Documen t Reference Number 3GUCD40

iTEC \W¥ vTCT

How to create a booking and enrol
students

Version 3.0

If printed this document becomes uncontrolled



Document Reference Number 3GUCD40

@i'rﬁc W vrer

Contents

1. How to create a booking and enrol stUdents ..o, 3-28

How to create a booking and enrol students_v3.0 August 2022
Information classification: Public Page 2 of 30
If printed this document becomes uncontrolled



Document Reference Number 3GUCD40

iTEC ¥ vTCT

1. How to create a booking and enrol students

Slidel

How to create a booking and enrol students

iTEC W vrer

Slide2

¥ “abaq Centre Admin

Home

Badge Order Fom Centre_Coordinator Jon Snow - E81176

Overseas Exam

= Search: In: [~ AL - | B
ates [==a]

Ensuring that you are on the Centre

A New Bosking Booking page, select Add New Booking.

Theory OnScreen Booking / Purchase Order List

#  Reference ExtRef Category Practical Date  Theory Date Enrolment  Created
Onene 1A Claim

1 [PEEIR] Testbookng  Practcal& Theory 160512019 07:00 Jon Snow - E81176
Student Search &3 P
Lagin Admin IAClam

=

Campus

Huma Abbasi - E81180
on 211032019

ePortiofio 2 Theary 16052019 07:00

Document Library

1A Clam
Help
Change Password R 15175 | Theary 21032019 07:00 Huma Abbasi - E81180
¢ on 210372019
Logout
o 1A Clam
4 ama TESTANNA  Practical & Theory 3110572019 07:00 College Admin - C123456
on 200372019
1A Claim
B o utitec/cobege/BookngExam aspx?ooking D=LTE

|ARGQALATARAR IRED

1) Ensuring that you are on the Centre Booking page, select Add New Booking.
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Slide3

‘
aDaq Centre Admin

Badge Order Fom Centre_Coordinator Jon

College: Demo Test Collepe Reference: 214477 Email:  jonsnowi@vict org uk

Overseas Exam
Dates Phone: Fax: Website: VTCT

Enrolment

Centre Booking

Centre Booking ExmmulReménce: Give the booking a name.

Theory OnScreen Invoice Required

Onine IA Claim

Centre Co-ordinator responsible for arranging courses

Alison
Amanda
Chice:
College
Campus Elaine

Student Search

Login Admin

Huma

ePortioio

Document Library

Help

Change Password

Logout

Booking Category: - Select - v

1) Give the booking a name.

Slide4

¥ “abaq Centre Admin

Home

Bacge Order Fom Centre_Coordinator Jon Snow - E81176

College: Demo Test Collge Reference: 214477 Email:  jonsnawi@victorg uk

Overseas Exam
Dates Phone: Fax: Website: VTCT

Enrolment

Centre Booking

Centre Booking External Reference Bocking guide

heon

nScreen Invoice Required

Onine (A Claim

]Centre Co-ordinator responsible for arranging courses|

Student Search

Alison
Amanda
Login Admin Chice
College
Campus Elaine
Huma
ePortfolio lan
Jane Select the centre co-ordinator
oty (g} e responsible for arranging the course(s).
Help Lyall
Martin
Change Password Paul
Runa
Lagout «

Booking Category: - Select - v

1) Select the centre co-ordinator responsible for arranging the course(s).
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v ‘aDaq Gentre Admin
Centre Co-ordinator responsible for arranging courses

Stugent Search Adson
= Amanda Select the Booking Category:
Login Admin Chio=
College
Campus Eae B Practical and Theory = a qualification that requires an iTEC examiner
ePortiono G B Practical = only select this category if the booking is for a practical re-sit
i m— B Theory = only select this category if the booking is for a theory re-sit
) Laura B |nternal Assessment = DO NOT USE THIS CATEGORY - THIS CATEGORY
i e HAS BEEN REPLACED BY THE VERIFIED QUALIFICATION CATEGORY
oy ® Verified Qualification = any qualification that requires an External Quality
Sharon Assurer (EQA)
Steve

Click here to continue video

ing qualifications & addresses under [T tab.
quest Preferences) link o ens

g enroments uncer [T

ur booking detais.
ick [Send Booking Enroiments] link

©2013-2019- The Assessment Group. Al Righés Reserved

1) Select the Booking Category:

e Practical and Theory = a qualification that requires an iTEC examiner
e Practical = only select this category if the booking is for a practical re-sit
o Theory = only select this category if the booking is for a theory re-sit

¢ Internal Assessment = DO NOT USE THIS CATEGORY - THIS CATEGORY HAS
BEEN REPLACED BY THE VERIFIED QUALIFICATION CATEGORY

o Verified Qualification = any qualification that requires an External Quality Assurer
(EQA)
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Practical Exam Date Preference

Date ddimm/YYYY  Time HH:mm

Practical

you will be presented with the highlic

No of Couches:

@ It bookng days are ot consecutive
provide details under Notes L3

Tick this box ifyou fequire onscreen teory exams

Theory Date  Date ddimmyyyy Time Hmm

Theory Start o7y o0y

Theory End

Date
Preference 1 o7 :[00v
Preference 2 07w (00w
Preference 3 07y |00V
If you have selected category Practical and Theory
Approx Days:

ted options.

iTEC ¥ vTCT

1) If you have selected category Practical and Theory you will be presented with options:

Practical Exam Date Preference and Theory Exam.

Slide7

¥ ‘abaq centre Admin

Practical Exam Date Preference| | if you have selected category Practical you will be

i presented with the highlighted option only.
Practical  Date dAmmYYY  Time Hhnm
oe
Preference 1 07y [00Y
Preference 2 o7 (00w
Preference 3 07w |00v
Approx Days:

No of Couches:

@ Ifbookng days are not consecutive Untick this box and
provide details under Notes tab.

Theory Exam
Tick this box if you equire onscreen theory exams
Theory Date  Date dammyyyy Time Himm

Theory Start o7y o0y

Theory End

Iments 12 weeks before the theory start date
booking qualifications & addresses under
nk to ensure that w

cer ([T tab. Click [Se:

ADC
king cetais
Envoiments] ink

1) If you have selected category Practical you will be presented with option Practical Exam Date.
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Practical Exam Date Preference

Practical  Date ddimmYYYY  Time HH:mm
te

Preforence 1 orv joov

Preference 2 o7y (o0v

Preference 3 o7y jo0v

Approx Days:

No of Couches:

@ It bookng days are not consecutive Untick this box and
provide details under Notes tab.

