration with 
Packs. You will be asked to confirm 
the address you wish the packs to be 
shipped to. If  no packs are available for 
this product or you do not wish to 
receive hard copy packs, select 
Registration without Packs. 

6. Click Place Order to complete.

Making registrations via Campus
continued
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The screen shot above shows 
the following information:

Product Code: The product code is 
the code for which you wish to 
register, for example N1801.

Product Name: The product name is 
the name of  the product for which you 
wish to enrol, for 	example Adult 
Literacy 2.

Product Type: The product type 
displays as a short code as detailed 
below:
NVQ - National Vocational Qualification
BS - Basic Skills
KS - Key Skills

Making registrations via Campus
Purchase credit history explained

TCVRQ - Technical Certificate
AMA - Advance Modern Apprenticeship
MA - Modern Apprenticeship
Exam - International Exam/Qualification

Brand: There are two different brand 
types both of  which are shown below:
EDI - These type of  awards are UK prod-
ucts
LCCI - These type of  awards are Interna-
tional products

Accredited Date: The accedited date 
displays the last date that you will be 
able to register against the award. This 
is subject to change if  EDI is approved 
to offer this award until an extended 
date.

Credits: Credits will display how many 
credits you have available for that par-
ticular product. 

Please note that it is a credit per candi-
date per award (all units are included).

Buy Credits: Here you can purchase 
more credits.

View History: Here you will be able to 
view any previously purchased credits/
packs against a particular product.
The ‘View History’ option displays 
the following information: ID, Pur-
chase Date, Quantity, Purchased By, 
PO Number, Invoice Number, Record 
Type.
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Making registrations via Campus
Individual registrations

1. Select Candidate Enrolment from the 
menu on the left hand side of  the screen.

2. EDI has organised all its products into 
Business Sectors, most of  which are 
self-explanatory. Select the Business 
Sector you require from the list. 
For example, Business Administration is 
listed under Business Skills. Alternatively 
if  you know the specific product code or 
name, enter these details in the selection 
field and click Search.

3. You will only be presented with those 
products that your centre is approved to 
deliver. Products for which you do not 
have enough credits will be greyed out. 
Click on the product you wish to enrol 
against.
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Making registrations via Campus
Individual registrations continued

4. You can now select the units of  the 
award your candidate(s) will be taking. 
The system automatically selects the 
mandatory units. Hover over the main 
unit title section of  the award to see 
how many optional units are required 
to achieve a full award. 
Please note that if  your award includes 
a Technical Certificate, this needs to 
be selected at point of  enrolment.

5. Once you have correctly selected 
the product against which you wish to 
enrol the candidate, you will be pre-
sented with the Enter Candidate 
Details screen.
Enter the candidate details in the rel-
evant fields. Mandatory fields are 
marked by an asterisk (*).
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Making registrations via Campus
Individual registrations continued

Please note that the field labelled Par 
relates to a candidate’s Particular As-
sessment Requirements and field la-
belled LSC region and LSC area let you 
select the Learning and Skills Council 
or Local Enterprise Company that is 
funding the candidate.

6. Once fields are completed, click 
Add.

7. Click Save to confirm enrolment. An 
acknowledgement screen will appear.
Please note: Your enrolment is not 
complete until an acknowledgement 
screen appears. 

8. If  you wish to print this 
acknowledgement slip, click Print.

9. Click Continue to complete 
candidate enrolment.
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Making registrations via Campus
Bulk registration

1. Click Bulk Entry on the candidate 
enrolment screen (see page 8 for more 
details). The Bulk registration screen 
will appear. Click Display Instructions 
for online help which explains the cri-
teria and format required for bulk 
entry.

2. Follow the online instructions pro-
vided. When carrying out a bulk up-
load, please remember you must be 
enrolling candidates for the same 
award or test only. 

3. Click Import to upload your candi-
dates. An acknowledgement screen 
will appear.
Please note: Your enrolment is not 
complete until an acknowledgement 
screen appears. 
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Schedule 
a test
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12 How to schedule a test
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Schedule a test 
How to schedule a test

1. Select Test Scheduling from the menu on 
the left hand side of  the screen.

2. Tests and examinations are organised into 
the same categories as the qualifications they 
are part of. Select the Business Sector you 
require from the list. 
Alternatively if  you know the specific unit/
test code/unit description, you can enter 
these in the selection field and click Search.

