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1. Introduction

About this guide

The purpose of this user guide is to help you understand and operate 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 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 usage 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. EOL User Guide - Reporting Results &
Claiming Certificates (Skilled for Life /
Traineeships)

This section explains how to report results and claim certificates for
candidates registered against Skilled for Life / Traineeships on Edexcel

Online.

This part of the user guide makes the following assumptions:

*= You have been given an EOL login.
= You have permission to claim for candidates.

Step 1

On the left hand side menu, click the drop down menu Select Qualification.
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Select Qualification [« |

Centre Accounts »

Training Event »
Bookings
Tracking 3
Edexcel Assured »
Service

Step 2

From the menu, select Skilled for Life & Traineeship option.

Select Qualification El

Select Qualification

BTEC

GCE

GCSE

KS/ALAN

NVQ

DiDA

FTE

Principal Learning/Projects
Apprenticeships

Edexcel Awards

Intl PLSC Awards

Functional Skills

Skilled for Life & Traineesh o
IAL *




Search by Candidates

Step 3

Select Candidates then select Search for Candidates.

Candidates » Search by Candidate
Approvals . Search by Course \
External Register Candidate
Verification Transfer within Centre
Units Available For Reactivate registration
Delivery

Step 4

A screen will appear where you can search for the candidate you wish to report results
for.

Select the Session the candidate was registered for from the drop down menu.
Select the Programme you wish to report results for from the drop down menu.

You can continue to refine your search by filtering the fields to look for a specific
candidate (at least one field must be filled in to bring up results).

Select Next

Candidate Search Help &
Session 2013/14 (F Registrations) |Z|
Programme HPK41:lEVEL 2 SKILLED FOR LIFE (37-48 CREDITS) [«]

Registration Number
Centre Reference
Firstname

Lastname

Sex Any E
Date of Birth (dd/mm/yy or dd/mm/yyyy)

You may use % as a wild card in the 'Firstname' and 'Lastname’' fields. For example
Lastname = smi% will return Smith, Smiley, etc.

[exct |




Step 6

Your candidate’s details will appear on a new screen. Select Details.

advancing learning, changing lives

edexcel

Qualification Details
Qualification Sassion
Skilled far Life Registrations Any Session

Search Criteria

Regn Mo Centra Reference First Namea Last Name Sex DoB
f24 Any Ay Ay Any Ay
Candidates

[ Fi Est Comp Award Certification Award Owerall
ap ReqNo CentreRef o e Name <DOB ULN pate Date MNo Code Result

= ‘
[ Fz4 e M 08/08/38 T;"E'“her IDEtE'”g
‘

[ Exit] [View Selected

Step 7

A screen will appear showing the candidates details and the Framework Details. Select
Edit at the bottom of the screen.

Framework Details

Employability Fra ke: HEK41 Level 2 Skilled For Life (37-48 Cradits) [Skilled For Life:)
Results
Unit Code Title Level Value Grade -
20891B Understanding Handling Of Customer z z Pass N[
21135B Understanding Custemer Service In R 2 3 Pass N |E
211368 Understanding Retail Health And Saf z z Pass W |—
22584C Key Principles Of Team Leading z 4 Pass N
21137B Understanding The Retail Selling Pr 2 2 Pass N
22585C Managing Perscenal Development z k] Pass N
211388 How Individuals & Teams Contribute z2 3 Pass N
22586C Dieveloping Werking Relationships Wi 2 k] Pass N|™
If 2 unit you wish to select is missing please use the Units Available for Delivery screen to
ladd to the list of units being run in your centre and it will appear here.

*

* P - Pass, M - Merit, D - Distinction, U - Unclassified, T - Transfer
Unit results are provisional until certificated by Edexcel. The unit certificate is the official confirmation of unit
rasults.

If you are claiming for units whose credit value totals more than those permissible within
the registration the learner will be automatically transferred to the correct framework and an
invoice for the difference in price issued. Please tick to confirm your agreement.

Withdraw/Reinstate Candidate
(Tick to withdraw candidate, untick to reinstate candidate)

Prev Next | [ Confirmation Reporf | Edit [ view Results | [ Back | | Exit |




Step 8

The screen will now refresh and allow you to input results.

Scroll down to the Claim Type.

Skilled for Life is not in itself a qualification and as such there is no full award option.
Under the claim type there are two options:

e Interim - A candidate has completed some units but may wish to complete more in
the future.
¢ Final Certificate Claim - A candidate has completed all the units they intend to.

