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1) How to create a booking and enrol students
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¥ “abaq Centre Admin
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Bacge Order Fomn
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Dates

Enrolment

Theory OnScreen

Onne IA Claim

Student Search

Login Admin

Campus

ePortiolo

Document Library

Help

Change Password

Logout

Add New Booking

Booking / Purchase Order List

# Reference ExtRef

1 [EEGEY Teitbooking

:

s

4 TEST ANNA

-

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

Category

Prachcal & Theory

Practcal & Theory

PracticaiDate  TheoryDate  Enrolment  Created
16052019 07:00 Jon Snow - EB1176
on 21032018
1605201907.00 2 Huma Abbasi - E81180

on 211032019

210372019 07:00 Huma Abbasi - E81180
on 211032019

310572019 07:00 Calege Admin - C123456

on 201032019

Action

1A Claim

1A Clam

5 5
IHEHE EIHE HIHE EHEHE

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

Baoge Order Fom

Overseas Exam
Dates

Enrolment

Onne I Claim

Student Search

Login Admin

Campus

ePortioio

Document Library

Help

Change Password

Logout

College: Demo

Phone: Fax

Website: VTCT

Centre Booking

Emmm-mance: Give the booking a name.

Invoice Required

Centre Co-ordinator responsible for arranging courses

Alison

Amanda

Chioe.

College

Elaine

Huma

fan

Martin

Runa

Booking Category: - Select -

1) Give

Slide4

¥ “abaq Centre Admin

Home
Bacge Order Fomm

Overseas Exam
Dates

Enrolment

Onine (A Claim

Student Search

Login Admin

Campus

ePortiolo

Document Library

Help

Change Password

Logout

the booking a name.

Centre_Coordinator Jon Snow - E81176

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

Phone: Fax: Website: VTCT

Centre Booking
Extermal Reference ogong quice

Invoice Required

}Centre Co-ordinator responsible for arranging courses|

Alison
Amanda
Chioe:
College
Elane
Huma

Select the centre co-ordinator
e responsible for arranging the course(s).

Lyall
Martin
Paul
Runa

Booking Category: - Select -

iTEC ¥ vTCT

1) Select the centre ecordinator responsible for arranging the course(s).
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¥ ‘abaq Gentre Admin
Centre Co-ordinator responsible for arranging courses

Student Search Alison

Amanda Select the Booking Category:

Chios

College
Campus Elaine 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

Lavra B |nternal Assessment = DO NOT USE THIS CATEGORY - THIS CATEGORY
Help Lyall

St HAS BEEN REPLACED BY THE VERIFIED QUALIFICATION CATEGORY
B ® Verified Qualification = any qualification that requires an External Quality
Assurer (EQA)

Click here to continue video

Tactioal & Theory
Practial
Theory

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

1) Select the Booking Category:

Practical and Theory a qualification that requires an iTEC examiner
Practical= only select this category if the booking is for a practicaitre
Theory= only select this category if the booking is for a theorgite

Internal Assessment DO NOT USE THIS CATEGUORS CATEGORY HAS
BEEN REPLACED BY THE VERIFIEDCMTMDNFCATEGORY

9 Verified Qualification= any qualification that requires an External Quality Assurer

(EQA)

= =4 =4 =
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v ‘aDaq Gentre Admin
Practical Exam Date Preference

Practical  Date ddimmYYYY  Time HH:mm

Date
Preference 1 o7 :[00v
Preference 2 07v 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:

@ Itbooking days are not consecutive
provide details under Notes L3

[Theory Exam

Tick this box if you fequire onscreen theory exams
Theory Date  Date ddimmyyyy Time Hmm
Theory Start o7 v|:[00 v

Theory End

ks before the theory start date.
ications & addres:

ferences) link to ensure 1

roiments uncer [T teo.

your booking detais.
ooking Enrolments] fink

Save Booking

1) If you have selected categdpyactical and Theoryou will be presented with options:
Practical Exam DatBreferenceand 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:

@ Ifbooking 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
Theary Star o vl 00w

Theory End

Complete booking enrol

weeks before the theory start date.

ualifications & addresses under [T tao

I booking etais
ooking Enrolments] ik

Save Booking

1) If you have selected categdpyacticalyou will be presented with optioRractical Exam Date
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v ‘aDaq Gentre Admin

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

12 weeks before the theory start dale.

e

ur booking details
nd Booking Enroiments] ink

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

Slide9

v ‘aDaq Gentre Admin

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

1) If you have selected categovgrified Qualificationyou will be presented with option
Theory Exam
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Practical Exam Date Preference

Please note 10 Practical [equests We Tequire 12 Weeks natice.

Practcal  Date ddimmYYYY | Time Hiimm

Deie Examiner dates/start times cannot be guaranteed at

isens or %) this stage. Due to this you are required to enter 3

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

LR 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 daimyyyy Time Hitnm
Tmeory stan o v fooe

Theory End

Complete booking enrolments 12 weeks before the theory start date.
" OING boking qualteations & ccresses uner [ o0
: rterences ik o ensure it g oeats

iments uncer ([ERY tab. Ciick [Send g Enrolments] link

N

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 preferenbd: The first date you will be able to
select will be 12 weeks from the current date.

Slide11

Practical Exam Date Preference

lease note for practical requests we require 12 weeks natice.

Practical  Date dd/mmYYYY  Time HH:mm

Preference 1 (151052019 0Ty Joov
Preference 2 (17102019 o7y [oov
Preference 3 (1052019 o7 [o0v

To estimate the required examiner days please refer to
opcox 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 daimyyyy Time Hitnm
Tmeory star o) [o0 v

Theory End

Save Booking

1) To estimate the required examiner days please refer to the Lecturer guidance of the specific
gualification(s). These guides can be located onTiEeC website
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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

ApproxDays: [

Enter the number of couches available.

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

Theory Exam
Tick this box if you feguire onscreen teory exams
Theory Date  Date ddimmiyyyy Time HH:mm

Theory Start o7y o0y

weeks before the theory start date.

your booking detais.
Booking Enrolments] ink

Save Booking

1) Enter the number of couches available.

Slide13

v ‘aDaq Gentre Admin

Practical Exam Date Preference

Practical  Date ddmmYYYY  Time HH:mm
te

Preference 1 (15105201 orvfoov

Preference 2 (171052019 oy [o0v

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.

Complete booking enrolments 12 weeks before the theary start dats
ing qualifications & addresses
eferences] link to ensure that

ting enroiments under (IR tab. Click

tan,

ives your booking details
Booking Enroiments] ink

1) If onscreen theory exams are required enstinat you tick the box.

If you require paper based exams leave the box unticked.
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¥ "aDaq centre Admin

Practical Exam Date Preference

St we require 12 weeks natice

lease note 10f practical requests we requ
Practical  Date ddimmYYYY  Time HH:mm

Preference 1 (15052019 | (07 v [o0 ¥
Preference 2 171052019 (o7 (00 ]
Preference 3 (1052019 [o7v o0+
Approx Days: [y

Noof Couches: [5

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

For on-screen exams:
Theory Exam

@ Tick this box if you fequire 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 Himm
Theory Stat o7y o0y

Theery End

Complete booking enolments 12 weeks before the theary start date i

Notity us afier ADDING booking qualifications & addresses under [T 120 Click here to continue video
Click [Send Booking Request Preferences] ik to ensure hat we receives your booking cetais

Notify us after completing enrolments under tab. Click [Send Booking Enrolments] link.

1) For onscreen exams:
Select the theory start date (leave the start time as default, 7am). Although the first date you
will be able to seleawill 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

1) Select Save Booking.
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