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1) How to create a booking and enrol students

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

JARAQQUAT MR IRa0

Campus

ePortiofio 2 Theary 16052019 07:00

Huma Abbasi - E81180
on 211032019
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

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

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
Login Admin Chice.

Student Search

College
Campus Elaine
Huma
ePortiolo ian
Jane
Document Library Jon Snaw - EB1176
Law
yall

Help

Change Password

Logout

Booking Category: - Select - v

1) Give the booking a name.

Slide4

¥ “abaq Centre Admin

Home
Bacge Order Fom Cenire_Coordinator Jon Snow - E81176
College: | Dermo T e Reference: 14477 Emaik  jonsaw@victorg uk
Overseas Exam
Dates Phone: Fax: Website: VTCT

Enrolment

Centre Booking

Centre Booking External Reference Bocking guide

Theory OnScreen 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
Logout Sharon

Booking Category: - Select - v

1) Select the centre co-ordinator responsible for arranging the course(s).
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¥ ‘abaq Gentre Admin

Student Search

Login Admin

Centre Co-ordinator responsible for arranging courses

Alison

Amanda Select the Booking Category:

Chioe

College

Eae B Practical and Theory = a qualification that requires an iTEC examiner

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

Laua B |nternal Assessment = DO NOT USE THIS CATEGORY - THIS CATEGORY

;":ﬂ‘m HAS BEEN REPLACED BY THE VERIFIED QUALIFICATION CATEGORY

e’ ® 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:

1ITEC

Practical and Theory = a qualification that requires an iTEC examiner

Practical = only select this category if the booking is for a practical re-sit

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

Verified Qualification = any qualification that requires an External Quality Assurer

(EQA)
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v ‘aDaq Gentre Admin

Practical Exam Date Preference

Piease noie [0 praclical [equests We require 12 weeks nat

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

you will be presented with the highlighted options.

No of Couches:

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

Tick this box if you fequire onscreen theory exams
Theory Date  Date ddimmyyyy Time Hmm

Theory Start o7y o0y

weeks before the theory start date.

your booking detais.
Booking Enroiments] link

Save Booking

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

Slide7

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 oTv 00

Theory End

Complete booking ef

ts 12 weeks before the theory start date.

booking qualiications & aadresses urder [ 20

end Booking Request Preferences] nk to ensure that Your booking detais
Notity us after completing enrolments under ([T tab. Ciic Booking Enrolments] link.

Save Booking

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 joov

Preference 3 o7y jo0v

Approx Days:

No of Couches:

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

If you have selected category Theory you will be

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

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

Theory Start

o7y o0y

Theory End

Complete booking r

weeks before the theory start date.
qualltications & addresses unde
eferences] link to ensure 1

ments uncer [T

Save Booking

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:

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

If you have selected category Verified Qualification
you will be presented with the highlighted option only.
Tick this box if you reg
Theory Date  Date ddimmiyyyy Time HH:mm
Theory Start 07w 00w

Theory End

eks before the theory start dat
lifications & addresses

800 t Preterences] Ik to ensure n g
oty us afer completing enrolments uncer ([TERY tab. Click [Send Booking Enroiments] link

Save Booking

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

Piease e 0f pIacIKAl [quests we 1equ ek naiice

Proctical  Date ddmmYYYY  Time Hmm

i Examiner dates/start times cannot be guaranteed at

Psachs o @ this stage. Due to this you are required to enter 3

i SEEY O dates and start times in order of preference. NB: The

ity riv;| obie first date you will be able to select will be 12 weeks
from the current date.

Appeox Days:

No of Couches: Click here to continue video

@ Ifbooking days are not consecutive Untick this box and

provice details under Notes tab.

Theory Exam
Tick this box if you require onscreen theory exams

Theory Date  Date ddimmyyyy Time Hmm

Theory Start o7y o0y

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 Gentre Admin

Practical  Date ddimmYYYY  Time HH:mm

Date
Preference 1 18052019 orv foov
Preference 2 o7 [on

Preference 3 [1g052019 oy fo0v

To estimate the required examiner days please refer to
opcox Days:
the Lecturer guidance of the specific qualification(s).
No of Couches:
These guides can be located on the iTEC website.

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

Theory Exam
Tick this box if you require onscreen theory exams

Theory Date  Date ddimmyyyy Time Hmm

Theory Start o7y o0y

nd Booking Enroiments] ink

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.