If you have selected category Theory you will be

[Theory Exam| | yresented with the highlighted option only.

Tick this box if you feq
Theory Date  Date ddmmyyyy Time Hmm

Theory Start o7y o0y

Theory End

1) If you have selected category Theory you will be presented with the highlighted option
Theory Exam.

Slide9

v ‘aDaq Gentre Admin

Practical Exam Date Preference

Practical  Date ddimmYYYY  Time HH:mm
Date

Preforence 1 orv joov
Preference 2 o7y jo0v
Preference 3 o7y (o0
Approx Days:

No of Couches:

@ Ifbookang days are not consecutive Untick this box and
provide details under Notes tab

If you have selected category Verified Qualification

[Theory Exam you will be presented with the highlighted option only.

Tick this box ifyou feg
Theory Date  Date ddimmyyyy Time Hmm

Theory Start o7y o0y

Theory End

1) If you have selected category Verified Qualification you will be presented with option

Theory Exam.
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Practical Exam Date Preference

Practical  Date dAmmYYY  Time Hhanm

Deie Examiner dates/start times cannot be guaranteed at

Pt URIEL L this stage. Due to this you are required to enter 3

fremcn? or (8] dates and start times in order of preference. NB: The

L orx foexl) first date you will be able to select will be 12 weeks
from the current date.

Approx Days:

No of Couches Click here to continue video

@ Ifbooking days are not consecutive Untick this box and
provide details under Notes tab.

Theory Exam

Tick this box if you fequire onscreen theory exams.
Theory Date  Date dammyyy Time Himm
Theor stan o vl 00w

Theory End

ooking detais
0oking Enrolments] ink

Save Booking

1) Examiner dates/start times cannot be guaranteed at this stage. Due to this you are required
to enter 3 dates and start times in order of preference. NB: The first date you will be able to

select will be 12 weeks from the current date.

Slide11

v "aDaq Centre Admin

Practical Exam Date Preference

Practical  Date ddimm/¥YYY Time Himm
Preforence 1 (105201 0Ty Joov
Preference 2 (17052019 o7y [oov
Preference 3 (13352019 o7 [o0v

To estimate the required examiner days please refer to
opeox Days:
- the Lecturer guidance of the specific qualification(s).
o of Couches:

These guides can be located on the iTEC website.

@ It booking days are not consecutive Untick this box and
provide details under Notes tab.

Theory Exam

Tick this box if you fequire onscreen theory exams.
Theory Date  Date dammyyyy Time Hiom
Tmeory star o v oo

Theory End

Complete booking en

nts 12 weeks before the theory start date
3 booking qualifications & addresses under
Booking Request Preferences] ink to ensure that we re
Notity us after completing enrolments under ([T tab. Ciic

tab,
25 your booking detals
nd Booking Enrolments] ink

Save Booking

1) To estimate the required examiner days please refer to the Lecturer guidance of the specific
qualification(s). These guides can be located on the iTEC website.
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¥ aDaq Centre Admin

Practical Exam Date Preference

Practical  Date ddimmYYYY  Time HH:mm
Date
Preference 1 (15052019 orv joov

Preference 2 (17052019 o7y jo0v

Preference 3 (1052019 o o0y

Approx Days:  [¢

Enter the number of couches available.

@ Itbooking days are not consecutive Untick tis box and
provide detais under Notes tab.

Theory Exam
Tick this box if you feguire onscreen teory exams

Theory Date  Date ddimmyyyy Time Hmm
Theary Start o7 v|:[00 v

Theory End

uest Preferences) link 1o ensure that we receives your booking details.
g enrolments uncer [(TEIRY teb. Click [Send Bookin ments] link

1) Enter the number of couches available.

Slide13

¥ aDaq Centre Admin

Practical Exam Date Preference

Practical  Date ddmmYYYY  Time HH:mm
te

Preference 1 (15105201 orvfoov

Preference 2 (17052019 o7y 00w

Preference 3 (151052019 o 00w

ApproxDays:  [{

Noof Couches: [5

@ If booking days are not consecutive Untick this box and
provide details under Notes tab.

Theory Exam

[ Ticknis box it you require onscreen theary exams |

The Date  Date dd) Time HH: N .
oy ue Dreddmy TS |f on-screen theory exams are required ensure that you tick the box.

Theory Start o7y o0y

Theory End

If you require paper based exams leave the box unticked.

s 12 weeks before the theory start date.
pooking qualifications & addresses un:
Clek ooking Preferences) Ik o ensure

Notity us after completing enrolments under (R tzb. Cii

tab
eives your booking details
Send Booking Enrolments] fink

Save Booking

1) If on-screen theory exams are required ensure that you tick the box.

If you require paper based exams leave the box unticked.
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Practical Exam Date Preference

Practical  Date ddimmYYYY Time HHcmm
Date

Preference 1 (16105201 ore [0y

Preference 2 |17 o7y [0

Preference 3 (1052019 o o0y

Approx Days:  [f

Noof Couches: [g

@ It bookng days are not consecutive Untick this box and

provice details under Notes tab.

For on-screen exams:
[Theory Exam

v Tick this box if you require onscreen theory exams

Select the theory start date (leave the start time as
default, 7am). Although the first date you will be able to
select will be 8 weeks from the current date, students
can start to sit theory exams as soon as they have been
enrolled on to the booking.

Theory Date _ Date ddimmyyyy Time Hmm

ks before the theary start date.
Iitications & address:
ences) link to ensure 1

ts uncer [t i

Click here to continue video

1) For on-screen exams:

Select the theory start date (leave the start time as default, 7am). Although the first date you
will be able to select will be 8 weeks from the current date, students can start to sit theory

exams as soon as they have been enrolled on to the booking.

