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Introduction

This guide is for centre staff who will be using Pearson’s Teacher Assessed Grades
(TAG) submission portal in 2021. The portal is referred to as the TAG Portal’
throughout this guide and will be used for relevant GCSE, AS, A-Level and BTEC
qualifications.

For further information and support in relation to the alternative arrangements in
place this year, please visit the following webpages:

e General Qualifications (GQ) Summer support page here
e Vocational Qualifications (VQ) Summer support page here

Please note: the images shown within this guidance are examples from both
GQ and VQ scenarios, this is to give as many qualification examples as we can
of how the functionality will work. The list of qualifications, learners and

grades that appear for your centre will reflect your learners’ qualification and
centre-specific details.

Accessing the Portal

Login to Edexcel Online (EOL) using your normal login details.
Only users with 'access to Capture’ access in EOL will be able to access the TAG Portal

@ Pearson

Login

[J I accept the Terms & Conditions

will it work on my computer 7

Service status Need help logging in, or

X i ils?

Available 0 don't have log in details:
If you have any issues then please getin

touch
Contact us

System availability is 24/7
There is limited access to Edexcel Online
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This message will be display on the main page once you have logged in.
Home Page

WELCOME TO EDEXCEL ONLIME!

Teacher Assessed Grades

The Teacher Assessed Grade portal is now live and can be accessed by selecting a qualification from the drop down on the left
and then clicking on the TAG portal” menu item. Only users with ‘Capture’ profile access will see this menu. Authorised users
can access the portal to upload vocational and general qualification grades manually or via spreadsheet and to submit the
Head of Centre Declaration. Please note, the site is read only until the go live date of 26th May.

Select a qualification from the left-hand side menu, Then the TAG Portal option will appear.

bec v Select siter
e — BTEC @
Candidates »
Access Arrangements Welcome to the BTEC section of Edexcel Online.
0sCA 3
: — Please see the latest edition of our
i
VQ Bulletin
Bookings

Please also see our VQ Bulletin Archive
Post Results

Find out how you can carry out various tasks yourself by viewing the following short videos:

Request for 3
Qualification
roval
App! © -
Qualifications » 'Y 2 "'"I' Getting New Qualification Approvals
Approved ! et i
Tracking »
Form Queries 3

External Verification »

Quality Review &
Development

Bulk Registrations
@ Chat with an Expert

Click on the TAG Portal option and you will be taken to the TAG Portal home screen.

Your centre(s) should appear in the dropdown - if you have multiple sites, please ensure
you select the required site from the list.

@ I.](_"H I'sOn | Teacher Assessment Grades (TAG) Portal @ -
HIOME TAG INPU HOC DECLARATION APFLALS EGE ¥ .

Teacher Assessment Grades (TAG) Portal

Welcome to the Teacher Assessment Grades (TAG) Portal,

L4
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Select the Qualification you wish to submit grades for:

@ I.](_"ll['Hl, M | Teacher Assessment Grades (TAG) Portal -

FIHAL

ssment Grades (TAG) Portal

Come to the Teacher Assessment Grades (TAG) Portal,

A list of programmes where grades can be submitted will be displayed:

DOWNLOAD ALL TEMPLATES

Search: Sort by:

All s Q Name * 1

PEARSON BTEC LEVEL 1/LEVEL 2 FIRST EXT CERT (360 GLH) - NQF - HEALTH AND SOCIAL CARE

Code: EYR75 status:  No data received

PEARSON BTEC LEVEL 1/LEVEL 2 FIRST EXT CERT (360 GLH) - NQF - INFORMATION AND CREATIVE TECHNOLOGY

Code: EYR73 status:  No data received

PEARSON BTEC LEVEL 3 90-CREDIT DIPLOMA (=50% NATIONAL DIP.) - SPORT AND EXERCISE SCIENCES (QCF)

Code:  AHWO3 Sstatus:  No data received

PEARSON BTEC LEVEL 3 DIPLOMA (WAS NATIONAL CERTIFICATE 120+) - IT (QCF)

Code:  NY389 status:  No data received

You can search or filter to find the individual programme you need or scroll through
the list to select the relevant course.
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Entering Grades for individual learners

To grade learners individually, click on the ‘three dots’ L) next to the programme
name and click on ‘edit grades'.