3. Having identified the required Business 
Sector you are now ready to select the spe-
cific product. You will only be presented with 
those products that your centre is approved 
to deliver. 
Alternatively you can click on the information 
bubble next to the unit description to ensure 
that the unit relates to the product for which 
the candidate is registered. 
Select the product you wish to schedule 
against.
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Schedule a test 
How to schedule a test continued

4. Select the assessment method by clicking the 
drop down boxes. You will be presented with a 
number of  options:
On-Demand: Paper based test, taken when required
Series: Paper based test, taken on a particular day 
specified by EDI
On-Screen: Computer based test taken at http://
www.ediplc.com/examsonline/candidate over the 
internet.
Offline: Computer based taken using EDI Offline 
whilst not connected to the internet
If  taking on-screen or offline tests, please make 
a note of  the centre code, order number and 
candidate number. This information can be 
found on the attendance register.

5. Click on the calendar icon that appears and 
choose the date of  the test. You can only se-
lect dates that are valid for the assessment 
method selected and you can only schedule a 
single test using a particular assessment meth-
od on a particular day. 
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Schedule a test 
How to schedule a test continued

If  a test is already scheduled on that day, click 
on the day to bring up a link to the order. 
You can then jump to the order and click Edit 
Registration to add/remove a candidate to 
the existing test.

6. Click Continue. You are now ready to se-
lect the candidates for the test.

7. Click the check box next to the candi-
date(s) you want to sit the test. If  you have 
many candidates registered for the qualifica-
tion, you can use the search box above the 
list to find a particular candidate.
Candidates remain available on this list to sit 
a test until they pass the test, so they do not 
need to be re-registered if  they require a re-
sit.

8. When you have selected all the candidates 
you want to sit the test, click Save. 
An acknowledgement screen is displayed 
showing you details of  the order for the test.

You schedule a re-sit for a test in the same way as scheduling the original 
test. Candidates are only removed from the list of  available candidates for 
a test once they have passed the test, not if  they fail.
Please note: All Technical Certificates, VRQs, Adult Literacy, 
Adult Numeracy and Key Skill test re-sits are free of charge.

Requests for 25% extra time can be made by selecting this option on 
CAMPUS when scheduling a test. To request extra time over 25% 
please complete the PAR1 form at least 15 working days in advance.

https://knowledgebase.edexcel.com/wp-content/uploads/2014/10/PAR1-form.pdf
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16 Claiming single units



Pearson Campus Administration guide		  Guide to registrations, test scheduling and unit claims

16

NextPrevious

Unit claims

1. Select Enrolment Search from the menu. 

2. Enter Search criteria, click Search and the 
results will be displayed. Click on the + sign 
on the left hand side of  the results listing 
which will open up the order details.

4. Click anywhere on the order details to 
access the Claims Screen.

5. Select the unit(s) you wish to make the 
claim against by ticking the relevant boxes.
Please note: If  you are claiming both Key 
Skills and NVQ units as part of  an 
Apprenticeship, you claim these separately.
If  you claim all units together it will result in a 
message advising you that your claim will re-
sult in a unit claim.

6. Select the Internal Verifier from the drop 
down box on the right hand side of  the 
screen. 

Claiming single units
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Unit claims
Claiming single units continued

EDI administration will ensure that approved 
IV names appear, in addition to any counter-
signing IVs where an IV is working towards 
V1. If  your IV is still to be approved, please 
select Countersigning IV from the drop down 
box on the right hand side of  the screen.

7. Click Process Claim. 
Please note that if  you do not have direct 
claim status, you may make the claim but 
your EV will have to approve it.

8. Click OK if  you wish to proceed with the 
unit claim, otherwise click Cancel. 
Enter the purchase order number you would 
like to appear on the invoice for the 
certificate and click Continue to proceed. 

9. If  you wish to claim a unit certificate, click 
Yes. Please note that you won’t be charged 
at the point of  claiming but will be charged 
for each unit certificate requested.
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Unit claims
Claiming single units continued

If  you do not wish to proceed, please click 
No.
The list of  units will appear with the Status 
column updated to show whether a claim or 
certificate has been requested.

You can find examples of  the messages you 
might receive and explanations below.
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