Slide15

¥ aDaq Centre Admin

Practical Exam Date Preference

Practical  Date ddimmYYYY Time HHcmm
Date

Preforence 1 (15052010 orv [oov

Preference 2 |17 o7v [oov

Preference 3 [1g o7y [0

Approx Days: [

Noof Couches: [g

@ Ifbookng days are not consecutive Untick this box and

provide details under Notes tab.

Theory Exam
v Tick this box if you require onscreen theory exams

Theory Date  Date dd/mmyyyy Time Himm
o7v 00w

2 weeks before the theory start date
booking qualitications & addresses unde m
eferences)] Ink o ensure f

ing enrolments uncer [ teb. Ciic

Select Save Booking.

ing enro

1) Select Save Booking.
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¥ “aDaq centre Admin

Home

Badge Order Fom

Overseas Exam
Dates

Enrolment

Centre Booking

Theory OnScreen

Onene IA Claim

Student Search

Login Admin

Campus

ePortiolo

Document Library

Help

Change Password

Logout

E81176

Booking ID 815181 External Ref Bookng guice Centre 2 144
Category Praciical & Theary Transter No Application Date

Parent On Screen Yos Created By Jon Snow - E81176

Theory Date Date Created

e theory stan date
dlenolled 14 weeks prior 1o exam sitling externalipractical.
Send Booking Request P ces) link. J"ﬂﬂm tab.
\d Enrolments) button at the bottom of the screen uf

| G s | s et s
Booking Qualificati Ensuring that you are on

the Qualification tab...
# Booking Qualificaion Language (Approxj No Student

Of Students Count

test

BE3C

Select Qualification for Booking:
Quailication | Select -

Language | Engish v

Number Of
Students.

Note: Please make sure you have added correct address fypes f

1) Ensuring that you are on the Qualification tab...

Slide17

¥ “aDaq Centre Admin

jome

adge Orcer Fom

Centre_Coordinator Jon Snow - 81176

! = Booking ID Extemal Ref Centre
verseas Exam
ates Category Transfer Application Date
Parent On Screen Creatsd By Jon Snow - E8F
nroiment
Theory Date 1610572019 07:00 Date Created

entre Booking

heory OnScreen

bnine 14 Claim

tudent Search

ogin Admin

bampus

Portfolio

ocument Libeary

elp

hange Password

ogout

Note
Complete booking enrolments 12 wieeks before the theory start date.
Aesthetics Exams: leamers need to be registered/enrolied 14 week
Notfy us after ADDING booking qualifications & addresses. Clic
MPORTANT Notiy us ater completing enrolments by clicking the [Send Enrolments] button at the bottom of the sc:
test

(0 (0 0 ) ) e

ooy uaifcton

# Booking Quallfication Language (Approx) No _Student
Of Students Count

Select the first qualification for this booking.

Select Qualification for Booking:
Quaifcation g

Language | Engisn v

Number Of
students

Note: Please make sure you have acded correct address types for Booking under’ Tab -

1) Select the first qualification for this booking.
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Slide18

¥ ‘abaq centre Admin

Note
heory OnScreen

Complete booking enrolments 12 weeks before the theory start date.
Aesthetics Exams: leamers need to be registeredlenrolied 14 vieeks prior to exam siing ext
Noify us after ADDING booking qualifications & addresses. Click [Send Booking Re
IMPORTANT Notify us aRer completing enrolments by clicking the [Send Enrolments

nline 1A Claim

2
:Prterences] inkunder [0 o0

fon at the bottom of the screen under [T tab

tudent Search 2
10 0 2 ) )

ampus Booking Qualifica

ogin Admin

Portro

W # Booking Qualfication Language. (Approx) No._Student
Of Students_ Count

cument Library

ielo

Select Qualification for Booking:

Qualfication [Level 3 Diploma in Advanced Beauly Thrapy (30095:

hange Password ) (VRO nt Dip) - 195 5

Language [ Engien Select the appropriate language.
ogaut Number Of

Students

Enter the number of students for this qualification.

Note: Please make sure you have added correct address types for Booking under [y Tab

1) Select the appropriate language.
2) Enter the number of students for this qualification.

Slide19

¥ ‘abaq centre Admin

Complete booking enrolments 12 weeks before the theory start date.
Aesthetics Exams: leamers need to be registeredlentolied 14 weeks prior to exam siing externa

- cical
nine 1A Claim Noty us after ADDING booking qualifications & addresses. Ciick [Send Booking Request Preferences| ink under [ tab

< co by nd Envolments] button at the bottom of the screen un ’
et Geacch ! us ater compieting enrolments by clicking the [Send Enrolments] button at the bottom of the screen under [TSTERY tab

ampus king Qualification

Portolo
# Booking Qualfication Language (Aporox) No._ Student
Of StudentsCount
cument Library
el
Select Qualification for Booking:
nange Passworg Qualfication Level 3 Diploma i Advanced By Tnerapy (50096285) (VRO D) - 195 .
Languoge [ Engieh .
i Number Of
Students

Select Save.

Note: Please make sure you have added correct address types for Booking under Tab

1) Select Save.
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Slide20

¥ ‘abaq centre Admin

Home

Baoge Order Fom

Booking 1D B15181 External Ref Bookng uice Centre
Overseas Exam s o
Dates Category Pracical & Theory Transter No Application Date

Parent on Screen vos Creato By Jon Snow-E81175
Enrolment

Theory Date 16052013 0700 Date Created 20022019 1147
Centre Booking

Note

Theory

Complete booking enrolments 12 weeks before the theory start date

Aesthetics Exams: leamers need to be registeredienoled 14 weeks prior 10 exam siting extemalipractical.

Notry us afier ADDING booking qualifications & addresses Click [Send Booking Request Preferences) ink under ([ tad

NT Noty us after completing enrolments by clicking the [Send Enrolments) button  the boftom of the screen uncer ([ag] tao.

Onine IA Claim

Student Search
test

Campus Booking Qualification

ePortioio

) )

# Booking Qualification Language (ApproxNo  Student
Of Studeats  Count

3 l 2

Document Library

Help =
The qualification has been added.
Change Password Select Qualification for Booking:
Qualification | Level 3 Diploma in Advanced Beauty Therapy (500/9528/6) (VRQ.Int Dip) - 195
i Language  [Engsh .
Number Of |3 o
Students Repeat these steps to add additional
= qualifications and/or languages.