Teacher Assessment Grades Input

GCE

Select a subject to view learners, download templates and provide assessment grades.

You can submit your grades by spreadsheet by downloading the template and completing offline before uploading, or you can manually

key your grades directly against your students in this application.

Please note: this service is for updating grades only. Changes to learner order data cannot be made here. Please follow standard order

amendment procedures if order changes are needed.

DOWNLOAD ALL TEMPLATES

Search: Sort by:
All s Q Name * N
ARABIC A LEVEL [B
Code:  9AAD status:  No data received view learners and upload grades
Edit grades |
CHEMISTRY A LEVEL Download template
Code:  9CHO status:  No data received Learner grade history

A list of learners will be displayed with a dropdown on the right for the grade to be
entered.

Edit Grades

“ nEsE

Q +
Learners not processed
;j.u o
3901500
] 3390150
] 33 390150
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Click and select the grade. The range of grades that appear (gradeset) will reflect
the grades available for the programme you select, as per the qualification
specification.

Test-firstname-7 Test-lastname-7
poB: 10/11/2000 Candidate Number: 0007 uci:  163390100007A Grade s
U
i E
Test-firstname-10 Test-lastname-10 D
C
poB: 10/11/2000 Candidate Number: 0010 uci: 1633901900108 Grade B
A
X
Test-firstname-222 Test-lastname-222
: 1 ’
Once completed click the ‘save’ button.
— | Edit Grades
— No d d
h g lat h
uida mi
Q m 4
Learners not processed
Test-fi -7 Tes tname-7
0B:  10/11/2000 Candidate Number: 0007 uc: 163390100007A
Test-firstname-10 Test-lastname-10
DOB:  10/11/2000 Candidate Number: 0010 uci: 1633301900108
Test-fi 222 me-22,
DOB:  10/11/2000 Candidate Number 0222 ua 1633901502227
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The message below will be displayed, click ‘confirm’ when you are sure that the
grades added are correct.

Sign off

Please confirm that a teacher and head of department have
reviewed and quality checked the grades you are about to

upload to ensure their accuracy.

CANCEL CONFIRM

You will be shown a summary status of the information entered. If there are any
errors with the submissions, a message will be displayed at the top of the screen.
Scroll down and check the error message against each learner.

NB: There may be several sections with messages as you scroll down: Learners with Errors - each
has a warning symbol and error message; or Learners with Errors, Grade field not populated - for
learners with no grades entered; or Learners processed - where the grades have been
successfully saved.
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Edit Grades

S Frocrssed with erro L danad 2y Ifat Burton
Liiries Wi wl e 1 Lit? sdanad on: 11057202 13:08
LEamars orotessed ¥ Lt L ane Typic Edit gradas

Calect & valid gracs for skch learnars from the drep dewn.

H yau are unaSle o Erade the eemer selecs 0. Hyou canngs prace DecauTe the lsarner has withdreem or 5 finighing lever chan 2017, please correcs
sntrylrepTirason uring standard proceiTes

For information on vadid reasons Tor no grading check the Eusdance informaion.

SANE RESET

Searce Sors oy

&l & | 0. Canaisats Humber LIS

Errors in file

ey
lRow X “1AAD| | Teat dantharme SO09 | 000 1-01 01 Te:00:00 | 8009 1|
COE: 1071172000 Cardicace Mumiar: 2082 UEE 1013001640847 Grade :
Learners with errors
Fiy

Testfestname 4084 Teastlasimame- 4004

Dol 10r92000 Comdigars Mu=zar  S084 SCE 10 IS EORT Grade ]

Learners processed

'\( Tent-firuvnarme 1118 Teat-lantname-11 28

COl: 10002000 Camdigate Hu=zas 3120 MCE Ve IRSA TN Grads Ew

Once all grades and relevant data have been successfully entered, you will see a
tick' » by learner names. In the programme screen, once all learners are
submitted, you will see a ‘'tick’ » next to each completed programme.
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Enter learners' grades via bulk upload

Always use the downloaded version of the template from the system, this will
ensure the file can be uploaded without errors. You can download them
individually by programme or you can download all the templates in a .zip folder for
all programmes where the TAG process is applicable (see section 2 below).

