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Step 1:
Are you a Pearson centre?




Step 1:
Are you a Pearson centre?

No -

Please complete our Expression of Interest Form
(quals.pearson.com/wbleoi) to let us know you would like to
offer Skilled for Life.

A member of our team will contact you to discuss becoming an
approved centre.



quals.pearson.com/wbleoi

Step 1:
Are you a Pearson centre?

Yes -
You can gain approval to deliver Skilled for Life through Edexcel
Online — http://www.edexcelonline.com/Account/Login.aspx

Level 1 is automatic If you meet rules such as no quality blocks, no
financial sanctions and been active within the last 2 years

Level 2 - you will need to complete an application and pass to your
regional account manager/support team or call 0844 576 0045 or

0845373 0114.

Once you have gained approval, you should see Skilled for Life listed
in the drop down box in your qualification filter on Edexcel Online.
Learners are registered onto Credit Packages through this tab.

Skilled for Life is a credit-based offer, which means instead of
registering learners on to qualifications, you must purchase packages
of credit. This allows you to deliver programmes as small or as large

as required to meet the needs of your learners.

[select Qualification

Centre Accounts »
ALWAYS LEARNING

Training Event 3
Bookings

Home Mailbox

My Account Log-out

Tracking

ResultsPlus

WELCOME TO EDEXCEL ONLINE!

- drop-down menu on the left to access the different qualification areas.

Centre Induction

'Academic results: For users with access to academic results we will be pre
populating your Edexcel Online mailbox with Broadsheets and Statements
of Results for your GCSE/GCE leamners on results day to save you time
running these reports. If you lock inte your mailbox on results day you will
find the reports. Please note that these results are strictly embargoed from
students until the Thursday of results week.

0OSsCA

« Approvals Screens: In order for users to make Online Approval requests for
both BTEC and NVQ qualifications, you will need the Online Approvals profile
ticking on your account. Please see your Edexcel Online admnistrator if you
need the Approvals profile

+ View Invoices: You can view invoices online by selecting the 'View Invoices’
option from the left hand menu. You can also drill down to view exactly which
candidates the invoice covers.

+ BTEC/NVQ Basedata: Authorised users can request basedata for approved
BTEC and NVQ programmes via Edexcel Orline by selecting the EDI Basedata
option from the BTEC and NVQ menus. Instructions on how to do so can be
viewed by clicking the help link at the top right of the basedata page

If you experience any difficulty using Edexcel Online ..
Try using the online help by clicking on the ) symbol where it appears on the menu
bar.

€ Thisis the Qualification filter drop down box



http://www.edexcelonline.com/Account/Login.aspx

Step 2:
How do | access the Skilled
for Life Programme Builder?

Once you have approval and registered learners on Edexcel online
you can start to ‘create your programme’ on Edexcel online.

Once Skilled for Life has been selected from the Qualification
filter drop down box you will need to select Units Available
for Delivery.

If the ‘Create New Skilled for Life Programme’ button does not
show on screen (as seen in the screen shot opposite) you will need
to contact your Account Specialist and ask for the button to be
added to your individual User Account Profile.

Alternatively please visit www.pearsonwbl.com/contactus.

Next 0

PEARSON ALWAYS LEARNING

Tuesday 12 Aug 2014 Home Mailbox My Account Log-out

Centre number: |

Skilled for Life & Tra ¥ Select site:
Candidates Units available for defivery
Approvals Before you are able to claim certificates you need to indicate which units you will be

delivering.

Units Available For If you click "Show Units" 2 list of all of the available units will be displayed in the table
Delivery. below

- You can sort the list using any of the column headings. You can also view the list of
units for a specific Skilled for Life programme created by your centre/site by choosing

a programme from the listbox and clicking "Show Units".

The "Centre Favourites” button will open a window showing you all of the units which
your centre/site currently has selected as being delivered as part of Skilled for Life

You can use the "Create New Skilled for Life Programme" button to take you to the
skilled for Life web application.

o | Create New Skilled for Life Programme |

Select units group

Centre Favourites | Show Units

Home Mailbox My Account

@ Create New Skilled for Life Programme’ button



Step 3:
Claiming roles

Before you can start to build your programme you will need to claim a role.

The Quality Nominee (QN) in your centre will get automatic approval once Skilled for Life
is added to your profile. For all other staff within the centre, the QN will receive an email to
authorise them as a user.

Next @




Step 3:
Create a new programme

Create a
programme

Click on the ‘Create a programme’ button.

Next °

V57 sidled for Life

Programmes  Link:

Welcome to the Skilled for Life Online Service
(Programme Builder)

o ‘Create a programme’ button




Step 4:
Start to build your
programme

Enter a name for your programme.

NB It is important that your naming convention is remembered as
you will need this when you claim certificates at the end of your
programme.

Then select the size of your programme from the drop
down menu. Select save and continue.

Next °

Programme description

Programme name™:

Programme size:

@ cEnteraname for your programme

@ Select the size of your programme from the drop down menu



Step 4:
Start to build your
programme

On the next screen you need select a learning area from English
and Maths, Industry Knowledge, Skills for Work, Social & Personal
Skills and Work Experience and then you need to select either
Individual units or Qualifications.

