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@ Pearson | Edexcel

How do | place an order?

From September 2022, our Mocks Service products are available to purchase via
Pearson UK Schools shop.

@ Pearson

w0 Sacenseny ¢ Pasnon Ddweoel Mok Sevice

!

Pearson Edexcel Mocks Service Wiewprocucts

Here, you can place an order for mocks paper-based, onscreen mocks and the
moderation service.

From our Pearson Edexcel Mocks Service page, click on the ‘View products’ button
which will take you through to our product list.

Filvar by... Shewing 1+ 12 of 95 Sort by
GCSE Maths Faundation Paper 3 - 1TMA1_3F

Paper
E9.00 + E1.50 UK VAT gty 1 Add to basket

GCSE Maths Higher Paper 1 - 1MA1_IH

Pagar v

£9.00 + £1.80 UK VA aty 1 Add to basket E

There is a ‘Filter by’ option on the left-hand side of the page, where you can quickly
filter through by subject and navigate to the product that is relevant to you.

Once you have found your product or paper, you can select a service level you wish
to purchase, from the drop-down list: Paper, Onscreen or Moderation.

Filter by... showing 1-12 of 95 Sert by

GCSE Maths Foundation Paper 3 - 1MAT_3F

E | Then type in the quantity
£9.00 + £1.60 UK VAT @ 1 A5 bt required and click on
‘Add to basket'.
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Please refer to our mock paper cycle for further information on paper availability
across different service levels.

Note: if a product does not have a drop-down option list and is indicated as either
paper-based, moderation or onscreen this is the only option currently available for
the paper.

@ Pearson Primary Secondary FE & Viocational Learners & Parents Search Q

Fast shop Help & support Contact us Order history Bds'(e:!

Home » Secondary > Pearson Edexcel Mocks Service

When all required products have been added to your basket, proceed to payment
by clicking on the ‘Basket’ option at the top of the page.

Here you can view your chosen products and check the quantity (QTY) is correct. If
this is incorrect, amend and click on the ‘Update basket’ option.

You can also apply any promotional codes available at the time of the purchase.

Basket

Thee it yous he celeczed appear in che Bkt Below. Alter yau hune reviesed your bagket you may continus shopping or elue g0 10 the chackays.

Subtotal: £900.00 Checkout
Wocks Service Digital ems Price £ VAT-rated? Gy Sample pe— Toaal £

zion Paper 3 - TMAT_IF
e 2 000 Ko 100 200,00

Updaten Ranket
o b Promatisnal cod
oty
" sy eharge would be @ ’
reached the level far free AR, UK Ascount cussamers mace - delivery is T
oy E

FREE on all sampie arders.

Teeal: £500.00

Checkout

Once you are happy with your order, click on ‘Checkout’ at the bottom of the page.
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You will be prompted to either log in as a ‘Returning customer’ or ‘Register for

new account’

Login or register new account

returning Lustomers Register new account

Simply add your emai addness and password, and click Login Registracion orly rai
Ema on your establighm:

By bagger
2 snd

rere

For further administrative guidance on the Moderation Service, please refer to
the Guidance on administration for Centre-marked-Pearson-Moderated Service

document.

Log in - Register new account

If you have not used a Pearson Schools UK
shop (PSC) before you will need to create
an account which can be used to place any
orders going forward.

To create a PSC account, you will need to
follow the registration process:

New customer registration
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Once you have completed the registration and clicked through to the ‘Next’ page,
you will be asked how you would like to proceed with payment. You can complete
your purchase by using a Credit card or through an establishment account.

How would you like to pay ?

Establishment Details Credit Card Details
I'm an employee of an educational establishment I'd like to pay by debit/credit card.
account,

I"d like to order on account and pay by Invalce.

PLEASE NOTE: We will canfirm with your

Pay by Card

Pay on Account

Establishment details

To make a purchase via an establishment account, you will need to click ‘Select an
UK establishment’ and then search by postcode or an account number.

Find your establishment

Selecr an establishment to invoice

& Select an UK establishment

Select an pverseat entablishment

1f you're prdering for an educational establishment. you may find It easier 1o order on your establishment account. Thes will make i easier for
you ablishemsent to renew in future. Simply select the appropriate choice above, Alternatively, to continue ordening on a credit or debit card,
Just it e

Search by...
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Once you have found your establishment you will need to select your role within it:

Please choose from the following list

Job role

o rwle...

‘:]N =

A summary of your order and delivery details will be displayed, please ensure this is
correct before clicking on ‘Buy now'.