.

1) The qualification has been added.

Slide21

¥ ‘abaq Centre Admin

Home

Bacge Order Fom

Booking 1D B15181 External Ref Bookng uice Centre
Overseas Exam s oy
Dates Category Pracical & Theory Transter No Application Date

Parent on Screen vos Creatoq By Jon Snow - E81175
Enrolment

Theory Date 16052013 0700 Date Created 20022019 147
Centre Booking

Note

Theory OnScreen
Complete booking enrolments 12 weeks before the theory start date

Aesthetics Exams: leamers need to be registeredienolied 14 weeks prior 10 exam siting extemalipractical.
Notry us afier ADDING booking qualifications & addresses Click [Send Booking Request Preferences) ink under ([ tad
NT Nty us after completing enrolments by clicking the [Send Enrolments) button t the boftom of the screen uncer ([ag] fa0.

Oniine 1A Claim

Student Search

Campus Booking Qualification

ePortioio
¥ Booking Qualification Language (Approx)No  Student
Of Students Count

Document Library

Help 2

Change Password

Logout Select Qualification for Booking:

Quaiification  [Level 3

iploma in Advanced Beauty Therapy (S00/9528/6) (VRO.IN,Dip) - 195
Language [ Simgified Chinese v

NumberOf 3
Students.

1) Repeat steps in slides 18 and 19 to add additional qualifications and/or languages.
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Slide22

¥ aDaq Centre Admin

Home
Badge Order Fomn ire_Coordinator Jon Snow - E81176

Booking 1D B15181 External Ref Bookng uice Centre emo Tst
Overseas Exam . o
Dates Category Pracical & Theory Transter No Application Date

Parent on Screen vos Created By Jon Snow-E81175
Enrolment

Theory Date 160520180700 Date Created 20022019 1147
Centre Booking

Note

Theory OnScreen
Compiete booking enrolments 12 weeks before the theory start date

Aesthetics Exams: leamers need to be registeredienoled 14 weeks prior 10 exam siting extemalipractical.
Notry us afier ADDING booking qualifications & addresses Click [Send Booking Request Preferences) ink under ([ tad
NT Noty us after completing enrolments by clicking the [Send Enrolments) button  the boftom of the screen uncer ([ag] tao.

Onine IA Claim

WPl

Student Search

Campus =
Add Booking Address  Go to the Address tab...
ePortfolio Address Type Select v
Document Library Addrons S X
Note
Help
Change Password
Adaress Type Address 1D Address Note Date Created
Lagout
1 Practical Exam 501 Demo house Demo Street Dema town E12 6LL London Spain 211032019 m
2 ResulsContDabory 801 Damohause Domo SvootDemoown E126LL London Span Sy

mAulo 211032019 m

Note: Please make sure you have added Results/Cert Delivery, Theory Papers Delivery, & Practical Exam addresses according o booking fype

1) Go to the Address tab...

Slide23

v "aDaq Centre Admin

Home

Bacge Order Fomm Centre_Coordinator Jon Snow - EB1176

e Booking ID 815181 External Ref Bookng guice Centre
Overseas Exam
Dates Category Transfer No Application Date
Parent On Screen ¥os Created By Jon Snow - E8N1T5
Enrolment
Theory Date 161052019 07.00 Date Created 20032018 1147

Centre Booking
Note
Theory OnScreen
Compiete booking enroiments 12 weeks before the theory start date
Aesthetics Exams: leamers need to be registeredienolled 14 weeks prior 10 exam siting extemalipractical
Notry us afier ADDING booking qualifications & addresses Click [Send Booking Request Preferences) ink under ([ tad
IMPORTANT Notty us after completing enrolments by clicking the [Send Enolments] button at the bottom of the screen under [ 120

o ot ] Revere JAdies | e ] Quattcoson | Ao stcen | o est st
i Add Booking Address

ePortiofio Address Type

Onine IA Claim

Student Search

Select the address type:

g Address :
Document Library B Practical Exam

Note .
Help B Theory papers Delivery (for paper based only)
Change Password

Adaress Type Address 1D Address Note Date Created
Logout
! 1 ProcicaBam 601 Dermo house Demo S Dema tun £12 6L London Span R ..
2 ResulsCort Dokory 501 DamohauseDamoSveetDeaoun E12LL Londn span Systemuto 2utazore (R

Note: Please make sure you have added Results/Cert Delivery, Theory Papers Delivery, & Practical Exam adaresses according o booking type

1) Select the address type:

e Practical Exam

e Theory papers Delivery (for paper based only)

How to create a booking and enrol students_v3.0 August 2022
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Slide24

¥ aDaq Centre Admin

Home

Baoge Order Fom

Overseas Exam
Dates

Enrolment

Centre Booking

Theory OnScreen

Onine IA Claim

Student Search

Login Admin

Campus

ePortioio

Document Library

Help

Change Password

Logout

Snow - E81176

Booking ID 815181 External Ref Bookng guice Centre emo Test
Category Practical & Theory Transler No Application Date

Parent On Screen Yos Created By Jon Snow - EBNIT6
Theory Date 161052019 07.00 Date Created 20032018 1147

Note

Compiete booking enrolments 12 weeks before the theory start date

Aesthetics Exams: leamers need to be registeredienoled 14 weeks prior 10 exam siting extemalipractical.

Notry us afier ADDING booking qualifications & addresses. Click [Send Booking Request Preferances] ink under
NT Noty us after completing enrolments by clicking the [Send Enrolments) button  the boftom of the screen uncer ([ag] tao.

WPl

ot ] Revere JAdies | e ] Quattcoson | Ao stcen | e est st
Add Booking Address

Address Type | Practcal Exam v
[asaess =5 ] Select the address.
Note
Ea
Adaress Type Address 1D Address Note Date Created
1 Practical Exam 60t Demo house Demo Street Dema tawn E12 8LL London Spain 211032019 m
2 ResullsCort Delvery 801 Dermo hous Damo Stoet Damo loun E12 6LL London Span System Aulo 21032019

Note: Please make sure you have added Results/Cert Delivery, Theory Papers Delivery, & Practical Exam addresses according o booking fype

1) Select the address.

