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1. Introduction

About this guide

The purpose of this user guide is to help you understand and operate the Edexcel Online.
The user guide is written for centre staff and makes the following assumptions:

e You know how to use a personal computer
e You are familiar with the Microsoft Window operating system
e The computer you are using meets system requirements

System requirements

Cookies: This Pearson website stores cookies on your computer. They help the site work
better for you, and let us understand how our visitors use the site so that we can keep
improving it for you. If you login, we assume you are happy to accept the site's use of
cookies.

Browser Requirements: Firefox, Google Chrome, Safari and Internet Explorer.

Pre-requisites: Adobe Acrobat Reader and Microsoft Excel (Our site uses Adobe Acrobat
and Microsoft Office files to output certain reports. Depending on what system you are
using, you may need to install this software.

Java Scripting: In order to use our Website, your Web browser must be configured to
use "Java Scripting.”

Pop-up Windows: Our site uses pop-up windows to enhance your browsing experience.
Please turn off any software that disables such windows or configure them so Edexcel is
a trusted website.

Data Protection: Edexcel Online provides access to sensitive and personal information
covered by the Data Protection Act. You must access and use this information for
Edexcel business purposes only. Improper use of personal information is an offence
under the Data Protection Act.



2. Viewing Standard Verifier Details & Reports -
NVQ’s.

This section explains how to view Standard Verifier details for NVQ's on
Edexcel Online.

This part of the user guide makes the following assumptions:

*= You have been given an EOL login.

Step 1

On the left hand side menu, click the drop down box Select Qualification.

Thursday 10 Oct 2013

Select Qualification El

Centre Accounts »

Training Event »
Bookings
Tracking »

Edexcel Assured »
Service

Step 2

From the menu, select the NVQ option from the drop down menu.

NVQ =]
Select Qualification
ETEC
GCE
GCSE
KIS/ ALAN
0
DiDA
FTE
Frincipal Learning/Projects
Apprenticeships
Edexcel Awards
Intl PLSC Awards
Functional Skills
Skilled for Life & Traineeship
IAL




Step 3

Navigate your way through the menu on the left hand side of the screen and select
External Verification then select NVQ Allocation.

External k _

Verification ﬂ NVQ Allocations

EDI Basedata | Report Enquiry & Feedback
Step 4

A screen will appear listing the Qualification Code/Level/Title and the Associate Advisor
(Standard Verifier) assigned to it.

Select the Associate Advisor (AA) details by clicking on their name.

NVQ Allocations

Qual. Code |Level |Title Method | AA No. [AA

Mame

Q7000558|2 BUSINESS AND ADMINISTRATION [LEVEL 2 NWQ CERTIFICATE) WISIT (S02104 MR ]
1 YIN

Q7 000558|2 BUSINESS AND ADMINISTRATION [LEVEL 2 NWVQ CERTIFICATE) WISIT (S021043 /MR ]
2 YIN

Q7 000561|3 BUSIMNESS AND ADMIMNISTRATION [LEVEL 2 NWVQ DIFLOMA) WISIT (S02104 /MR J
1 YIN

Q7000561|3 BUSINESS AND ADMINISTRATION [LEVEL 2 NWQ DIPLOMA) WISIT (S0Z2103 MR ]
2 YIN

Q7000533|2 TEAM LEADING (LEVEL 2 NVQ CERTIFICATE) WISIT (S02104/MB J
1 YIN

Q7000533|2 TEAM LEADING (LEWVEL 2 NWQ CERTIFICATE) WISIT (S02103/ME ]
2 YT

Step 5

A screen will appear showing the Associate’s Details.

Centre Details Help g

Associate Details

Name: MR JOSH
Address: 26 HEATH ROAD
Town: COVENTRY
County:

PostCode: cv4

Telephone:

Fax:

Email:




This section explains how to view Standard Verifier Reports for NVQ’s on
Edexcel Online.

Follow Steps 1 - 2 as above.
Step 3

Navigate your way through the menu on the left hand side of the screen and select
External Verification then select Report Enquiry & Feedback.