Select the appropriate type of claim.

Claim Type

) Interim ) Final Cartificate Claim

Unit certification will be supplied for the units claimed. If those units form an accredited
qualification outside of this framework this will automatically be issued in addition without
further charge.

Step 9

Scroll down to the Results Table and enter the Grade into the unit for which you wish
to claim.

Please note most qualifications will only gain a P - Pass grade. Please refer to the
specification packs for more information regarding grade awards.

If claiming a Final Certificate Award put in the month and year (mm/yy) you are
claiming in the Award Date field.

Select Save.

Unit Codea Title Lewel | Val P M DUT Grade -
ZO0891B Understanding Handling Of Custemer Al = @ Pass |;|
211358 Understanding Custemer Service In R 2 3 @ Pass =
211368 Understanding Retail Health &nd Saf 2 b=l @ Pass
22584C Key Principles Of Team Leading 2 < @ Pass
211378 Understanding The Retail Selling Pr 2 b=l @ Pass
22585C Manzging Perscnal Develocpment 2 3 @ Pass i
[If @ unit you wish to select is -'ﬂfssfﬁg please use the Units Available for Delivery screen to
ladd to the list of units being run in your centre and it will appear here.

=

* P - Pass, M - Merit, D - Distinction, U - Unclassified, T - Transfer

Unit results are provisional until certificated by Edexcel. The unit certificate is the official confirmation of unit
results.

[T 1f wou are claiming for units whose credit value totals more than those permissible within
the registration the learner will be automatically transferred to the correct framework and an

invoice for the difference in_price issued, Please tick to confirm your agreement.

Award Date: (mmysyy)

wWithdraw/Reinstate Candidate
[ (Tick to withdraw candidate, untick to reinstate candidate)

Prewv MNext I[ Save l [Cancel [View Results] [ Back ] [ Exit ]




A screen will appear showing achievement for the units.
If correct select Confirmation Report. The report will appear in a new window.

Please refer to the Specification Packs to validate the units you are about to
claim.

Results

Unit Coda Title Level Value Grade -
2085918 Understanding Handling Of Customer 2 2 Pass N[
211358 Understanding Custemer Service In R 2 k] Pass n ||
211368 Understanding Retail Health And Saf z z Pass M|
22584C Key Principles Of Team Leading 2 4 Pass N
211378 Understanding The Retail Selling Pr 2 2 Pass M
22585C Managing Personal Development 2 2 Pass N
211388 How Individuals & Teams Caontribute 2l 3 Pass N
22586C Dieveloping Werking Relaticnships Wi 2 3 Pass N|~
If 2 unit you wish to select is missing please use the Units Available for Delivery screen to
2dd to the list of units being run in your centre and it will sppear here.

=

* P - Pass, M - Merit, D - Distinction, U - Unclassified, T - Transfer
Unit results are provisional until certificated by Edexcel. The unit certificate is the official confirmation of umit
results.

If you are claiming for units whose credit value totals more than those permissible within
the registration the learner will be automatically transferred to the correct framework and an
invoice for the difference in price issued. Please tick to confirm your agreement.

Withdraw /Reinstate Candidate
{Tick to withdraw candidate, untick to reinstate candidate)

Prev Next [[Conﬁrmation Report] [ Edit ] [View Results] [ Back] [ Exit ]

edexcel
BTEC Candidate Details

Centre No:

Centre Name:

Site:
Candidate details
Registration Number: Fi4 Name: DAVID
Enrolment Date: 010913 Date of Birth: VRIS
Sex Male Centre Reference:
Planned Completion Date: 011113 Study Mode: Full Time
LSC Code: Franchise Number:
Combination Code: A ULN Number:
Certification details
Award Date: Unit Certificate Issue Date:
Award Clainsed: Award Eligible:
Award lssue Date: Overall Result:
Fallback: Modern Apprenticeship:
Withdrawn:
Programme Description: SKILLED FOR LIFE
Pragramme Level: SKILLED FOR LIFE:
Programme Title: LEVEL 2 SKILLED FOR LIFE (37-48 CREDITS)
Resulis

Unit Cade Title Level Value Status Grade
208918 Understanding Handlmg OF Customer Payments 2 2 o Pass
211358 Understanding Customer Service In Retail 2 3 i} Pass
211368 Understanding Retsil Health And Safety 2 2 [} Pass
22584C Key Principles OFf Team Leading 2 4 o Pass.
211378 Understanding The Retail Selling Process 2 2 o Pass
228850 Managing Personal Development 2 3 o Pass
211388 How Individuals & Teams Contribute To Effect 2 3 o Pass.
238860 Developing Working Relationships With Team 2 3 o Pass.
28R7C Developing A Team E 3 o Pass.
211408 Understanding Security And Loss Prevention 2 2 0 Pass
22607C Understanding Good Customer Service 2 L} 4] Pass
2260RC Delivering Effective Customer Service 2 4 o Pass




Search by Course

Follow steps 1 — 2 as above.