Next @

Claim roles  User role approval Help Feedback  Log out

V57 Skilled for Life

Home  Programmes  Links v
q st Step 2
Name your programme Select programme units

Programme: clalre 2 (4-6 Credits)

Programme units selected

All units selected:

Programme total

Units available
PRI | industry knowledge || skils for Work || Social & parsonal skills || ork Experienca

Hello, Demo QN

( site 99000 )

Select Individual units and/or quallfications from the Learning areas
® Individual units Qualifcations

SUblect/Sector: ' ghou gl

tevel: [show all..

o Select alearning area

@ Select either Individual units or Qualifications




Step 4:
Start to build your
programme

You can filter by subject, level or size and add individual or multiple
units to your programme. Select units and press add.

PEARSON BTEC ENTRY LEVEL AWARD (FOUNDATION LEARNING 4-7) in BUSINESS ADMINISTRATION (ENTRY 3) (QCF)

Qualification start date:
Qualification end date:
Certification end date:

Qualification units selected @

Unit Title

Check rules of combination

Optional units available
Unit Title

@ B CARRYING OUT AN INDIVIDUAL PROJECT
@ B COMMUNICATING ELECTRONICALLY

B CREATING BUSINESS DOCUMENTS

o Select units and press add

B General specification information

Ref. number *

= 0

Ref. number *

K_504_9146
A_501_7236

K_502_4005




Step 4:
Start to build your
programme

Once you have selected and added the units will move
to the top of your screen.

Next @

Previous,

Programme: claire 2 (4-6 Credits)
Programme units selected
Al units selected:
Unit Title + Credits ©
B READING AND OBTAINING INFORMATION 2
B READING AND UNDERSTANDING

Programme total

0]

Units available

Save and Continue  Save and Exit

Programme status: Draft

Ref. number ©

F_505_7754

R_505_7757

e | industry knowledge || skills for work || Sodial & Personal skills || work Experience

Select individual units and/or qualifications from the | earning areas

® Individual units Qualfications

Subject/Sector: gngich
Level: |

Size: |3 credits

Unit Title Credits

No results for Uhis seledtion

Ref. number




Step 4:
Start to build your
programme

A summary of all the added units /qualifications will appear.

Once you have finished you can either save a draft version if you
think you might need to amend before you finalise it or you can
save a final version.

Please be aware that once you press final the programme wiill

be uploaded to Edexcel online and amends will not be possible.

Next °

V57 skilled for Life

Home  Programmes  Links v

s I

Programme: Edit
Programme qualification(s) and unit(s)
All units:
Unit Title ©
) CUSTOMER SERVICE IN THE HOSPITALITY INDUSTRY
B INTRODUCTION TO THE HOSPITALITY INDUSTRY
B READING AND OBTAINING INFORMATION

B READING AND UNDERSTANDING

Programme total

€ Save adraft version or save afinal version

Hello, Demo QN ( Site 99000 )

Ref. number

D_502_4874

A_502_4834

R_505_7757




Step 4:
Start to build your
programme

You will be prompted to check if all is correct before you finally
submit the programme.

Next °




Step 4:
Start to build your
programme

PEARSON ALWAYS LEARNING

Thursday 2 Oct 2014 Home Mailbox My Account Log-out
Centre number: |99000 EDEXCEL TEST CENTRE (DO NOT DELETE)
o Skilled for Life & Train ¥ Select site: JONATHAN SOANES (99000 - Edexcel)
N Candidates r Units available for delives
Now you are ready to return to Edexcel online and select . : : :
Approvals » Before you are able to claim certificates you need to indicate which units you will be

delivering.
External Verification 9

Skilled for Life/Traineeships from the left hand menu and your

Units Available For ‘ ) g : 0t ) g
Delivery If you click "Show Units" a list of all of the available units will be displayed in the

programme will appear in the drop down menu. e

You can sort the list using any of the column headings. You can also view the list of
units for a specific Skilled for Life programme created by your centresite by choosing
a programme from the listbox and clicking "Show Units".

The "Centre Favourites" button will open a window showing you all of the units which
Next your centre/site currently has selected as being delivered as part of Skilled for Life.

You can use the "Create New Skilled for Life Programme"” button to take you to the
skilled for Life web application.

| create New skilled for Life Programme |

Selact units group

AAA 02/09/2014

o AAA 02/09/2014

AAA 26/08/2014 final after myBTEC deploy
AAA 28/08/2014 test

AAA 30 05 final

AAA 30.05 non ON test

AAA DEMO Programme

ALA dfsgdf

€ Select Skilled for Life/Traineeships

e Your programme will appear in the drop down menu




Step 5:
Claiming Qualifications and Certifications

Once the required quality assurance checks have been completed unit certificates will be issued for
those units completed for both claims types.

If claiming final certificates we will also check whether those units make up an accredited qualification
if they do we will also issue automatically the appropriate qualification certificate without any further
charge or notification.

There are two different claims:
Interim — a learner has completed some units but may wish to complete more in the future.

Final Certificate —a learner has completed all the units they intend to.

Questions @




Questions

If | want to repeat a programme to a new cohort of learners?

You need to purchase the credit package for each learner on Edexcel Online as your programme
already exists and then you can select the programme from the drop down list.

If | want to add more units to an existing programme?

Unfortunately your original course has now been saved as final and you will need to build a new
programme and then select that programme from the drop down list.
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