External ¥
Verification

NVQ Allocations

EDI Basedata Report Enguiry & Feedback

Step 4

A screen will appear listing the Qualification Code/Level/Title and the Associate Advisor
(Standard Verifier) assigned to it, the date of their visit and their report.

To view the report select View.

NV} Report Enquiry & Feedback *

Qual. Code |Level |Title AA No. |AA Mame Visit Date Report Your
Feedback
720 UNITS|ROAD HAULAGE [(NWVQ) S00768|MRS K [24/07/13View |N/A
WAIT

Q70005332 TEAM LEADING (LEVEL 2 NWQ CERTIFICATE) SO0Z10Z|MRIYINZ1/10/ 1R View] |N/A

Q70005232 TEAM LEADING (LEVEL 2 NWQ CERTIFICATE) S0Z2102|MR 1 ¥IN|18/06/1 E S

Q70005332 TEAM LEADING (LEVEL 2 NWQ CERTIFICATE) SO0210Z2|MRIYIN(13/12/12View |N/A

Q70005343 MANAGEMENT [LEVEL 3 NWV(Q CERTIFICATE) SO0Z2102|MR IY¥IN|21/10/13|View |N/A

Q70005343 MANAGEMENT [LEVEL 3 NV CERTIFICATE) S02102|MR 1 ¥IN|18/06/13|View |N/A

Q70005343 MANAGEMENT [LEVEL 3 NWV(Q CERTIFICATE) SO0Z2102|MR IYIN|13/12/12|View |N/A

Q70003253 MANAGEMENT [LEVEL 5 NWVQ DIPLOMA) S0210Z|MR J ¥YIN|18/06/13Wiew [N/ 4

Q7000525|3 MANAGEMENT [LEVEL 5 NWVQ DIPLOMA) SO0Z10Z2|MR I YIN(13/12/12View |N/A

Q70005582 BUSINESS AND ADMINISTRATION [LEVEL 2 NVQ [SO02102|MR JYIN21/10/13|View [N/A
CERTIFICATE]

Q70005582 BUSINESS AND ADMIMISTRATION (LEVEL 2 NVQ [S02102|MR J ¥YIN(18/06/12(View |N/A
CERTIFICATE}

Q70005582 BUSINESS AND ADMINISTRATION [LEWVEL 2 NVQ [S02102|MR JYIN(12/12/12\Wiew [N/4
CERTIFICATE)

Q70005613 BUSINESS AND ADMINISTRATION [LEWEL 3 NVQ [S02102|MR JYIN31/10/13|Wiew [N/A
DIPLOMA)

Q70005612 BUSINESS AND ADMINISTRATION [LEWVEL 2 NVQ [S02102|MR JYIN(18/06/13|View [N/A
DIPLOMA]

Q70005613 BUSINESS AND ADMINISTRATION [LEWVEL 2 NVQ [S02102|MR JYIN(12/12/12WView [N/&
DIPLOMA]

Q70005682 CUSTOMER SERVICE (LEVEL 2 NVQ S02102|MR JIY¥IN|21/10/13|View |N/A
CERTIFICATE)

Q70005682 CUSTOMER SERVICE (LEWVEL 2 NWVQ SO02102|MR J¥YIN|18/06/13(View |N/A
CERTIFICATE]

Q70005682 CUSTOMER SERVICE (LEWVEL 2 NWVQ SO0210Z2|MR I YIN(13/12/12View |N/A
CERTIFICATE]




Step 5
The report will appear where you can see the relevant information.

You can Select a format and download the file as a PDF document.