1. Enter learners’ grades for a single programme.

On the programme list screen, find the programme you wish to enter grades for

and click on the ‘three dots’ L), then click ‘download template’.

PEARSON BTEC LEVEL 1/LEVEL 2 FIRST EXT CERT (360 GLH) - NQF - INFORMATION AND CREATIVE TECHNOLOEY

Code:  EYR73 Status:  No data received View learners and upload grades

Edit grades

PEARSON BTEC LEVEL 3 90-CREDIT DIPLOMA (=50% NATIONAL DIP.) - SPORT AND EXERCISE SCIENCES (QCF) | Download template

Code:  AHWO3 Status:  No data received Learner grade history

PEARSON BTEC LEVEL 3 DIPLOMA (WAS NATIONAL CERTIFICATE 120+) - IT (QCF)

Code: NY389 Status:  No data received

PEARSON BTEC LEVEL 3 DIPLOMA (WAS NATIONAL CERTIFICATE 120+) - SPORT (DEVELOPMENT, COACHING AND FITN

Code:  LY091 status:  No data received

PEARSON BTEC LEVEL 3 EXTENDED DIP. (WAS NATIONAL DIP. 180+) - BUSINESS (QCF)

Code:  |NO26 status:  No data received

The template(s) will be in your ‘download’ folder of your device (or in your specified
download folder/location).

X
e
Dreety "
i
# A 5 T B [
D s om
. s - EYRT]_PLARSON ITEC LEVEL 1 _LEVEL J PRST EXTT CERT (0 G HG - NOF - REFOILL
Cwuddcp
A Clowmicush
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Open the file, resize the columns so you can see all columns clearly, add your
grades into the correct column and save the file.

fi | Subjectcace Please note: Do not
T R 7 change the file type
= Eamate and do ot move the
g R S order of the columns
b as this il prevent
b e uch pmatie your file from
uploading.

To upload the file, go back to the programme list screen, find the programme you
wish to upload the completed template for and click on the ‘three dots’ EJ, then
click on ‘view learners’ and upload grades to change screens.

DOWNLOAD ALL TEMPLATES

Search: Sort by:
All s Q Name s 4
A PEARSON BTEC LEVEL 1/LEVEL 2 FIRST EXT CERT (360 GLH) - NQF - HEALTH AND SOCIAL CARE E
Code: EYR75 Status: Processed with errors Number of 33 Learners 2 st updated: 10/05/2021 10:17 I
learners processed:
PEARSON BTEC LEVEL 1/LEVEL 2 FIRST EXT CERT (360 GLH) - NQF - INFORMATION AND CREATIVE TECHNOLOGY E]
Code: EYR73 Status:  No data received View learners and upload grades

Edit grades
PEARSON BTEC LEVEL 3 90-CREDIT DIPLOMA (=50% NATIONAL DIP.) - SPORT AND EXERCISE SCIENCES (QCF) Download template

Code: AHWO3 Status:  No data received Learner grade history

PEARSON BTEC LEVEL 3 DIPLOMA (WAS NATIONAL CERTIFICATE 120+) - IT (QCF)

Code: NY389 status:  No data received
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You will then see this screen. Click the "Actions’ button then select ‘upload
template’.

Status: No data received

d M Learners not processed 17

‘ ACTIONS ~

Edit grades

Sort by:

Download template Q Reg No s +

Upload template I

rocessed

Learner grade history

LAURA LAW

DoB:  28/02/2004 Reg No: NA47812 ULN:  UAT7654321 Grade:

FAYE HOAR

DOB: 01/10/2003 Reg No: NA47813 ULN:  UAT7654321 Grade:

Click to confirm that the grades you are about to upload are correct.

Sign off .

Please confirm that a teacher and head of department have
reviewed and quality checked the grades you are about to
upload to ensure their accuracy.