How to create a resit booking _v3 August 2019
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Slide12

¥ aDaq Centre Admin

Practical Exam Date Preference

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

Preference2 |y

19 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 ddimmiyyyy Time HH:mm
Theor St o v o0y

Theory End

veeks before the theary start date.
booking qualifications & addresses unde
quest Preferences) link to en

Ives your booking detai's

nd Booking Enrolments] link

Save Booking

1) Enter the number of couches available.

Slide13

q Centre Admin

Practical Exam Date Preference

Preforence 1 (1052019 orvfoov

Preference 2 o7y 00w

Preference 3 o 00w

Appeox Days: [

Noof Couches: [5

@ It bookang 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 oy

Theory End

If you require paper based exams leave the box unticked.

st Preferences) ik to ensur

ooking fing cetais
s afer completing enrolments uncer [[TERRY teo.

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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v ‘aDaq Gentre Admin

Practical Exam Date Preference

Practical  Date ddimmYYYY Time HHcmm
Date

Preference 1 15 ore [0y

Preference 2 |17 o7y oov

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

@ Tick this box if you fequire onscreen teory exams. X
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

o7y 00y

weeks before the theory start date.

[ even [ Click here to continue video
your booking detais.
Booking Enroiments] link

Save Booking

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

¥ ‘abaq Gentre Admin

Practical Exam Date Preference

Practical  Date ddimmYYYY  Time HH:mm

Date
Preforence 1 (15052010 orv foov
Preference 2 (17052019 o7v [oov
Preference 3 [1g:052019 oy [o0v

ApproxDays: [
No of Couches: [g

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

Theory Exam
v Tick this box if you require onscreen theory exams
Theory Date  Date ddimmlyyyy Time HH:mm

o7v 00w

weeks before the theory start date.

booking qualitications & addresses \mnm ‘
o t Preterences] ik to ensure hat

e completing enrolments uncer [ETRRY tab. Clck S

1) Select Save Booking.
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¥ “aDaq centre Admin

Home

Badge Order Fom Centre_Coordinator Jon Snow - E81176

Enrolment

Theory Date

Date Created

Centre Booking

Theory OnScreen

Compiete booking enroime
Aesthetics Exams: leamers need 1o be regist
Notry us afier

aate
dlenrolied 14 weeks prior to exam sitting extemnalpractical,
ING booking qualifications & addresses Click [Send Booking Request
IPORTANT Nty us after completing enrolments by clicking the [Send Enrolments) button at

Onene IA Claim

Student Search

Login Admin

Campus Ensuring that you are on
ePortiolo the Qualification tab...
# Booking Qualification Language (Approxj No  Student

Of Students Count
Document Library

Help

Select Qualification for Booking:
Quailication |~ Select

Language  [Engish v
Lagout
o Number OF
Students

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

Booking ID 815 External Ref Bookng ouice centre emo Test Cose
Overseas Exam o ke
Dates Category Practical & Theory Transter No Application Date

Parent on screen Created By Jon Snow - E811T6

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

Slide17

¥ “aDaq Centre Admin

jome
adge Order Fom Centre_Coordinator Jon Snow - EB1176
. Booking ID 815181 Extemal Ref Centre omo Test Callege (
erseas Exam
at Category Prachical & Theory Transfer No Application Date
Parent On Screen Yes Creatsd By Jon Snow - EB1175
nroiment
Theory Date 1610572019 07:00 Date Created 211032

entre Booking

Not
heory OnScreen

mplete booking enfoiments 12 weeks before the theory start date
Aesthetics Exa mers 1 registeredienrolied 14 weeks prior
Notfy us after ADDING booking qualifications & addresses
e

test

e D D D D VD )

Fampus Booking Qualification

Portfolio

bnine 14 Claim

AN
tudent Search

# Booking Quallfication Language (Approx) No _Student

Of Students Count
ocument Libeary

e

Select the first qualification for this booking.

 make sure you have acded corect address types for Booking under Tab

e
Select Qualification for Booking:

hange Password e~ |
Langusge  Engisn v

gout

ok Number Of
Students

1) Select the first qualification for this booking.

iTEC ¥ vTCT

NB: Ensure that the qualification selected is the same qualification the learner was originally enrolled on to.