Step 3

Select Candidates then select Search by Course.

Candidates ’ Search by Candidate
Approvals . Search by Course
External Register Candidate ﬁ
Verification Transfer within Centre
Units Available For Reactivate registration
Delivery

Step 4

To search by course select the Session the Candidate was registered from the drop
down menu and select Next.

Course Search HE!|FI g

Session 2013/14 (F Registrations) E

| [Next]




Step 5

A screen will appear showing the Skilled for Life Programme Title and the number of

candidates registered against it (shown as Entries).

Select Candidates to see all the Candidates registered on the course.

Qualification Details

edexcel advancing learning, changing lives

Qualification Session

Skilled for Life Registrations 2013714

Programmes

Code Title Lewvel Entries

HPK41 LEVEL 2 SKILLED FOR LIFE (27-48 CREDITS) SKILLED FOR LIFE |._. ndidates

If the Programme you are locking for is net on this list, then there are ne entries for that programme at your centre/site.

Step 6

Locate the candidate and select Details.

Candidates
|:| - Est Comp Award Certification Award Owerall
= Reg No Centre Ref First Name Last Name  Sex DOB ULN b ote Date No Code Resul
s .
[ Fza R M 08/08/88 T;"E"‘ber Details
[ Fza19 BRIAN M 18/11/82 T;"E“"ber Details
[ Fza1 JOHN M 26/07/74 T;"E"‘ber Details

Step 7

A screen will appear showing the candidates details and the Framework Details. Select

Edit at the bottom of the screen.

Framewaork Details

ployability Fra : HPK41 Level 2 Skilled For Life (27-48 Credits) [Skilled For Life:)
Results

Unit Code Title Level Value Grade -
20831E Understanding Handling Of Customer z = Pass N
21135E Understanding Custemer Service In R z E Pass N[5
21136E Understanding Retsil Health And Saf = = Pass N | —
22584C Key Principles Of Team Leading =2 % Pass ™
21137 Understanding The Retail Selling Pr = = Pass ™
22585C Managing Personal Davelopment = E Pass ™
21138E How Individuals & Teams Contribute = E Pass N
22586C Dewveloping Werking Relationships Wi 2 3 Pass N |-
I 2 unit you wish to select is missing please use the Units Available for Delivery screen to
l2dd to the list of units being run in your centre and it will appear here.

-

* P - Pass, M - Merit, D - Distinction, U - Unclassifiad, T - Transfer

Unit results are provisional until certificated by Edexcel. The unit certificate is the official confirmation of unit
results.

If you are claiming for units whose credit value totals more than those permissible within
the registration the learner will be automatically transferred to the correct framework and an
invoice for the difference in price issued. Please tick to confirm your agreement.

Withdraw /Reinstate Candidate

(Tick to withdraw candidate, untick to reinstate candidate)

Prew MNext [ Confirmation Report] [View Results ] [ Back] [ Exit ]
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Step 8

The screen will now refresh and allow you to input results.

Scroll down to the Claim Type.

Skilled for Life is not in itself a qualification and as such there is no full award option.

Under the claim type there are two options:

e Interim - A candidate has completed some units but may wish to complete more in

the future.
¢ Final Certificate Claim - A candidate has completed all the units they intend to.

Select the appropriate type of claim.

Claim Type

) Interim ) Final Cartificate Claim

Unit certification will be supplied for the units claimed. If those units form an accredited
qualification outside of this framework this will automatically be issued in addition without
further charge.

Step 9

Scroll down to the Results Table and enter the Grade into the unit for which you wish
to claim.

Please note most qualifications will only gain a P - Pass grade. Please refer to the
specification packs for more information regarding grade awards.

If claiming a Final Certificate Award put in the month and year (mm/yy) you are
claiming in the Award Date field.