CANCEL | CONFIRM
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Select the relevant location and file via the browser window, click on the file and
then click ‘open’ to upload it to the system.

0 Opn W § * @ « | & = | @
& ¢ bt 1 Downlo F1 .2} *
- Hen Toide - | n
e I T .
F 10 e
' Iu EWET]_PLARSOM BTIC LEVEL 1 LIVIL 2 ST 0T CRFT (8L I
[
D wrraniy
& Dowricady
M=
= P
B e Q - *
ik
- L ]
Fia rame FPRTH FEARRON FTRC LEWER ! LEVED ol A
Dpen Careied
L&
r u
F
u

You should see a bar at the top of the screen this will display ‘upload in progress'.
To confirm it has uploaded you will then see this message The template has been
uploaded and will be processed shortly'.

L3C MATHEMATICS IN CONTEXT 7MCO

Learner Grades

' Q . Ve . B

Learners with errors

O

o

Once the data has been processed you may see different sections as you scroll
down, showing errors, grades not processed and finally the grades that have been
processed. You will need to review any grades not processed and any errors.
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You will see a summary status against each entry. If there are any with errors, it will

tell you at the top. Scroll down and check the error message against each learner
to correct.

NB: There may be several sections with messages as you scroll down: Learners with Errors - each
has a warning symbol and error message; or Learners with Errors, Grade field not populated - for

learners with no grades entered; or Learners processed - where the grades have been successfully
saved.

(see ‘common error messages' here)

BlEL FEARDWUN BIEL LEVEL I/LEVEL £ FIR21 EAL LERIT (30U QLA) - NUE -

INFORMATION AND CREATIVE TECHNOLOGY EYR73

Learner Grades

; Processed with errors

£

IOOS2021 11:25

15 Upload template

ACTIONS =

Learners with errors

Once all grades have been successfully entered you will see a ‘tick’ » by learner
names, and in the programme screen a ‘'tick’ » next to each completed set.

14 Last updated 11 May 2021



TAG / Q-TAG User Guide 2021

2. Download all spreadsheets for a Centre

You can also download all the spreadsheets for all centre programmes in one go by
clicking the download all templates options in the programmes screen.

| S g - -

Select a subject to view learners, download templates and provide assessment grades

You can submit your grades by spreadsheet by downloading the template and completing offline before uploading, or you can manually
key your grades directly against your students in this application.

Please note: this service is for updating grades only. Changes to learner order data cannot be made here. Please follow standard order

amendment procedures if order changes are needed.

l DOWNLOAD ALL TEMPLATES ‘

Search: Sort by:

All s Q Name s 4

A PEARSON BTEC LEVEL 1/LEVEL 2 FIRST EXT CERT (360 GLH) - NQF - HEALTH AND SOCIAL CARE

Code: EYR75 Status:  Processed with errors Number of 33 Learners 2 Last updated: 10/05/2021 10:17
learners: processed:

These will be automatically downloaded as a .zip folder into your designated
download folder.

¥ ¥ o
- o
AT
$ Covnices
Docurmert e 4
K
= o s
o
8«
QC
¢
<
o Ovw [
3 T b b
" e
3 X ait
e
L e b ot
B Oeiregp <
D uvarts e
& Cowmican @
D Mk e
b P
. Pcrew v
B v ot
B [ BLT
- e

‘ Please note: You will need to extract them to be able to use them. ‘

Work through each spreadsheet as per steps above, and then upload them one by
one against the correct programme. Once all grades have been successfully
entered you will see a tick » by learner names and in the programme screen a tick
next to each completed set.