MoReport

4 4 1 of12 b Bl

—
Select a format Expo

k)

Centre 227
Number:

Centre
Name:

5V 502
Number:

SV Name: MR J
Sampling Visit
Method:

Visit/'Sampling 3103
Date:

Duration of visit'sampling &
(hours):

Number of assessment 1
sites:

Assessment site
visited:

Records required prior to the sampling were forwarded to SV by the No
centre as specified in the VRP:

Programmes

Programme| Level| Frogramme Mame| Visit MNo. of Candidates Outcome | Direct
Number Ne. Claim
Status|

Registered Active Sampled Interviewed Observed

Q7000532 2 | TEAM LEADING 1 3 [ 2 ND ND
{LEVEL 2 NVQ
CERTIFICATE}
QT00D534 3 | MANAGEMENT 1 11 3 1 YES ND
{LEVEL 3 NVQ
CERTIFICATE}
BUSINESS AND 1 T0 4z 4 YES ND
ADMINISTRATION

YES

YES

QTO0D55E

[

YES




3. Viewing Standard Verifier Details & Reports -
BTEC’s/English Functional
Skills/ESOL/Workskills.

This section explains how to view Standard Verifier details for
BTEC’s/English Functional Skills/ESOL/Workskills on Edexcel Online.

This part of the user guide makes the following assumptions:

*= You have been given an EOL login.

Step 1

On the left hand side menu, click the drop down box Select Qualification.

Thursday 10 Oct 20132

Select Qualification El

Centre Accounts #

Training Event *
Bookings

Tracking 3

Edexcel Assured »
Service

Step 2

From the menu, select the BTEC option from the drop down menu.

NVOQ =]
Select Qualification
ETEC
GCE
GCSE
HS/ALAN
Q
DiDA
FTE
Frincipal Learning/Projects
Apprenticeships
Edexcel Awards
Intl PLSC Awards
Functional Skills
Skilled for Life & Traineeship
IAL




Step 3

Navigate your way through the menu on the left hand side of the screen and select
External Verification then select the type of product you wish to see the Standard
Verifier details and reports for (i.e. QCF BTEC 2-3).

External L Level 2/3 (1-3 short courses)
Verification

Entry & Introductory

0OsCA 1 k .
Edexcel BTEC Higher Level Frogrammes
Quality Review & QCF BTEC 2-3/Foundation Learning/Workskills
Development
NQF
EDI Basedata
ALAMN & ELFS
Onscreen Testing » E=OL
External J Customised
Assessment
SRF

Step 4

Select the relevant Registration Year/Session from the drop down menu and select Go.

Year: |2013/14 (F Registrations) [+ |

| Go |

A screen will appear listing the Centre No./Name/Group Type & Title and the Level/Title
and the Standard Verifier details. You can view the Standard Verifier (SV) details by
clicking on their name.

‘Centre |Centre Name Group Code Group |Group Title SW Mo. |SV Name Report Your
Na. Type Feedback
227 55|ANNE QCFZZADLT |QCF [PREPARING TO WORK IN |[973 MR 1 Cutstanding|M/&
ADULT SOCIAL CARE
LEVEL 2-3
227 59(ANNE SL2ERRHSC |QCF |ERR IN HEALTH, SOCIAL |373 M |Cutstanding|N/&
CARE & ¥YOUNG PEOPLE
SETTINGS
227 55[ANNE SLERETAIL |QCF |RETAIL LEWEL 2 504 MRS H |Cutstanding|M/A
[SPECIALIST)
227 55|ANNE TCZBUSADMI|QCF [BUSINESS 502 MR ] Released [MN/&

ADMINISTRATION LEVEL
2 (SPECIALIST)

227 53[ANNE Tc2TEAML  [QCF [TEAM LEADING LEWELZ [S02 ME J Cutstanding|N/&
(SPECIALIST)
227 59|ANNE TC3IBEUSADMI[QCE [BUSINESS 502 MR ] Outstanding|N/&

ADMINISTRATION LEVEL
3 [SPECIALIST)

227 59|ANNE TcaMAN QCF |MANAGEMENT LEVEL 3 502 MR ] Outstanding|N/&
(SPECIALIST)

227 59|ANNE TCLICSERY |QCF [(Nested) CUSTOMER 502 ME 1 Beleased |W/&
SERWICES LEVEL 1
(SPECIALIST)

227 53|ANNE TCLiCSERV |[QCF [CUSTOMER SERWICES 502 MR ] Released  [M/A&

LEVEL 1 (SPECIALIST)

227 59|ANNE TCLZCSERVY |QCF |CUSTOMER SERVICE S0z ME ] Released [
LEVEL 2 [SPECIALIST)

227 59|ANNE TCLECSERV |QCF |[CUSTOMER SERVICE S0z ME ] Cutstanding|N/A
n LEVEL 3 [SPECIALIST)




Step 5

A screen will appear showing the Associate’s Details.