Select Save.

Results

Unit Codea Title Lewel | Val P M DUT Grade -
ZO0891B Understanding Handling Of Custemer Al = @ Pass |;|
211358 Understanding Custemer Service In R 2 3 @ Pass =
211368 Understanding Retail Health &nd Saf 2 b=l @ Pass
22584C Key Principles Of Team Leading 2 < @ Pass
211378 Understanding The Retail Selling Pr 2 b=l @ Pass
22585C Manzging Perscnal Develocpment 2 3 @ Pass i
[If @ unit you wish to select is -'ﬂfssfﬁg please use the Units Available for Delivery screen to
ladd to the list of units being run in your centre and it will appear here.

=

* P - Pass, M - Merit, D - Distinction, U - Unclassified, T - Transfer

Unit results are provisional until certificated by Edexcel. The unit certificate is the official confirmation of unit
results.

[T 1f wou are claiming for units whose credit value totals more than those permissible within
the registration the learner will be automatically transferred to the correct framework and an

invoice for the difference in_price issued, Please tick to confirm your agreement.

Award Date: (mmysyy)

wWithdraw/Reinstate Candidate
[ (Tick to withdraw candidate, untick to reinstate candidate)

Prewv MNext I Save I [Cancel [View Results] [ Back ] [ Exit ]
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A screen will appear showing achievement for the units.
If correct select Confirmation Report. The report will appear in a new window.

Please refer to the Specification Packs to validate the units you are about to

claim.
Results

Unit Code Title Level Value Grade -
208918 Understanding Handling ©f Custemer 2 2 Pass N ([
211358 Understanding Customer Service In R 2 ] Pass M |E
211368 Understanding Retail Health And Saf 2 2 Pass N|—
22584C Key Principles Of Team Lzading 2 <4 Pass N
211378 Understanding The Retail Selling Pr Al 2 Pass N
22585C Managing Personal Development 2 ] Pass N
211388 Haow Individuals B Teams Contribute Al = Pass N
225860C Dieveloping Werking Relatienships Wi 2 k] Pass N|™
If 2 unit yvou wish to select is missing please use the Units Available for Delivery screen to
ladd to the list of units being run in your centre and it will appear here.

*

* P - Pass, M - Merit, D - Distinction, U - Unclassified, T - Transfer
Unit results are provisional until certificated by Edexcel. The unit certificate is the official confirmation of unit
results.

If you are claiming for units whose credit value totals more than those permissible within
the registration the learner will be automatically transferred to the correct framework and an
invoice for the difference in price issued. Please tick to confirm your agreement.

Withdraw/Reinstate Candidate
(Tick to withdraw candidate, untick to reinstate candidate)

Frev Next [[ Confirmation Report] [ Edit ] [V|ew Results ] [ Back ] [ Exit ]
edexcel
BTEC Candidate Details

e

Centre Name:

St
Candidate details
Registration Number: F34 Name: DAVID
Enralment Date: 010913 Date of Birth: ORNOEEE
Sex: Male Centre Referemce:
Planned Completion Date: 0171113 Study Mode: Full Time
LSC Coder
Combination Code: A ULN Number:
Certification details
Award Date: Unit Certificate Tasue Diate:
Award Clatmed: Award Elpibie:
Award tasue Dute: Overatt Resut:
- Madern Appecnticesiip:
Withdrawa:
Pragramme Descriptian: SKILLED FOR LIFE
Froramime Lovet SKILLED FOR LirE:
Pragrannae Tithe: LEVEL 2 SKILLED FOR LIFE (37-48 CREDITS)
Results
Unit Code Title Level Valwe Status Grade
208918 Understanding Handling Of Customer Payments 2 2 o Pass
211358 Understanding Customer Service In Reeail 2 3 [s] Pass
211368 Understanding Retail Health And Safiety 2 2 o Pass
22584C Key Principles Of Team Leading 2 4 o Pass
s Uneretanions The Fetail Selling Process b p o ras
2susc Masmging Personsl Developncin b 5 o P
2ni3em Hom Ioudividusts & Teams Contribuse To Effect - 3 o Pane
2smac Divelopins Working Relaionsbips With Team B 5 o Pae
23587C Developing A Team 2 3 o Pass
211408 Understanding Security And Loss Prevention. 2 2 O Pass
22607C Understanding Good Customer Service 2 6 o Pass
22608C Delivering Effective Customer Service 2 4 o Pass
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