How to create a resit booking _v3 August 2019
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¥ ‘abaq centre Admin

Not
Degpy Ccieon Complete booking ents 12 weeks before the theory start date.
Aesthetics Exams: leamers need to be registeredienolied 14 weeks prior to exam siting extemapractical
Notify us after ADDING booking qualifications & addresses. Click [Send Booking Request Preferences] ink under [T tab.
INPORTANT Noify us afer compieting enrolments by clicking the [Send Enrolments] button at the bottom of the screen under [T tab.

nline 1A Claim

tudent Search

ogin Admin

10 0 2 ) )

ampus Booking Qualifica

- # Booking Qualification Language (Approx) No _ Student
Of Students Count
cument Library
el
Select Qualification for Booking:
s Pasvidor Qualification [Level 3 Diploma in Advanced Beauly Therapy (500/952816) (VRO 1nt D) - 195
Language | Engien Select the appropriate language.
ogout

‘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

Note

Complete booking enrolments 12 weeks before the theory start date

Aesthetics Exams: leamers need to be registeredlentolied 14 weeks prior to exam siting extemalpractical

Notiy us afer ADDING booking qualifications & addresses. Ciick [Send Booking Request Preferences ink under [ tab
INMPORTANT Nty us afer compieting enrolments by clicking the [Send Enrolments] button at the bottom of the screen under (TSR tab

nline 1A Claim

tudent Search

login Admin

BSOS 0 T EEDCEEETD

- Booking Qualifica

Portolo
# Booking Gualfication 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 =1
i Number Of
Students

Select Save.

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

1) Select save.

How to create a resit booking _v3 August 2019
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Slide20

¥ ‘abaq centre Admin

Home

Baoge Order Fom

Booking 1D 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 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

Student Search

Loghreciy Ao sten | o st ten
g oking Qualification
ePortfolic

# Booking Qualification Language (ApproxNo  Student
Of Studeats  Count

Document Library

l‘ Lovet 3 Dpioma n Agvanced Beauty Theragy (500952816 195  Englsh 3 l ca
Help —
The qualification has been added.
Change Password Select Qualification for Booking:
Qualification | Level 3 Diploma in Advanced Beauly Therapy (500/9528/6) (VRQ.int Dip) - 195
Logout

Language  [English v

Number OF |3 o

Students Repeat these steps to add additional
ualifications and/or languages.

[sov q guag

.

1) The qualification has been added.

Slide21

¥ ‘abaq centre Admin

Home

Badge Order Fomm

8ooking 1D B15181 External Ref Bookng guice Centre
Overseas Exam . o

Category Practical & Theory Transier No Application Date

parent On Scroen Yos Created By Jon Snow - E81IT6
Enroiment

Theory Date 16052019 07.00 Date Created 20032019 1147
Centre Booking

Note

Theory OnScreen
Complete booking enrolments 12 weeks before the theory star 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
RTANT Notry us afier completing enrolments by clicking the [Send Envolmens] buton at the boftom of the screen uncer [Ty ta

Onine IA Claim

Student Search

Login Admin | Aca student | Add Rest Sent
Campus
ePortioio

# Booking Qualification Language (Approx)No  Student
Of Students Count

T p—r— [oces
3 0ot

5 | Engil

Document Library

1 Levet 3 Dploma in Acy

Help

2 Lavel 3 Diploma in Advanced Beauty Therapy (50

Change Password

ogout Select Qualification for Booking:
Qualification | Level 3 Diploma i Advanced Beauty Therapy (500/9528/6) (VRQ.int Dip) - 1

Language [ Simgified Chinese v

NumberOf 3
Students

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

How to create a resit booking _v3 August 2019 Page 13 of 25
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¥ ‘abaq centre Admin

Home
Bacge Order Fomm Centre_Coordinator Jon Snow - E81176

Booking 1D 815181 External Ref Bookng uice centre e Test Cofege (21
Overseas Exam g 0o 9
Dates Category Praciical & Theory Transter No Application Date

Parent on Screen Yos Createa By Jon Snow - E81176
Enrolment

Theory Date 1605201907.00 Date Created 20032019 1147

Centre Booking

Note
Complete booking enrolmer
Aesthetics Exams: iean
Notry us aftes

Theory OnScreen

2 weeks before the theory start date

vers need 1o be registeredientalied 14 weeks prior to exam siting extemalipractical.
G booking qualifications & addresses Click [Send Booking Request Preferances) ink under 0.
IMPORTANT Notty us after completing enrolments by clicking the [Send Enolments] button at the bottom of the screen under [ 120,