Slide25

v "aDaq Centre Admin

Home

Bacge Order Fom

Overseas Exam
Dates

Enrolment

Centre Booking

Theory OnScreen

Onine IA Claim

Student Search

Login Admin

Campus

ePortiolo

Document Library

Help

Change Password

Logout

rdinator Jon Snow - E&1176

Booking ID 815181 External Ref Bookng guice centre
Category Transter No Application Date
Parent On Scroen vos Created By Jon Snow - E811T6
Theory Date 16052012 07.00 Date Created 20032009 1147
Note

Compiete booking enroiments 12 weeks before the theory start date

Aesthetics Exams: leamers need 1o be registerediencolied 14 weeks prior 10 exam sitting extemalpractical.

Noty us afier ADDING booking qualifications & addresses. Click [Send Booking Request Preferences) link under
IMPORTANT Notty us after completing enrolments by clicking the [Send Enolments] button at the bottom of the screen under [ 120

6 o Lims i oo L v i L s ik
Add Booking Address

Address Type | Pracacal Exam v

Add any additional notes, for
example specific requirements for a
courier delivering paper exams.

Address

' house Dema Sires! Demo fown E12 LL London Spain v

Address Type Address D Address Note Date Created
1 Practical Exam 50t Demo house Demo Street Dema town E12 LL Londen Spain 211032019 m
2 ResultsiCort Dolvery 601 Demo house Demo Steet Demo town E12 6LL London Spain  SystemAulo. 211032019

Note: Please make sure you have added Results/Cert Delivery, Theory Papers Delivery, & Practical Exam adaresses according o booking type

1) Add any additional notes, for example specific requirements for a courier delivering paper

exams.

How to create a booking and enrol students_v3.0 August 2022
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¥ ‘abaq centre Admin

Home

Baoge Order Fom

Overseas Exam
Dates

Enrolment

Centre Booking
Theory OnScreen
Onkne IA Claim
Student Search
Login Admin
Campus
ePortiolio
Document Livrary
Help

Change Password

Logout

oordinator Jon Snow - E81176

Booking ID 815181 External Ref Bookng guice Centre emo Test Codege
Category Practical & Theory Transler No Application Date

Parent On Screen Yos Created By Jon Snow - EBNIT6
Theory Date 161052019 07.00 Date Created 20032009 1147

Note

Complete booking enrolments 12 weeks before the theory start date

Aesthetics Exams: leamers need to be registeredienoled 14 weeks prior 10 exam siting extemalipractical.
Noty us afe G booking qualifications & addresses Click [Send Booking Request Preferances) ink under o
IMPORTANT Notty us after completing enrolments by clicking the [Send Enolments] button at the bottom of the screen under [ 120,

ot ] Revere JAdies | e ] Quattcoson | Ao stcen | e est st
Add Booking Address

Address Type | Pracical Exam v
Address  [Gemo hovse Dem Siest Demo fown E12 6LL London Span ¥
Note
Select Save.
Adaress Type Address 1D Address Note Date Created
1 Practical Exam 501 Demo house Demo Street Demo town E12 6LL London Spain 211032019 m

2 ResultsiCert Delvery 601 Demo house Demo Street Demo town E12 5LL London Spain - System Auto 211032019 m

Note: Please make sure you have added Results/Cert Delivery, Theory Papers Delivery, & Practical Exam addresses according o booking fype

btaSaveBookingAddress -

1) Select Save.

Home

Bacge Order Fom

Overseas Exam
Dates

Enrolment

Centre Booking

Theory OnScreen

Oniine 1A Claim

Student Search

Login Admin

Campus

ePortiolo

Document Library

Help

Change Password

Logout

Booking 1D B15181 External Ret Bookng uice centre emo Test
Category Praciical & Theory Transter No Application Date

Parent on Screen Yos Created By Jon Snow - E81176
Theory Date 16/052019.07.00 Date Created 20032019 1147

Note

Complete booking enrolments 12 weeks efore the theory start date

Aesthetics Exams: leamers need to be registeredienolled 14 weeks prior 10 exam siting extemalipractical

Notry us after ADDING booking qualifications & addresses Click [Send Booking Request Preferences| link under m 1aD.
IMPORTANT Notty us after completing enrolments by clicking the [Send Enolments] button at the bottom of the screen under [ 120

-
Qoo [RABMARR] 1o st er

[co o e

Booking Enrolment  Go to the Add Student tab..

Bulkimport
Select Qualification:
Select Quanncation v
-- Select Qualification -
RED e units, Green indicate ptional units. If student is not red i in any optional unit tick the Disable check box next to optional unit

Group: 1 v |Select Booking Qualfication First

Add New Student: Add Existing Student:

Py Note: for exsing studens, search
Wih @fferent Reference numbers, of contact us

Last Name
SearchiSearch Student o First Name B8 Search Exising Stugent
Extemal
Reference
Email -

1) Go to the Add Student tab..
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Slide28

¥ aDaq Centre Admin

IMPORTANT Notify us after completing  clicking th Enrolments] button at the bot 3 = 2t

St R Noty us afler completing enrolments by clcking the [Send Enrolments] button at the bottom of the screen under ([T tab.
test

(0 (2 0 s

Campus

Booking Enrolment
ePortiolo ok import

T Select the qualification that you
- cation = *I| want to enrol the student on to.

Document Library

Help -- Select Qualification --

Giviinge Passiioad RED indicats fsory units, Green indicates optional unit. If student s not required enrolment n any optional unitick the Disable check box nex! 0 optonal unit
Group: 1 v |Select Booking Quaication First

Logout

Add New Student: Add Existing Student:

PP Nole for exsting studans, search student using s to aveid creal
with fferent Reference numbers, of contact us

Last Name

SearchiSearch Stutn i First Name B8 soarch Existng Student
Extemal

Reference
Email
*D0B
ddimmiyyyy

Gender

2019 The Assessement Group. Al Rights Reservesd

1) Select the qualification that you want to enrol the student on to.