15 Last updated 11 May 2021



TAG / Q-TAG User Guide 2021

Amending grades

1. Individual learners

Within the portal you can also amend individual grades before the deadline (or
Head of Centre Declaration) by selecting the programme, clicking on the ‘three dots’

E :, then click on ‘edit grades’ in the programme screen.

earch: Sort by: N

All + Q Name + 3

A PEARSON BTEC LEVEL 1/LEVEL 2 FIRST EXT CERT (360 GLH) - NQF - HEALTH AND SOCIAL CARE

Code: EYR75 Status:  Processed with errors Number of 33 Learners 2 Last updated: 10/05/2021 10:17
learners: processed:
A PEARSON BTEC LEVEL 1/LEVEL 2 FIRST EXT CERT (360 GLH) - NQF - INFORMATION AND CREATIVE TECHNOL@GY B
Code: EYR73 Status:  Processed with errors Number of 17 Learners 15 View learners and upload grades
learners: processed:
Edit grades I

Download template

PEARSON BTEC LEVEL 3 90-CREDIT DIPLOMA (=50% NATIONAL DIP.) - SPORT AND EXERCISE SCIENCES (QCF)
Learner grade history

Code:  AHWO3 status:  No data received

PEARSON BTEC LEVEL 3 DIPLOMA (WAS NATIONAL CERTIFICATE 120+) - IT (QCF)

Code: NY389 status:  No data received

PEARSAN RTEC IFVEL 2 NIDLAMA (WAS NATIONAL CERTIFICATE 120+) - SPORT (DEVELOPMENT, COACHING AND FITN M

You can then click on the grade for each learner and change it to another grade
from the drop-down options. Once changed click ‘save’ and ‘confirm’ as before.
Once all have been entered you will see this screen.

Edit Grades
@ | e

A3% S DDA%E Tyl Uplosd tamiplate

Bd LNEDiE T Erace Cha BErrar, Telect T you CARNSL ErEde DRIl e Ermer REs withdrs : Firkis [ larar cham 2021, pledse cornect

& & Q Rag N ] +

[Learners processed |
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2. Bulk upload amendments

Download the template from the upload screen - this will contain all previously
entered data.

From the programme list screen, find the programme you wish to download a

template from for amendments, click on the ‘three dots’ L], then click on view
learners and upload grades’ to change screens.

DOWNLOAD ALL TEMPLATES

Search: Sort by:

A PEARSON BTEC LEVEL 1/LEVEL 2 FIRST EXT CERT (360 GLH) - NQF - HEALTH AND SOCIAL CARE

Code: EYR75 Status: Processed with errors Number of 33 Learners 2 Last updated: 10/05/2021 10:17
learners: processed:

PEARSON BTEC LEVEL 1/LEVEL 2 FIRST EXT CERT (360 GLH) - NQF - INFORMATION AND CREATIVE TECHNOLQGY

All : Q Name s 4

Code: EYR73 Status:  No data received View learners and upload grad

ESI

Edit grades
PEARSON BTEC LEVEL 3 90-CREDIT DIPLOMA (=50% NATIONAL DIP.) - SPORT AND EXERCISE SCIENCES (QCF) Download template

Code:  AHWO3 Status:  No data received Learner grade history

PEARSON BTEC LEVEL 3 DIPLOMA (WAS NATIONAL CERTIFICATE 120+) - IT (QCF)

Code: NY389 status:  No data received

17 Last updated 1
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You will then see this screen. Click the ‘Actions’ button then select ‘download
template’.

Status No data received
d I Learners not processed 17
‘ ACTIONS ~

Edit grades

Sort by:

Download template Q Reg No = 4

I Upload template I

rocessed

Learner grade history

LAURA LAW

DOB: 28/02/2004 Reg No:  NA47812 ULN:  UAT7654321 Grade:

FAYE HOAR

DOB:  01/10/2003 Reg Mo: NA47813 ULN: UAT7654321 Grade:

Re-upload your corrected spreadsheet by clicking ‘Actions’ and ‘Upload template’ as
before.

NB: when making amendments via the bulk option, do not add or remove any
learners and always keep all data previously recorded in the template. If you
do not upload all relevant data (include the non-amendments), previous
submissions will be wiped.

Once all grades have been successfully entered you will see a ‘tick’ » by learner
names, and in the programme screen a ‘tick’ ¥ next to each completed set.