Onine IA Claim

Student Search

Campus =
Add Booking Address  Go to the Address tab...
ePortfolio Address Type Select v
Document Library Addrons SRS
Note
Help
Change Password
Adaress Type Address 1D Address Note Date Created
Logout
1 Practical Exam 501 Demo house Demo Street Dema town E12 6LL London Spain 211032019 m
2 Results/Cort Delvery 601 Demo house Demo Steet Demo town E12 5LL London Spain  System Auto  21/03/2019 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

Y "aDaq Centre Admin

Home

Bacge Order Fom Centre_Coordinator Jon Snow - E81176

. Booking 1D B15181 External Ret Bookng uice centre emo Test
Overseas Exam
Dates Category Praciical & Theory Transer No Application Date

Parent on Screen vos Created By Jon Snow - E81176
Enrolment

Theory Date 16/052019.07.00 Date Created 20032019 1147
Centre Booking

Note

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

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

Oniine 1A Claim

Student Search

Select the address type:

e Address —Seleci— v 2

Docurment 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 ResultsiCort Delvery 601 Demo house Damo Steet Demo town E12 6LL London Spain - System Auto 211032019 m

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 resit booking _v3 August 2019
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Slide24

¥ ‘abaq centre Admin

Home

Baoge Order Fom

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

Parent on Screen vos Creato 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.
us after ADDING booking qualifications & addresses. Click [Send Booking Request Preferences) ink under [[Tag] tao.

oot ne screen uncer [ 20

Onine IA Claim

NT Notrfy us afier completing enrolments by clicking the [Send Enrolments] button at the
Student Search el 9 et ]

Campus ’
Add Booking Address
ePortiolio Address Type | Pracical Exam v
Dot iy [fodess  omma +| Select the address.
Note
Help
Change Password
Address Type Address 1D Address Note Date Created
Logout
1 Practical Exam 60t Demo house Demo Street Dema tawn E12 8LL London Spain 211032019 m
2 ResuContDelvory 501 Dermo house Damo SteetDema toun E12 0L Londen 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) Select the address.

Slide25

Y "aDaq Centre Admin

Home

Bacge Order Fomm Centre_Coordinator Jon Snow - EB1176

e Booking ID 815181 External Ref Bookng guice Centre emo Test Code
Overseas Exam
Dates Category Transfer No Application Date

Parent On Screen ¥os Created By Jon Snow - EBMIT6
Enrolment

Theory Date 161052019 07.00 Date Created

Centre Booking
Note
Theory OnScreen
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 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

Oniine 1A Claim

Student Search

o ot | Reve J adses ] votes J uatcason | s stoer ] s et s
g Add Booking Address

ePortiofio Address Type | Pracacal Exam v

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

Address " house Demo Stes

Document Library

Help

Change Password

Address Type Address D Address Note Date Croated
Logout
1 Practical Exam 50t Demo house Demo Street Dema town E12 LL Londen Spain 211032019 m
2 ResultsiCort Delvery 601 Demo house Damo Steet Demo town E12 6LL London Spain - System Auto 211032019 m

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 resit booking _v3 August 2019 Page 15 of 25
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Slide26

¥ ‘abaq centre Admin

Overseas Exam
Dates

Enrolment

Centre Booking

Theory OnScreen

Onine 1A Claim

Student Search

Login Admin

Campus

ePortioio

Document Library

Help

Change Password

Logout

008cph1Sibins:

Centre_Coordinator Jon Snox

Booking ID 815181 External Ref Bookng guice Centre omo Test Cotiege (2
Category Practical & Theory Transler No Application Date

parent On Scroen Yos Created By Jon Snow - E811T6
Theory Date 16052019 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.

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,

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

Address Type | Prac

=0 v

Address [Demo house Demo Strest Demo fown E12 6LL London Spain ¥
Note
Select Save.
Adaress Type Address 1D Address Note Date Created
1 Practical Exi 501 Demo house Demo Street Demo town E12 6LL London Spain 211032019 m
2 ResullsCort Delvery 801 DamohauseDamo SteetDaaoun E12LL Londn span Systemuto 2utszore (Y

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

1) Select Save.