Slide29

¥ ‘abaq Gentre Admin

e arth ‘r:' NT Notify us afler completing enrolments by clicking the [Send Enfolments] button at the bottom of the screen under ([T tab.
e e s Lt ston [ ] st s |
i Booking Enrolment
ePortiolo ik Import
Select Qualification:
Oocument Library Level 3 Diploma in Advanced Beauty Therapy (500/9528/6) - 195 Simplified Chinese v
Help Level 3 Diploma in Advanced Beauty Therapy (500/9528/6) - 195 Simplified Chinese
Change Password RED indicates compuisory units. Green indicates optional units. If student is not required enrolment in any optional it tick the Disable check box next to optional unit.
Disable Qualication Unit
Logout 1 N ad 20d Safaty P 2
2
) ¢ ndas
.
5
6
7 omatneapy Ois
8
9
0 For any qualification that contains
1 optional units you must select the units
1) that the students ARE NOT STUDYING.
13
T = Click here to continue video

1) For any qualification that contains optional units you must select the optional units that the

students ARE NOT STUDYING.
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v ‘aDaq Gentre Admin

e APORTANT Notfy s ar competng enolments b cicking e (Send Enfoiment] butn at e botom o ne screen unces [ 0
r
o 0 D D D () ()
Sapes Booking Enrolment
ePortiolo Bulk Import
Select Qualification:
Document Library Level 3 Diploma in Advanced Beauty Therapy (500/9528/6) - 195 English v
Help Level 3 Diploma in Advanced Beauty Therapy (500/9528/6) - 195 English
Chaios Pessivond RED indicates compuisory units, Green Indicales optional unis, If student s not required entolment in any optional unil tick the Disable check box next 1o aptional unil
a Disable Quaification Unit
Logout 1
2
3
B
5
1]
! o
= These two units have NOT BEEN
” SELECTED which means that the
= student IS STUDYING THESE UNITS.
0 g
" @ " . N
Click here to continue video
12 g
B @
e

1) In this example, the two highlighted units have NOT BEEN SELECTED (haven’t been ticked)
which means that the student IS STUDYING THESE TWO OPTIONAL UNITS.

Slide31

¥ “aDaq Centre Admin

" g 926 Explore

Paper based exams only:

Add New Student: Add Existing Student:

*First Name Note: for exsh
with afferen

Ongins Of Massage And Prcipes Of Complementary And Atsmative Medcine

g students, search student using
f8180CO PUMBerS, of contact us.

SearchiSaarcn Stugent o First Name B search Existng Student

Last Name

Extormal
Reference

Email
“D0B
adimavyyyy

Gender MOF

1) Group (for paper based exams only)
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Slide32

v ‘aDaq Gentre Admin

0 9
" e

129

13 g
e e g f lassage Ang Prmcipes Of Complamentary And Atematve Neacne
Group: 17
Add New Student: Add Existing Student:
= Note:fr g stuoss, sotch Sudon ing s
[P —————
Lastame
SeareniSaan Suen o Fsitons BY seacn it S |
External
Reference
emai
‘008 If you have selected to conduct paper
aam :
':' m based exams, you need to consider how
Gender O

many students you can accommodate
per exam session. For example:

Click here to continue video

©2013-2019- The Assessment Group. Al Rights Reserved

1) If you have opted to conduct paper based exams, you need to consider how many students
you can accommodate per exam session. For example:

Slide33

¥ “aDaq Centre Admin

e Using Pre-Blended Aromatherapy O

)

" g 926 Explre The Origins Of Massage And Prciples Of Complementary And Attemative Medicine

Grou

Ad¢f™ew Student: Add Existing Student:

Note: for existing students, searcn student using
Wih @fferent Reference numbers, of Contact us.

“First

Last Name

SearchiSearcn Stugen o Frst Name v

External

Reterence

Emal If your exam room can accommodate 10 students, and
you are going to be adding 20 students for the

aammyyyy qualification, you will need to add the first 10 students

o i under group one and then add the additional 10
students under group 2. This is to ensure that each

L group of students receive different exam papers.

Click here to continue video

ssessement Group. A Rights Reserved

1) If your exam room can accommodate 10 students, and you are going to be adding 20 students
for the qualification, you will need to add the first 10 students under group one and then add
the additional 10 students under group 2. This is to ensure that each group of students receive

different exam papers.
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Slide34

v ‘aDaq Gentre Admin

0 9
" e
129

5 g

" g

Group: 17

Add New Student:|

IAdd Existing Student:

— Nt o 51575 SUOBNS, S6arch Sa0entusg enmies
vt aleren: Referance pumzers,of conact s
Lasthame
P JodFrstham .

External
Reference
Emai -

You can now either:
‘008
ddmmyyyy
Gender MOF B add a new iTEC student

B add an existing iTEC student
ULN

1) You can now either:

e addanew iTEC student
e add an existing iTEC student

Slide35

¥ “aDaq Centre Admin

0y

"

12 ¢

g

Group: 17

Add New Student: Add Existing Student:

— o o preempr—— s

With @fferent Reference numbers, of contact us.

Last Name
Bearchisoarcn o First Nama M search Existng Student
Extomal

Reference

Email

Enter the student’s existing iTEC
uﬁww student reference number.

Gender MOF

©2013-2019- The Assessment Group, Al ights Reserved

1) Add an existing student:

Enter the student’s existing iTEC student reference number.
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Slide36

v ‘aDaq Gentre Admin

* g 326 Expiore The Origins Of Massage And Prmcipies Of Complementary And Attsmatve Medcine

Group: 17

Add New Student:

*First Name

Add Existing Student:

Hote: for . Sa1ch student using eties
Wi @fferent Reference numbers, o Contact us.

Last Name
SearchipB2079

Extomal

Reference

== Select ITEC Student Reference’
from the dropdown field.

ddimmyyyy

Gender MOF

1) Select ‘ITEC Student Reference’ from the dropdown field.