Centre Details Help @

Associate Details

Mame: MR JOSH
Address: 26 HEATH ROAD
Town: COVENTRY
County:

PostCode: V4

Telephone:

Fax:

Email:




This section explains how to view Standard Verifier Reports for
BTEC’s/English Functional Skills/ESOL/Workskills on Edexcel Online.

Follow Steps 1 - 3 as above.

Step 4

Select the relevant Registration Year/Session from the drop down menu and select Go.

Year: |2013/14 (F Registrations) = |

A screen will appear listing the Centre No./Name/Group Type & Title and the Level/Title
and the Standard Verifier details and Report. You can view the Standard Verifier (SV)
Report by clicking on Released. If there is no report to view you will see Outstanding.

\Centra (Centre Name Group Code Group |Group Title 5\ Mo. |5V Name Report Your

No. Type Feedback

227 59(ANNE QCFZ2ADLT |QCF |PREPARING TO WORK IN 972 MR I Cutstanding|MN/&
(ADULT SOCIAL CARE
LEVEL 2-3

227 59 (ANNE SL2ZERRHS5C |QCF |ERR IN HEALTH, SOCILAL 973 MR 1 Cutstanding|N/&
CARE E.YOUNG PEOPLE
SETTINGS

227 59| ANNE SLZRETAIL QCF |RETAIL LEWEL 2 S04 MRS H |Cutstanding|N/&
[SPECIALIST])

227 59 (ANNE TCZEUSADMI|QCF [BEUSINESS S0z MR ] Released M A
ADMINISTRATION LEVEL
2 (SPECIALIST)

227 59(ANNE TCZTEAML QCF |[TEAM LEADING LEWEL 2 S0z MR ] CutstandingM/&
[SPECIALIST]

22759[ANNE TC2BUSADMI|QCF [BUSINESS s02 ME 1 Cutstanding|M/4&
ADMINISTRATION LEVEL
3 [SPECIALIST)

227 59| ANNE TCIMAN QCF |MANAGEMENT LEVEL 3 S0z ME ] Cutstanding|MN/A
(SPECIALIST)

227 59 (ANNE TCL1CSERY [QCF [[Nested) CUSTOMER S0z MR ] Released M/ &
SERWVICES LEVEL 1
[SPECIALIST)

227 59(ANNE TCL1CSERV |QCF |[CUSTOMER SERVICES S0z MR ] Released M/

LEVEL 1 (SPECIALIST)

227 59| ANNE TCL2CSERY |QCF |CUSTOMER SERVICE Soz MR ] Released M A
LEVEL 2 (SPECIALIST)

227 59|ANNE TCLECSERV |QCF |[CUSTOMER SERVICE S0z ME ] Cutstanding|MN/A&
b LEVEL 2 [SPECIALIST)

11



Step 5
The report will appear where you can see the relevant information.

You can Select a format and download the file as a PDF document.

4 4 1 of1 | Pl

I Select a format El Expcr‘tl

k)

»

Standard Verifier Report {(1st Sampling) it

REPORT SUMMARY

m

Centre Number 227
Centre Name AMNNE B

Consortium Name

SV Number 502
SV Name MR 1
Programme Group BUSIMESS ADMIMISTRATION LEVEL 2 (SPECIALIST)

MNo. of Units Sampled 1

No. of Learner 4
Samples

Sampling Method Postal
FEEDBACK

Reason for Sampling DIRECT ALLOCATION
Date of Sampling 31/10/2013

Date of Feedback 31/10/2013
Feedback Presented To:

Name Keith Position 1V
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