Slide27

Centre Booking
Theory OnScreen
Onling 1A Claim
Student Search
Login Admin
Campus
ePortfolio
Document Library
Help

Change Password

Logout

Note

Complete booking enrolments 12 weeks before the theory start date.

Aesthetics Exams: learners need to be registered/enrolled 14 weeks prior to exam sitting extemnal/practical

Notify us after ADDING booking qualifications & addresses. Click [Send Booking Request Preferences] link under m tab
IMPORTANT Notify us after completing enrolments by clicking the [Send Enrolments] button at the bottom of the screen under m
tab.

fest

[ £t ] Review | [ Notes | Add Student | Add Resit Student
Add Booking Address

Address Type | Practical Exam v

Address Demo house Demo Street Demo town E12 6LL London Spain v

Rec saved

Address Type Address 1D Address Note Date Created
1 Practical Exam 601 Demo house Demo Stieet Demo town E12 6LL London Spain 1910772018
2 Resulls/Cert Delivery 601 Demo house Demo Stieat Demo town E12 6LL London Spain  System:Auto 1910772019

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

1) Go to the Add Resit Student tab..

How to create a resit booking _v3 August 2019
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ITEC

Slide28
1 Admin | fest
o v | s v ctin s s s
us
. Booking Resit Enrolment
olio

Select Qualification
ment Library Level 2 Diploma for Beauty Specialists (500/9368/X) - 192 English v
Y

] Assignment
[ Internal Task
1ge Password 0 mMca
: ] Portfolio of Evidence
Ui

[ Practical examination
[ Practical performance
[ Treatment/Service evidence

Select Resit Units
RED indicates compulsory units, Green indicates optional units. Select/ Tick the RESIT check box next to unit.
Resit Qualification Unit

1 [ 600 Folow Health and Safety Practice in the Salon

2.0 611 Salon Receplion Duties

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

Slide29
1 Admin l fest
e [ oo | s ot ] vt st o su
us
o Booking Resit Enrolment
olio

Select Qualification

ment Library Level 2 Diploma for Beauty Specialists (200/9368/X) - 192 English *

Select Assessment/Exam Category

[] Assignment
[l Internal Task
ige Password 0 mMca
X ] Portfolio of Evidence
u

] Practical examination
(] Practical performance
[ Treatment/Service evidence

Select Resit Units
RED indicates compulsory units, Green indicates optional units. Select/ Tick the RESIT check box next to unit.
Resit Qualification Unit

10 600 Follow Health and Safety Practice in the Salon

2.0 611 Salon Reception Duties

1) Select category that the student is re-sitting

How to create a resit booking _v3 August 2019
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Slide30

==
n 1

T G T I I S

Booking Resit Enrolment
select Quannication

-inrary [Level 2 Diploma for Beauty Specialists (S00/93668/X) - 192 English ~ |
Select AssessmentEXam Category

= Assignment

= Intemal Task
s = MG

= Portrolio of Evidence

Fractical examination

Fractical perdormance
TreatmentService evidence

Sslsct Rezit Units.

RESIT cnsck Box next to LRt
Reosit Quanmication Unit

804 Frovide M

1
3
a
&
-
o
=

LE I

EE (= 807 Instruction On Maka-Up Application

iE I 208 Frovide Eyelash Ferming

ol 811 Dasign And Apply Menani Skin Decoration

ol o 815 Provide Threading

ol 816 Remove Hal o Sugaring

2l 908 Create an Image Based on a Themea within the Hair and Beauty Industry
=4 817 Facial Gare For Men

1) Select the unit(s) that the student is re-sitting

Slide31

2 g 630 LISplay Stock to Promote Sales in a Salon
13 [ 807 Instruction On Make-Up Application

14 [ 808 Provide Eyelash Perming

15 [ 809 Apply Individual Permanent Lashes

16 [ 811 Design And Apply Mendni Skin Decoration

17T @ 812 Provide Nail Ant

18 [J 815 Provide Threading

19 [ 816 Remove Hair Using Sugaring

20 [ 817 Provide Ear Piercing

21 [ 908 Create an Image Based on a Theme within the Hair and Beauty Industry
22 [ 917 Facial Care For Men

Add Existing Student:

Note: for existing ITEC students, search student using ITEC Reference number to avoid creating duplicate student entries with different
ITEC Reference numbers, or contact ITEC