Slide37

v 'GDGQ Centre Admin

e Origins Of Massage And Prcipies Of Complementary And Attsmative Medicing

Group: 17

Add New Student:

*First Name

Add Existing Student:

Hote: for . Search student using enties
Wi @fforent Reference numbers, of Contact us.
Last Name

SearchipB2079 In: ITEC
Extomal
Reference

Email Select Search Existing Student.

ddimmyyyy

Gender MOF

1) Select Search Existing Student.
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Slide38

v ‘aDaq Gentre Admin

7 -
8
9
g
"
e
13 g
" 426 Explore The Origns Of Massage And Prmcipies Of Complementary And Attsmative Medcine
Group: 1 v
Add New Student: Add Existing Student:
e Note for wising taoans, sarcn tadent using emes
i alern: Referance Pumzers,of conact s
Lasthame
sooenior2o7s o FEC St Fforerce
External
Reference
Emait Student Name o8 Email
admmyyyy
[Saectsugens
Gender OF
If a record is found, first check that the name,
date of birth and/or email address is correct.
ULN
Save New Student

©2013-2019- The Assessment Group. Al Rights Reserved

1) If a record is found, first check that the student’s details are correct.

Slide39

¥ “aDaq Centre Admin

1 g

"9 829 Provide Spa Tr
2@ 0 Maintan Spa Area
" g
e 326 Exp f Compiementary And Altematve Medcin
Group: 17
Add New Student: Add Existing Student:
«First Nome Note: for existing students, search student using 1 entes
i aflorent Reranco nmoers, of contac s
LastName
sowcnfora o FEC Suant atoece +
Exemal
Reterence
Email Student Name 008 Email
1 Demotest2-EB2079 0110111990
aamnyyyy
Gender OF
If you are satisfied that the record is the correct
iy student then select Save Existing Student.

©2013-2019- The Assessment Group. Al Rights Reserved

iTEC ¥ vTCT

1) If you are satisfied that the record is the correct student then select Save Existing Student.

If there are any inconsistencies, and you are satisfied that the student reference number you

have entered is correct, please contact us before adding the student registration@vtct.org.uk
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v ‘aDaq Gentre Admin
26 Ay Sto sage

8
,
0 g
" g
12 g
v
" g
Group: 1v
The student has lmm T
been added.
Add New Student: Add Existing Student:
ey e o et st usng
iR —————
Lstame
soucnfogzrs o FEC St Fforerce
External
Relerence
Emait Student Name o8 Email
o 1 Demotes2- EB2073 010111999 £t
aammyyy
e oyor
ULN
Save New Student

©2013-2019- The Assessment Group. Al Rights Reserved

1) The student has been added.

Slide41

Add New Student:

Last Name
External | |
Reference

System Email {for system Logins inc” eportfolio) | |

Contact Email | |

Gender OMOFO0ther

1) To add a new student, complete the mandatory fields.

a) First name
b) Last name
c) DOB (date of birth)
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Slide42

Add New Student:

External | |
Reference

System Email {for system Logins inc’ eportfolio) | |

Contact Email | |

Gender OMOFO0ther
Save New Student

@iTEc W vrer

1) If the student is going to be using the e-portfolio then enter their email address.

Slide43

Add New Student:

External | |
Reference

System Email {for system Logins inc' eportfolio) | |

Contact Email | |

Gender OmOFCother
‘Save New Student

1) Enter the student’s contact email address. It is important that the learner’s personal email address is provided

here and not a work or college address.
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¥ aDaq centre Admin

Massage And Prmcipies Of Complementary And Attsmatwe Medcine

Add New Student: Add Existing Student:

Note:for existi . search student 1 enties
with iffecent Referance numbers, of contact us

*FIrstNome  Demo

LastName  Gude

Search}e82079 i ITEC Student R

Extermal
Reference
Email Student Name D08 Email

01032000 1 Demotest2- E82079 011011958 cor
ddimmiyyyy
Gender s
U

Once all required details have been
entered, select Save New Student.

1) Once all required details have been entered, select Save New Student.

Slide45

The student has
been added.

¥ “aDaq Centre Admin

d Pricipies Of Complementary And Aftemative Medcine:

[roee
Add New Student: Add Existing Student:

Note:for existi . search student 1 enties
wilh diffecent Referance numbers, of contact us

Search}eB2079 i TEC Student Reference v [ EAE ]

*First Nome
Last Name

Extermal
Reference

Email Student Name D08 Email

008 1 Demotest2 - E82079 0110111999 Bl save Exicting Siudent
ddimmiyyyy

Gender TS

Save New Student

1) The student has been added.
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Slide46

¥ ‘abaq centre Admin

Home

Badge Order Fomm Centre_Coordinator Jon Snow - E81176

Booking 1D B15181 External Ref Bookng uice Centre
Overseas Exam o o
Dates Category Practical & Theory Transfer No Application Date

Parent On Screen Yos Created By Jon Snow - 8176
Enrolment

Theory Date 161052019 07:00 Date Created 210032019 11:17
Centre Booking

Note

Theory OnScreen

Complete booking enrolments 12 weeks before the theory start date
Aesthetics Exams: leamers need to be registeredienolied 14 weeks prior 10 exam siting extemalipractical.

Notry us afier ADDING booking qualifications & addresses Click [Send Booking Request Preferences) ink under ([ tad

JRTANT Nty us afier completing enrolments by clicking the [Send Enrolments] buton at the bottom of the screen uncer [y tab.

Onine IA Claim

Student Search

i Booking Enrolment  Go to the Review tab..
ePortfolic Bulk Import
Select Qualification:
Document Library Level 3 Diploma In Advanced Beauty Therapy (500/9528/6) - 195 Simplifiec Chinese ¥
Help Level 3 Diploma in Advanced Beauty Therapy (500/9528/6) - 195 Simplified Chinese
Change Password RED indicat isory units, Green indicates optional units. If student is not in any optional unit tick the Disable check box next to optional unit

Disable Qualification Unit
Logout 1 51N

1) Go to the Review tab..

Slide47

¥ “aDaq Centre Admin

NT Nty s after completin y cicking 1  Enrolments] button at the botiom of the screen under z
el Bach Nalfly us after completing enrolments by clicking the [Send Envolments] button at the bottom of the screen uncer [aRY tab.
tes

e o s [ ot s o st s

Login Admin
Campus
i Booking Preferences
sEatiolo ‘Booking Category | Preciical & Theory Booking Stage
¥ Stage " Date
Document Library A o . Claim
Application Date L
Help ot soam-eae| 1 Cresegoy 21032019
Coondinator cons 1628
Change Password
Preference 1 160512019 0
Logout Preference2 170520190700 Check the booking details.