Teacher Assessment Grades Input

BTEC

Q Select a subject o view learners. download templates and provi

re. Please follow standard order

+ || PEARSON BTEC LEVEL 1/LEVEL 2 FIRST AWARD (120 GLH) - NQF - SPORT

Code: BNKK3 Status:  Processed Number of a1 41 Laszupdsted: 11/05/2021 13:00

Code: BTGGE Status:  Processed 236 Laszupdsted: 11/05/2021 13:00
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View learner grades history

Once data has been entered this screen will show you the status and username for
each upload by programme. On the programme screen, select the programme,
click on the 3 dots and select learner grade history.

DOWNLOAD ALL TEMPLATES

Search:

Sort by:
All s Q Name s 4
A PEARSON BTEC LEVEL 1/LEVEL 2 FIRST EXT CERT (360 GLH) - NQF - HEALTH AND SOCIAL CARE
Code: EYR75 status: Processed with errors Number of 33 Learners 2 Last updated: 10/05/2021 10:17
learners: processed:
A PEARSON BTEC LEVEL 1/LEVEL 2 FIRST EXT CERT (360 GLH) - NQF - INFORMATION AND CREATIVE TECHNOL®GY [I]
Code: EYR73 status: Processed with errors Number of 17 Learners s View learners and upload grades
learners: processed:
Edit grades

Download template

PEARSON BTEC LEVEL 3 90-CREDIT DIPLOMA (=50% NATIONAL DIP.) - SPORT AND EXERCISE SCIENCES (QCF)
Learner grade history
Code:  AHWO3 Status:  No data received

PEARSON BTEC LEVEL 3 DIPLOMA (WAS NATIONAL CERTIFICATE 120+) - IT (QCF)

You will then see this screen which shows a full record of the status of each upload.

4@ A
d
Search: Sort by:
All # Q Date s T
A Edit grades
Date: 10/05/2021 12:00 User:  Riccardo Bertoldo Learners processed: 17 Warnings/Errors: 2
A Upload template - Processed with errors
Date: 10/05/2021 11:25 User:  Riccardo Bertoldo Learners processed: 17 warnings/Errors: 2

Terms of use Privacy Cookies Accessibility Modern slavery statement Contact us

Copyright © 1996-2021 Pearson. All Rights Reserved.
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Head of Centre Declaration

Once all the grades have been submitted and you are sure you no longer need to
add or amend any other grade, you can move to the Head of Centre Declaration on

the next tab.

Select the relevant qualification (General or Vocational - separate declarations are
needed if your centre is submitting both), read the Terms and Conditions carefully,
provide all details required and then click ‘Submit’.

Please note: If you have sub-sites, please complete the grade submission for
all sub-sites before you submit the Head of Centre Declaration.

Only once all the grades have been submitted can you then submit the Head
of Centre Declaration. Once the declaration has been submitted you will not
be able to amend any grades at any sub-site.

@ Pearson | Teacher Assessment Grades (TAG) Portal @ .
OB E A 1N - MO D AR APPLALS £

Head of Centre Declaration

Guidance

Al

VOCATIOMAL QUALIFICATIONS
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Additional Information and FAQs

Gradesets for BTEC Qualifications available in the portal

Available grades

Portal Grades

Distinction; Merit; Pass; Unclassified

D, M; P, U; X
DDD; DDM; DMM; MMM: MMP; MPP; PPP; PPU; | DDD; DDM; DMM; MMM; MMP; MPP; PPP; PPU;
PUU; UUU PUU; UUU; X
Pass; Fail P, F; X

DD; DM; MM; MP; PP; PU; UU

DD; DM; MM; MP; PP; PU;UU; X

Distinction™; Distinction; Merit; Pass; Unclassified

D* D, M; P U; X

D*D*; D*D; DD; DM; MM; MP; PP; Unclassified

D*D*; D*D; DD; DM; MM; MP; PP; U; X

D*D*D*; D*D*D; D*DD; DDD; DDM; DMM; MMM,;
MMP; MPP; PPP; Unclassified

D*D*D*; D*D*D; D*DD; DDD; DDM; DMM;
MMM, MMP; MPP; PPP; U; X

Distinction* L2; Distinction L2; Merit L2; Pass L2;
Pass L1; Unclassified

D*L2;DL2;, M L2, PL2;PLT; U; X

D*D* L2; D*D L2; DD L2; DM L2; MM L2; MP L2;
PP L2; Pass L1; Unclassified

D*D* L2; D*D L2; DD L2; DM L2; MM L2; MP L2;
PPL2,PLT, U X

DD; DM; MM; MP; PP; Unclassified

DD; DM; MM; MP; PP; U; X

Distinction* L2; Distinction L2; Merit L2; Pass L2;
Distinction L1; Merit L1; Pass L1; Unclassified