Search: Search Student IEE L EL IR Sc-rch Existing Student

1) Group (for paper based exams only)

How to create a resit booking _v3 August 2019
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Slide32

12 630 Lisplay Stock to Fromote Sales in a Salon
13 807 Instruction On Make-Up Application

14 808 Provide Eyelash Perming

15 809 Apply Individual Permanent Lashes

16 811 Design And Apply Mendhi Skin Decoration

17 @ 812 Provide Nail Art

18 815 Provide Threading

19 816 Remove Hair Using Sugaring

20 817 Provide Ear Piercing

21 908 Create an Image Based on a Theme within the Hair and Beauty Indusiry
2 917 Facial Care For Men
Group: |1 v

Add Existing Student:

Note: for existing ITEC students, search student using ITEC Reference number to avoid creating duplicate student entries with different
ITEC Reference numbers, or contact ITEC

Search: Search Student In First Name Ml Search Existing Student

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

14 508 Proviae Lyelasn Parming
15 809 Apply Individual Permanent Lashes
16 811 Design And Apply Mendhi Skin Decoration

17 @ 812 Provide Nail Art

18 815 Provide Threading

19 216 Remove Hair Using Sugaring

20 817 Provide Ear Piercing

2 908 Create an Image Based on a Theme within the Hair and Beauty Industry
2 917 Facial Care For Men

ITEC Reference numbers, or contact ITEC

Search: Search Student In: First Name A

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.

How to create a resit booking _v3 August 2019 Page 19 of 25
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16 811 Design And Apply Mendhi Skin Decoration

17 ¥ 812 Provide Nail Art

18 815 Provide Threading

19 816 Remove Hair Using Sugaring

20 817 Provide Ear Piercing

21 908 Create an Image Based on a Theme within the Hair and Beauty Industry
22 917 Facial Care For Men

Group: |17

Add Existing Student:

Note: for existing ITEC students, search student using ITEC Reference number fo avoid creating duplicate student entries with different
ITEC Reference numbers, or conlact ITEC

1 First Name M| Search Existing Student
First Name
Last Name

ITEC Student Reference

Search:Search Student

1) You can now add an existing iTEC student; enter either First Name, Last name or iTEC student reference number,

select the corresponding option within the In: dropdown list and then select Search Existing Student.

Slide35

Group: 17

Add Existing Student:

Note: for existing ITEC students, search student using ITEC Reference number to avoid creating duplicate student enfries with different
ITEC Reference numbers, or contact ITEC

Search)E11323

Student Name

m; ITEC Student Reference v

DOB Email Disable

1 Ace Ventura-E11323 | 04/01/2001 ELEI Save Eicfing Studert

1) Once the student has been located, select Save Existing Student

How to create a resit booking _v3 August 2019
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Slide36

¥ ‘abaq centre Admin

Home

Baoge Order Fom

Booking 1D B15181 External Ref Bookng uice Centre emo Test
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 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 Preferances] ink under tab,
IPORTANT Nty us afer completing enroiments by clicking te [Send Enrolments) button at the boftom of the screen uncer ([g) tao.

Onine IA Claim

Student Search

Login Admin

i Booking Enrolment  Go to the Review tab..
ePortfolic Bulk Import
Select Qualification:
Document Library Level 3 Diploma In Advanced Beauty Therapy (51 5 Simplifiec Chinese ¥
Help Level 3 Diploma in Advanced Beauty Therapy (500/9528/6) - 195 Simplified Chinese
Change Password RED indicate sisory units, Green indicates optional units. If student is not in any opfional unit tick the Disable check box next to optional unit

Disable Qualifcation Unit

Logout 1 §
2 9 Working In The B
3 °
4 822 Provids Body Massage
5 3 Provioe Body Elecramarapy Treatments

c/college/BookngReview aspxBookingiD=M... 1130y Treatmants -

1) Go to the Review tab..

Slide37

¥ “aDaq Centre Admin

NT Notiy us after completn y cicking the [Send Enroiments] buton at he battom of the screen unde L
it Nty us after completing enrolments by cicking the [Send Enfolments] buton at the bottom of the screen uncer [EEEY tab

ot
A o T rvowT o J oo T cuatncoson J s stoson T et stoont
Campus 4
¥ Booking Preferences
ebatiolo Booking Category | Precical & Theony Booking Stage
¥ Stage " Date
Document Library Transter e Caim
Applcation Date )
Hel
e s | 2
Co-ordinator 1628
Change Password
Preference 1 16051201
Logout Preference? 17052019 Check the booking details.