Preference 3

Avpro Dayy If any of the details are incorrect, go back to
{5 Consecutie the appropriate tab and make changes.
Couches

Theory Start Date:  16105/2019 0700
Theory End Date:

On screen %

Booking Actions
3

IDING booking Guaificalons & addr B00king Recues! Preferances!

ter complefing envolments by clcking the [Send Envalments] bution

Booking Qualification & Student

1) Check the booking details.

If any of the details are incorrect, go back to the appropriate tab and make changes.
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¥ ‘abaq centre Admin
Approx Days
Is Consecutive Va3
Couches 6
Theory Start Date: 157052019 07.00
Theory End Date:

On Screen e

Booking Actions

. — When you are satisfied that all the = -
Re ey . " ing Reques! Preferences]
E = booking details are correct, select —
- 5 omert) vt
__________SendBooking Request Preferences.
[ Cresie Frs n Theor Rest Bookny |

Booking Qualification & Student

Booking Qualification Language (Approx) Student Count
No Of Students

—
81165 Engian )
(5]

1. Level 3 Diploma in Advanced Beauty Therapy (S00/95285) - 195 | Simpi

2 Levet 3 Dploma in Advanced Beauty Theragy (500

800king Examiner Confimation

Examiner Name Confirmed Date Confirmed Days Email Exam Address

Booking Reports

ITEC

¥ vrTeT

1) When you are satisfied that all the booking details are correct, select Send Booking Request

Preferences.

Slide49

¥ 'aDaq Centre Admin
Theory OnScreen X
Complete booking enroiments 12 weeks efore the theory start date
Aesthetics Exams: leamers need 10 be registeredienolied 14 weeks prior 10 exam siting extemnalipractical
after ADDING booking qualifications & addresses. Ciick [Send Booking Request Preferences) i under [[Tag] tab.
ORTANT Notiy us afier completing enrolments by clicking the [Send Enrolments] button at the bottom of the screen uncer [T tab.

Onéne 1A Claim

Student Search
test

Conpe Booking Preferences

i Booking Category Pracical Theory  Booking Stage
# Stage " Date
Docurent Lioary Transter No s
Application Date 0 .
Help . o Your booking request has
College Jon Snow - E&1176
Coontinator : :
Change Password been receieved by iTEC.
Preference 1 L 211032019
certis it
ogout Preference 2
Preference 3
Approx Days.
Is Consecutive Yes
Couches

Theory Start Date: | 1610572019 07.00
Theory End Date:

On Screen

Booking Actions

'

:
(ot

ack{ ct00Scoh1SlbSendiool

after ADDING booking cuaifications & addresses. Cick [Send Boaking Recuest Preferences]

s after completing enrolments by clicking the [Send Envolments] bufton

s TEc)

1) Your booking request has been received by iTEC.

Slide50
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Approx Days.
1s Consecutive  Ves

Couches

Theory Start Date: 160572019 07.00
Theory End Date:

Booking Qualification & Stude registration@vtct.org.uk (NB: Fees may apply).

800king Examiner Confimation

Examiner Name Confirmed Date Confirmed Days Email Exam Address

Booking Reports

on screen
Once you have completed all enrolments, for all qualifications
Booking Actions on the booking, select Send Enrolments.
'
2 Once Send Enrolments has been selected no additional
¢ e | students can be added. Once Send Enrolments has been

selected, additional students can only be added by emailing

Booking Qualification
No Of Students
1 Level 3 Diploma in Advanced Beauty Therapy (500/9528/6) - 195 Simpified Chinese 3 2 Click here to
= continue video
2 Love 3 Opluma n Acvances Beauty Therao (5009526195 | Encisn 3

ITEC

¥ vrTeT

1) Once you have completed all enrolments, for all qualifications on the booking, select Send

Enrolments.

Once Send Enrolments has been selected no additional students can be added. To add

additional students email registration@vtct.org.uk - include the relevant student and

qualification information and booking reference (NB: Fees may apply).

Slide51

¥ 'aDagq Centre Admin
Theory OnScreen o

Complete booking enroiments 12 weeks before te theory start date
Agsthetics Exams: k: s need 10 be registeredienrolied 14 weeks prior 1o exam sitting externalipractical.
tions & addresses Click [Send Booking Request P
Notry us after completing enrolments by clicking the [Send Enrolments] button at

Onéne IA Claim

under Y 0

oo th scren uncer () e

Student Search
tost

Campus Booking Preferences

s i Booking Catogory Praccal 8 Theory - BOOKINg Stage

Do a - # Stage " Date

Document Library Transfer No 73
Application Date

Help . oop Your enrolments have
Cotloge Jon Snow - E81176 ;

Change Password S been receieved by iTEC.
preference 1

Logout Preference 2

Preference 3
Approx Days
Is Consecutive e Replay video
Couches

Theory Start Date: | 181052019 07.00

Theory End Date:

On Screen

Booking Actions
'
:

ter ADDING bocking auzifications & addresses Cick[Send Booking Request Preferences)

T Noliy us after completing enrolments by clicking the [Send Enrolments] bufton

1) Your enrolments have been received by iTEC.
Help and support
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Tel: +44 (0) 2380 684500
Lines are open: 08:45-17:00 (GMT) Mon-Thurs
08:45-16:30 (GMT) Friday

Email: customersupport@vtct.org.uk

How to create a booking and enrol students_v3.0 August 2022
Information classification: Public Page 29 of 30
If printed this document becomes uncontrolled


mailto:customersupport@vtct.org.uk

Document Reference Number 3GUCD40

Document amendment history page

Version Document Owner Issue Date

1 Customer Support  02/04/2019
Manager

2 Customer Support  18/08/2020
Manager

3.0 Customer Support  30/08/2022
Manager

Document Review

Role Review Status

IT Manager (iTEC) Reviewed

Document Owner

Document Owner

Customer Support Manager

Document Sign-off

Role Sign-off Date

Customer Support 02/04/2019

Manager

ITEC

Changes

New document
Document reviewed

Slides 41, 42 and 43 updated

Document shared with

How to create a booking and enrol students_v3.0 August 2022

Information classification: Public
If printed this document becomes uncontrolled

W vrer

Role

Customer Support
Manager

Customer Support
Manager

Customer Support
Manager

Page 30 of 30