Submit your order

Please chask your arder Balov. I you Rive Bhy Bmendments, Make thim faw, Onee you're hapay that sl the Satalls are carest, please cliek Buy naw',

< Back BUY NOW

Your arder reference

Delivery tolow account holder®

Mrs Test Testmg

Once you have completed
your order a confirmation
page will be displayed:

Order Submitted

Thank you for your order

& copy of this order confirmation has been sent 10 testdtest12.com.
New customer registration
Thank you for registening with the Pearson Schools and Collages website.

Your regetered email is test@uest1Zoom. O your next visit you €an order on the Sive 25 2 “Beturning customes ™ using this email address
aivd the passwend you régistired with|

Order Confirmation

For UK customers all progucts in stack snould be with you within 5 working days.
Thank yout

Your ceder number ts 2006300 and your customer reference |s TTesting.

ActiveHub and ActiveLearn|
1f i hanei rdierid 30 ACHivELiarn subseription or ACEhiHub packape, bi sure ta 160k for wilcame ind setup emails. These My Lk up to

45 friifutes b arrhe: be Sure o chedk your junk foldér,

Mocks Service

If YOUr Grder CONtainG Paarson Edatal MOCKS Senits Pagers, 10 nsune that thare is no dalay In receiving your mack sxams, peass login to
the Booking App to upload your candidate information. This will ensune that once your students’ exams have been marked by our expert
examiners, thir results can be matched up and uploaded to Results Fus.

If you hawve not used cur this service before you will need o provide us with your details via this account creation form. You will them receive
your booking app login details within 2 working days. Once you have this you will then need to log onto the Sooking App to upload your
candigate information.

Should you have any queries regarding uploading your candidate information, please bet us know by cantacting us via ur Support Portal,
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Credit card details

To make a purchase using a credit card, follow the steps below.

How would you like to pay ?

Establishment Details Credit Card Details
I'm an employee of an educational establishment I'd like to pay by debit/credit card,
account,

I"d like to erder on account and pay by Invalce,

placed

CSs [0 Inspection

products and servces. Pay by Card

Address details
Please specify your location

® Billing and delivery address in the UK
Billing andfor delivery address outside the UK

postcode then select search.

address’ and start again.

First you will need to select the location of your billing address:

Search for a credit card billing address in the UK
Please enter your full postcode and house number/name
* indicstes required eld

Busding mumber of
name:

Mock Marking & Moderation Service | Entry Guidance | October 2022

@ Pearson | Edexcel

Search for your delivery address by inputting the building number or name and

The system will search for and display the address. If it is correct click ‘Yes’ to
confirm, but if you would like to use a different address select ‘No, use a different



@ Pearson | Edexcel

You will then be taken to your order summary. Please check that you are happy and
click on ‘Buy now'’ and enter your payment card details.

Submit your order

cmants, muake them now. Once you're Mappy that all the desails ane correct, plaase dick By now

r rder. You will o be taken info our secure credit cand payment system.

Figate check yrur order balow, If you have any

Please note that this i the last time you €20 am

< Back BUY NOW

Your order reference

* incicates reguired field

Delivery to [or account hoidery®

M5 Test Testing

Payment details Delivery details
Credit or deb cand (nat yet processed) Dispatehing ee:
Eilling address: PeIrzon Shargd Serices Lid, Shell Mex House, 30 Strand, London,

Shiell Mex Heuse, 80 Strang, Londan,

arsen Thared Services Ld
Unifed Kingaarn, WIZA ORL United Kingdam

Card Details

Payment Details

* Required fiekl

Card Type "

VISA Via [ I aed
ﬂ;..:... @ o i
Card Humber *
Expiry Month * Month v Expiry Year Year w
Thes coow & @ Tee of 1our SGE NUMZS! prrted on the Dack of Bl of Ces cant
Security Code * —_—
123,

Once your payment details have been authorised the order will be submitted, a
confirmation message will be displayed on the screen providing information on

next steps.

Order Submitted

Thank you for your order

A copy of this orger Confirmatian as baen Sent 13 tERDTEIt12.00m.
New custormer registration
Tharik you for registering with the Pearson Schools and Colieges website,

¥our registered email Is Cest@est12.com. On your next visk You can order on the site a5 a "Retming custamer” using this email address
and the pasFward you regiztered with|
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Log in - Returning Customer

If you have previously purchased via the Pearson Schools UK shop, you will already
have an account created from your previous purchase, therefore you can log in
with the same credentials.

Once you are logged in you will be prompted to go through the ‘'How would you
like to pay? page.

How would you like to pay ?

Establishment Details Credit Card Details

I'm an employee of an educational establishment I'd like to pay by debit/credit card.

actount,
I'd like to order on account and pay by involce.

Pay by Card

Pay on Account

How to upload candidate details?

These steps must be completed before papers are dispatched or onscreen assessments
set-up.

Step 1: Loginto the Booking App.

Sign in to your account

Email
Password

rorgotten you password?