D*L2;DL2;ML2;PL2; DL, MLT, PLT; U; X

27
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Gradesets for General Qualifications available in the

portal

Qualification

Available grades

Portal Grades

GCE A levels, Level 3 Extended Projects,
International A level (Law only) and
International A level (A2 units only)

A* A B, C D, E,
Unclassified

A*,A B, C,D EU

GCE AS levels, Core Mathematics, and A B, C, D, E, Unclassified A B, CD,EU
International A level (AS units only)
Edexcel Award in Mathematics Pass, Unclassified P, U
AEA Distinction, Merit, DM, U
Unclassified
GCSEs, short course GCSEs and International | 9,8,7,6,5,4,3,2, 1, 9,87,6,5 4,32 1,U
GCSEs Unclassified
GCSE Science (double award) and 9-9, 99
International GCSE Science (double award) 9-8, 98
8-8, 88
87, 87
7-7, 77
7-6, 76
6-6, 66
6-5, 65
5-5, 55
5-4, 54
4-4, 44
4-3, 43
3-3, 33
3-2, 32
2-2, 22
2-1, 21
1-1, (N
Unclassified U
DiDA, Level 2 Project A*, A B, C, Unclassified A* A B, C U
A* A B, Unclassified A*, A B U

Level 1 Project

Consortia Arrangements

If you have a consortia arrangement and need to see all centres remove the ‘sub-
site’ letter after your five-digit centre code. You will then be able to see a dropdown

of all your centres.

‘X" Grade for BTEC (insufficient evidence to award a Q-TAG)

For BTEC, if you are unable to grade a learner due to insufficient evidence, please
select “X". You can use this option on both the individual learner screen or the
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spreadsheet. If you cannot grade a learner as they have withdrawn or will be
certificating at a later date, please update the learner details on Edexcel Online,
which will remove their registration from the portal.

Common Error messages and Troubleshooting
1. Why have all my grades disappeared from yesterday?

It is likely someone has uploaded a sheet in error against your programme and
they have been wiped. Always download a template of entered data so you can
re-upload in the event of such errors. You can check the ‘learner grade history’
to confirm if this has occurred.
Centres should retain a copy of all data entered for their own records and in
case of sampling requirements.

2. Why is the system not saving my grades?

Learners with errors

Check that you have used a grade from the qualification grade set. (see
‘Gradeset’ section, above)
3. How can | stop my grades being overwritten by accident?

Always use a new template to ensure that all data previously entered is retained.
When you re-upload your file the system will re-populate all grades as an
amendment. Grades will only be locked once the Head of Centre declaration is
submitted. Please discuss with your centre staff who will be accessing the
system, and when to mitigate any errors.
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4.

24

Learners with errors

A

If | pressed ‘reset’ in error, will | lose all my data?

All previously saved data in the manual entry screen will not be deleted if you
press reset, only any new, unsaved data. Scroll down to the bottom of your
page and you will see the saved data.

Why has all my manual entry data disappeared before | could save it?

This will occur if you ‘refresh’ the portal page before saving. This action resets
non-saved information and you will lose the centre you were working on. It
could also be that your log-in of the portal page ‘timed out’ this is a security
feature, but to avoid frustration, always remember to save regularly to avoid loss
of data.

Why have | received this error: "Processed with errors", "One or more personal

details or identifiers amended."?

One or more learner detail is either missing or incorrect. Check the learner
record and make sure that they match.
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BTEC PEARSON BTEC LEVEL 1/LEVEL 2 TECH AWARD (120 GLH) - HEALTH
AND SOCIAL CARE YNR10

Edit Grades

Learners with errors

A
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