Preference 3

Avprox Days If any of the details are incorrect, go back to
s Consecutie the appropriate tab and make changes.
Couches

Theory Start Date: 1610572019 0700
Theory End Date:

o0 screen

Booking Actions

'

Rl 5o rvonen |

2

completing enrolments

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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Slide38

¥ "abaq centre Admin

‘Approx Days.

Is Consecutive Ve
Couches 6

Theory Start Date:  16105/2019 07.00
Theory End Date:

On Screen Yo

Booking Actions

When you are satisfied that all the
booking details are correct, select

LN send Envoimer iy olments] button
Send Booking Request Preferences.
Rl cresic Pt Free Onscreen Theory Resit Bookmg

Booking Qualification & Student

Booking Qualification Language (Approx) Student Count
No Of Students

ing Request Preferences]

1 Leve! 3 Diloma in Advanced Beauty Therapy (S00S528/6)- 105  Simpified Chinese | 3 2 ‘Student
2 Levet 3 Dploma in Advanced Beauty Theraoy (5009528/6) - 195 | English 3

800king Examiner Confimation

Examiner Name Confirmed Date Confirmed Days Email Exam Address

Booking Reports

Report -

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

Preferences.

Slide39

¥ “abaq Centre Admin

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

leamers need 1o be registeredientolied 14 weeks prior 1o exam siting extemnalipractical.

ING booking qualifications & addresses. Click [Send Booking Request Preferences) ink under [[Tag] tab.

NT Nottly us after completing enrolments by clicking the [Send Enrolments] button at the bottom of the screen uncer [ t2b.

Onkne 1A Claim

Student Search

test

Conpes Booking Preferences

i Booking Category Practcl 8 Theary  BoOKing Stage
Document Library Transfer No #1 ss0s ool Uiy
Application Date 0 .
i Cotoge ppe—— Your booking request has
Change Password Leonetior been receieved by iTEC.
preference 1 180520190700
Logout Preference 2 17/05/2019 07.00
Proersnce3 150520190700
Approx Days
15 Consecutve Yas
Couches

Theory Start Date: | 161052013 07.00
Theory End Date:

On Screen ves

Booking Actions
:
:

1) Your booking request has been received by iTEC.
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Slide40

¥ aDaq Centre Admin

ADprox Days.

Is Consecutive

Couches

Theory Start Date:  16105/2019 07.00
Theory End Date:

On Screen

Booking Actions on the booking, select Send Enrolments.

R Send Booking Request Preferences

Once Send Enrolments has been selected no additional
9 | students can be added. Once Send Enrolments has been

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

Booking Qualification
No Of Students

1 Level 3 Diploma in Advanced Beauty Therapy (500/0528/6) - 195 Simplified Chinese 3
2 Leve! 3 Diploma in Advanced Beauty Theragy (500/9528/6) - 195 - English 3

800king Examiner Confimation

Examiner Name Confirmed Date Confirmed Days Email Exam Address

Booking Reports

Once you have completed all enrolments, for all qualifications

selected, additional students can only be added by emailing

Click here to
continue video

¥ 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).

Slide41

¥ “aDaq Centre Admin

Theory OnScreen
sian date

4 14 weeks prior 1o exam siting extemalpracical.

oking qualifications & addresses Click [Send Booking Request P 5] ik under m tab.

e NT Notify 1 completing enrolments by clicking e [Send Enrolments] button a rom of the screen uncer ([T ta0.

Onine 1A Claim

Student Search ik
e D D D )

i Booking Preferences

ePortioo

Booking Category  Praciical & Theary Booking Stage
# Stage A Date
&

Document Library Transfer No
Application Date
i Your enrolments have

been receieved by iTEC.

College Jon Snow - ES1176
Co-ondinator
Change Password
Preference 1

Logout Preference 2

Preference 3
Approx Days.
Replay video

s Consecutive

Couches

Theory Start Date: | 161052013 07.00
Theory End Date:

On Screen ves

Booking Actions
1 oty s ater ADDING bookng cusifcaions & addresces

d Booking Request Freferences]

afer completing enrolments by clicking the [Send Ervolmens] button

1) Your enrolments have been received by iTEC.
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Help and support

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
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