Mock Marking & Moderation Service | Entry Guidance | October 2022 9
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Once logged in, you are presented with the ‘Dashboard’ where you can carry out
any candidate related activity.

On the dashboard, you first select the ‘Series’. Please refer to the ‘Mock paper
availability cycle’ to identify which series the paper you have purchased is located.

Step 2: Then select the relevant ‘Series’ you are booking from the drop-down list.

Dashboard Bookings Invigilators Access to Mark

P Pearson

Scripts Submission

€ Please select a senies and booking option from the dropdowns belo
mport* button. You can then attach a .csv document to upload. Ple:

you have found the assessment
the template provided if this is yo

Series

Pleane sele 3 nerips

Please select a series
Spring 2023

Step 3: Once a series is selected, the ‘Booking Option’ field will appear.

Here you will see a list of all the available options for candidate upload. These
options are broken down into GCSE and A Level and paper-based, onscreen or
moderation service. Please select the booking option that is applicable to you based
on the mock product you have purchased via Pearson UK Schools shop.

P Pearson Dashboard Bookings Invigilators Access o Mark
alau

Scripts Submission

© Please select a series and hooking option fro
import’ button. You can then

Series

Autumn 2022

Dooking Options

Please select a booking option

| Pleasa salect a haoking option
| Paper-Based Pearson-Marked - A Level Paper-Based Pearson-Marked (AUT_2022)
Onscreen Pearson Marked - GCSL Onscreen Pearson Marked (AUT_2022)
Intl Onscreen Pearson-Marked - Intl. GCSE Onscreen Pearson-Marked (AUT_2022)
| Moderation - GCSE Paper-Based Moderation

After selecting the booking option, the available assessments will be listed. There
is a button on the right-hand side that allows you to ‘Download a template’. This
template is needed to import your candidate data.
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Step 4: Click the ‘Download Template' button.

You can locate this template from your download location which can be located in
the banner at the bottom of your browser.

Booking Options

Paper-Based Pearson-Marked - GCSE Paper-Based Pearson-Marked [AUT_2022) 4

All series W Search assessments Sort v & Download Template

The template contains the following fields:

A B 5 D E F

1 |forename(mandatory) surname(mandatory) dob(mandatory) gender(mandatory) candidate_id(mandatory) purchase_order_number(optional)
2

Step 5: Complete the template with your ‘candidate’ details.

The forename and surname must be entered as a candidate would write them
on an exam paper and as their name would be entered for their high stakes
exam. They should not have any special characters.

DOB should be in format: dd/mm/yyyy

Candidate_id - is the candidate number.

This must be a 4-digit number. Please avoid using a ‘0" at the beginning of
your candidate ID’s, for example do not use, 0041.

Each candidate entered for the Mocks Service must be given a unique
candidate number which we recommend is kept the same for entries
in different subjects or if entering a candidate for both the mocks and
moderation service within the academic year.

You can use a candidate number you intend to use for high stakes exams
or it can be a made-up number. Whichever you decide, please ensure that
candidates use their given mock candidate id on their mock papers.

The file must be saved as a .csv file.

When the template has been populated, it can be uploaded using the ‘Import’
button.

Step 6: Find the paper or product you have purchased and click ‘Import'.

You can search for a product by inputting a subject code or subject name into the
‘Search assessments' field.

Mock Marking & Moderation Service | Entry Guidance | October 2022 11



Series

Autumn 2022

Booking Options

Paper-Based Pearson-Marked - GCSE Paper-Based Pearson-Marked (AUT_2022)

All series v | @ 1sed sort

ASSESSMENT TITLE SERIES

GCSE Spanish: Writing Foundation Paper 4F (Summer 2022) May,/June 2022
ZCSE Spanish: Writing Higher Paper 4H (Sumimer 2022) May/June 2022

SUBJECT CODE

15P0

1SP0

Step 7: Attach the file and click on ‘Import candidates'.

@ Pearson | Edexcel

® Download Template

PAPER CODE

4F

4H

Schedule Information

Details of the schedule you're importing your candidates into.

