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2. How to claim and approve roles in myBTEC
Step-by-step process

Step 1- Select ‘Roles’ then click on the ‘Claim a role’ button.
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Role claims

myBTEC users have roles in each subject that determine what they are able
to do within the platform. You should claim the highest role that you fulfill in
each of your subjects.

All role claims must be approved by the centre's BTEC Quality Nominee or
the Lead Internal Verifier for the subject. In this way you and your team can
accurately control access to your learners' assessment data.

M TS
Internal Course Lead Internal

Role status Read only ASSessor Verifier Leader Verifier
These role claims have been sent to your centre's BTEC Quality Nominee
o ject, where applicable.
] PP View and  Create and mark Verify Create new  Have complets
monitor learner assignments  assignments courses control over

+ Claim a role progress and assessment your subject
decisions

Subject Y Status$ Submitted

Lead
Sport C 02/07/2019

Information Technology and Computing % Approve 02/07/2019

PEUK A0755 ’D Pearson | BTEC




Step 2- On the ‘Roles’ screen select the subject, and click ‘See roles’,

Step 1. My subjects Step 2. My role

Start your role claim by choosing a subject that you teach or assess. By selecting your highest role you only need to claim once for each subject
even if you hold multiple roles. Once approved, you'll have permission for
that role and all roles under it.

Which subject are you claiming a role for? What's your highest role for this subject?
Internal
Read only Assessor Verifier

—————————
e . . . -

view and  Create and mark Verify Create new
monitor learner  assignments assignments courses
progress and assessment
decisions

+ Add another subject Submit for approval

Retail v

Step 3- Slide the selector up to the most senior role you perform in that subject.
For example, if you are an Assessor in Business but occasionally Internally Verify
colleagues’ assignments then you will need the IV role in Business. To create courses
in Retail you must have the Course Leader role in Retail.

Step 4- If you need access to more than one subject then
click ‘Add another subject’ now.

Step 5- Click ‘Submit for approval’.

myBTEC will now ask your BTEC Quality Nominee (QN) and, if applicable, the Lead
Internal Verifier (IV) in the subject to approve your role. After your QN or Lead IV has
agreed your access you must log in again and you will have your permissions in myBTEC.
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Step 1- If you need to increase your permissions in any subject select ‘Roles’ and select
the role you would like to upgrade.

Step 2- Click ‘edit’ at the top of the table.

Mol

Internal Course Lead Internal
Role status

Read only Assessor Verifier Leader Verifier
These role claims have been sent to your centre's BTEC Quality Nominee

and the Lead IV for the subject, where applicable.
! PP View and  Create and mark Verify Create new  Have complete

monitor learner assignments  assignments courses control over
<+ Claim a role progress and assessment your subject
dedisions

Submitted *

Course
Leader & Approw 06/03/2018

Construction and the Built Environment 21/09/2017

Lead
v

| o urd—Eased ASCSSOE ¢ Approvad 26/10/2016

Internal

Verifier

BTEC Level 1 Qualifications 13/10/2016

Step 3- Edit the role by sliding the selector to a higher position
Step 4- Click ‘Save’ at the bottom of the screen.

myBTEC will now ask your BTEC Quality Nominee (QN) and, if applicable, the Lead
Internal Verifier (1V) in the subject to approve your role. After your QN or Lead IV has
agreed your access you must log in again and you will have your permissions in myBTEC.

PEUK A0755 ’D Pearson | BTEC




We realise that control of access to assessment functions and learner data is important
to you. So if you are a BTEC Quality Nominee or Lead IV, you play an important role
in myBTEC.

When someone in your centre claims a role, myBTEC will send you an email prompt and
a task in your task list asking you to approve the role. They will not have full access to the
role until you approve it.

Step 1- Select ‘Roles’. Then, on the ‘Manage Roles’ tab, you will see the pending role
claim(s) in a table.

Step 2- Click the switch to ‘Approve/Decline’

F Manage roles I ixed roles

= ! Internal Course Lead Internal
Approve/Decline role claims

Read only Assessor Verifier Leader Verifier
Users at your centre are claiming these roles. As the centre's BTEC Quality

Nominee/the Lead IV for the subject, you can approve or decline each role : ;
View and  Create and mark Verify Create new Have complete
monitor learner assignments  assignments courses control over
progress and assessment wour subject
decisions

claim or you can choose to auto-approve all daims that come to you.

Auto-approve all role claims that come to me.

Name & Subject &
Assessor_Pure Assessor Travel and Tourism Internal C) pending

Verifier

Assessor_Pure Assessor Workskills Internal ) Approved 0ij07/2019
Verifier

QualityNominee _YahooQN < Approved 02/07/2019

Step 3- Click ‘Confirm roles’ at the bottom.

Step 4- Your colleague will then be notified that they have / don't have the access they
have requested.
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Remember, in order to access myBTEC you need to have first been given an Edexcel
Online (EOL) login. So if you do not want to approve each role as it is claimed then you
do not have to. myBTEC has a facility to auto-approve all role claims and to edit at any
time.

Step 1- Select ‘Roles’. Then, on the ‘Manage Roles’ tab, you will see a switch
‘Auto-approve all role claims that come to me”.

ok

. o Internal Course Lead Internal
Approve/Decline role claims

Read only Assessor Verifier Leader Verifier
Users at your centre are claiming these roles. As the centre's BTEC Quality
Nominee/the Lead IV for the subject, you can approve or decline each role

: ‘ Wiew and  Create and mark Verify Create new  Have complets
claim or you can choose to auto-approve all claims that come to you.

monitor learner assignments  assignments courses control over
progress and assessment your subject
decisions

Auto-approve all role claims that come to me. u)

# Edit roles ) Approve L} Decline Search...
Subject $ Y Status s Submitted »

QualityNominee _YahooQM Lead ¢ approved 02/07/2019
v

QualityNominee _YahooQM Information Technology and Lead v approved 02/07/2019
Computing Iv

LIV _LIvyahoo WorlksSkills Lead ¢ approved 29/06/2019
v

Step 2- Slide the switch to ‘ON’". You are choosing to pre-approve all role claims. You will
still receive an email notification when anyone claims a role but you will not need to take
any action. You can edit or decline any role in your Manage roles screen.

. How to find your way around

. How to create a course

. How to create an assignment

. How to create assessment plans

. How to go about internal verification
. How to use the tracking grid

. How to mark

. How to find out what qualifications are available
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https://qualifications.pearson.com/content/dam/pdf/services/myBTECguides/1_myBTEC_Orientation_Step_by_step.pdf
https://qualifications.pearson.com/content/dam/pdf/services/myBTECguides/3_myBTEC_Create_Courses_Step_by_step.pdf
https://qualifications.pearson.com/content/dam/pdf/services/myBTECguides/4_myBTEC_Create_Assignment_Step_by_step.pdf
https://qualifications.pearson.com/content/dam/pdf/services/myBTECguides/5_myBTEC_Assessment_Plans_Step_by_step.pdf
https://qualifications.pearson.com/content/dam/pdf/services/myBTECguides/6_myBTEC_Internal_Verification_Step_by_step.pdf
https://qualifications.pearson.com/content/dam/pdf/services/myBTECguides/7_myBTEC_Tracking_Grid_Step_by_step.pdf
https://qualifications.pearson.com/content/dam/pdf/services/myBTECguides/8_myBTEC_Marking_Step_by_step.pdf
https://qualifications.pearson.com/content/dam/pdf/services/myBTECguides/9_myBTEC_Qualifications_Step_by_step.pdf
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