0 Download Template 1 Import Candidates

Assessment Name GCSE Spanish: Writing Foundation Paper 4F (Summer 2022)
Booking Service Paper-Based Pearson-hMarked

Cost Per Candidate £9.00

Import File

[@) click to attach candidates import file...

right hand side:

‘Gj Success

Candidate file imported

Mock Marking & Moderation Service | Entry Guidance | October 2022
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If there are any errors with the file and the upload cannot be completed, an error
message will appear. Please revisit the candidate upload spreadsheet and try to
upload again once the issue has been addressed.
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@ Pearson | Edexcel

Viewing, Amending or Removing Candidate details

If you wish to view, amend, or remove any candidate details, you can access them
from the ‘Bookings’ option found at the top of the screen, where you will be
presented with a list of all the candidate import data you have uploaded:

’P Pearson Dashboard Bookings Invigilators Access to Scripts FE Maths Report

Amend candidate booking

To amend bookings for a candidate, select the box on the left-hand side of the
candidate entry (name) you wish to edit and select ‘Edit candidate’ from the menu
on the right-hand side (presented as three dots):

EXTRA

- STATUS
TIME

minutes active
Extra Time

Edit Candidate

Delete Here you can amend and add
‘Extra Time' or ‘Edit Candidate’

@

Edit Candidate

Candidate ID

Forename

Date OF Birth

o

Close Save Candidate

Mock Marking & Moderation Service | Entry Guidance | October 2022 13
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Remove the booking

To remove candidate details, select the box on the left-hand side of the candidate
entry (name) you wish to remove and select ‘Delete selected’ from the action
menu located at the top left of the candidate list. To confirm your action to remove
a candidate record, please select the blue ‘arrow’ button.

All series W All Subjects W ] h candidates Sort w

Flease select an action

Please select an action

Delete selected
SUBJECT PAPER STARTS/S

e e =l SUBJE EXTRA ol
CANDIDATE ASSESSMEN T ot T R STATUS

Extra time

From the booking screen, you also have the option to allocate extra time for a
candidate. This option can be accessed from the burger menu (the three vertical
dots) on the right-hand side of the candidate entries.

®

Extra Time Allocation

Percentage (80 mmutes:‘

Extra time in minutes

Extra time can only be set by percentages. When you enter a value in the
‘Percentage’ field, it will automatically calculate the number of minutes this equates
to based on the assessment duration. It will automatically populate the ‘Extra time
in minutes’ field with this value.

Mock Marking & Moderation Service | Entry Guidance | October 2022 14
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What to do if | don’t have a Booking App account?

Once an order is placed through Pearson UK Schools shop, an onscreen
confirmation message will be displayed:

Mocks Service Order Confirmation

Thank you for ordenng from the Pearson kdexcel Mocks service.

Your order number is 2006015 and your astomer reference is oyl

Newt ctape:

To encure that there is no dalay in receiving your papers, pleace login tothe Booking App to upload your candidate
information. This will ensure that once your students’ papers have been marked by our expert @xaminers, their
results can be matched up and upleaded to Results Plus.

I you are new to the Mocks Service:

If you have not used the service before youwil need to provide us with your details via this account creation form.
You will then receive your booking app login detais within 2 working days. Once you have this you will then needto
log onto the Booking App 1o upload your candidate information.

Should you have any QuUeres regarding uploading your candidate information, please 16t us know by contacting us
wia our Support Portal.

If you are a new customer who has not delivered mocks through Pearson before,
you will need to let the Mocks Service team know who you are by completing a
quick account creation form which is linked in the 'If you are new to the Mocks
Service' part of the confirmation message.

Create a new mocks account

Sign up for Mocks Service access

Mock Marking & Moderation Service | Entry Guidance | October 2022 15
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Once your request is received, an account will be created within 2 working days and
an email with instructions on how to set your password up will come through. In
the email a link will be included for you to confirm the email address that you will
be using for setting a password and uploading candidate details.

How to register

Please click the link below where you will be asked to register ane

At this point you will need to type in and confirm your password as well as accept
the terms and conditions of the service.

When all password fields are entered click on the ‘Complete’ button and you will be
redirected to the log in page.

Changing your email address during registration

If you'd like to change your email

address linked to the booking platform,

please select the ‘Email not correct?
option in the top right-hand corner

of the registration screen. Type and
confirm the email address you want

Complete your registration

to use and then Set your password Email address

H shehabh@hotmail.com
before accepting the T&Cs and select :
’complete’, Confirm email address

MNew Password
Confirm Password

confirm that | have read and understood the terms

and conditions putlined here.

Mock Marking & Moderation Service | Entry Guidance | October 2022 16
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Once your password has been set, go back to the log in page and enter the email
address and password you selected at the registration stage, to sign in.

Sign in to your account

Email address

example.email@pearson.ccm

Password

...............

Remember me Forgot your pasaword?

Now you can import your candidate details. For further guidance on how to do this,

please refer to 'How to upload candidate details?

Once candidate details are uploaded, paper based mock exams will be delivered to
you within 3 weeks, and onscreen assessments set-up within 2 weeks. Therefore
please keep these timelines in mind when planning your mocks timetable.

Further support

If you require any further assistance with using the Booking App, please refer to the
guidance in our FAQs on the website. If you're unable to find the support you need,
please contact our Qualifications Customer Services team

and refer to the Mock Service booking system in your communication.

_

<
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