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1. How to enrol students on to an existing booking

Slidel

How to enrol students on to a booking

iTEC W vrer

Slide2

Y "aDaq Centre Admin

Home

Badge Order Form Centre_Coordinator Jon Snow - E81176

Search In: - ALL B search

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

Booking / Purchase Order List

on 201032018

# Reference ExtRef Category Practical Date  Theory Date Enrolment  Created Action
Online IA Claim Status
1 | R [Textoocking  Pracical & Tneory 161052018 07:00 Jon Snow - ES1176 [ reven |
Student Search - on 211032018 “
ePortfolo 2 - Theary 161052019 07:00 2 Huma Adbasi - 81180 m
B15176 eary Ll 9 2 luma Abbasi - E81180
on 211032018
Chiange Password 3 Theary 21032019 07:00 Huma Aobsi - E61160 [ roven |
on 21032019 m
4 TEST ANNA Practical & Theory 311052018 07:00 Coflege Admin - C123456 m

fingbram.aspx BookingID=LTE

t

1) Ensuring that you are on the Centre Booking page, select the applicable booking
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Slide3

¥ ‘abaq centre Admin

Home

Baoge Order Fom

Booking 1D 815181 External Ref Bookng uice centre
Overseas Exam . 0
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

Theory OnScreen

Complete booking enroim he theory start date
Aesthetics Exams: lean dienvolled 14 weeks prior 10 exam siting extemalipractical.

o cta
NI Gl Notfy us ater ADDING booking qualifications & addresses. Click [Send Booking Request Preferences) ink under ([ tab.

Student Search

st
campus :
Booking Enrolment  Go to the Add Student tab..
ePortfolic Bulk Import
Select Qualification:
Document Library Select Quanncation v
Help - Select Qualification --
Chidbos Pasewind RED indicate sisory units, Green indicates optional units. If student is not d enrolment in any opfional nit tick the Disable check box next to optional unit
- Group: 1 v |Select Booking Qualfication First
Logout

Add New Student: Add Existing Student:

T Note: for exstng students, search
Wih @fferent Reference numbers, of contact us

Last Name
Search dert i First Name B Search Exising Stugent
Extemal
Reference
Email -

1) Go to the Add Student tab

Slide4

¥ ‘aDaq Centre Admin

Notify us after completing enrolments by clicking the [Send Enrolments] button at th

m of the screen under [T tab.

Student Search

Campus

Booking Enrolment

ulk Import

Featon Select the qualification that you
aiemen- '] want to enrol the student on to.

Document Library

Help -- Select Qualification --
RED indicates compuisory units, Green indicates optional units. If student is not required enrolment in any optional unit tick the Disable check box next to optional unit
Group: 1 ¥ |Selact Booking Quarfication First

Add New Student: Add Existing Student:

Nole for , searc! tudent loaved
with dfferent Reference numbers, of contact us

Change Pas

Logout

*First Name

Last Name
SearchiSearch Studer o[ Fir

Bl Search Existing Student

Extemal
Reference

Email

*00B

ddmmiyyyy

Gender NOF

ssement Group. Al Rights Resery

1) Select the qualification that you want to enrol the student on to.
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Slide5

v ‘aDaq Gentre Admin

MPORTANT Notiy us after completing enrolments by clicking the [Send Envolments] button at he bottom of he screen undes 1ab.
Student Search ) S e ot =
test

oo [ D (D) G

i Booking Enrolment
ePortfolo ulk Import
Select Qualification:
Document Library Level 3 Diploma in Advanced Beauty Therapy (500/9528/6) - 195 Simplified Chinese v
felp Level 3 Diploma in Advanced Beauty Therapy (500/9528/6) - 195 Simplified Chinese
Change Passwora RED indicates compuisory units. Green indicates optional unis. If student is not required enrolment in any optional unit tick the Disable check box next to optional unit
Oisable Qualficaton Unit
Logout -
2
3 iated Ine
B
5
6
7
8
9
0 neal Eplaton For any qualification that contains
1 optional units you must select the units
7 that the students ARE NOT STUDYING.
13
% = = = Click here to continue video
iy A A =

1) For any qualification that contains optional units you must select the optional units that the
students ARE NOT STUDYING.

Slide6

v ‘aDaq Gentre Admin

0 NT Notify us after completing enrolments by clicking the [Send Enrolments] button at the bottom of the Screen uncer 1ab.
Stugent Search er compleing 9 ] enuncer ()

o (0 D D D D ) T

Sapes Booking Enrolment
ePortiollo Bulk Import
Select Qualification:
Document Library Level 3 Diploma in Advanced Beauty Therapy (500/9528/5) - 195 English v
Help Level 3 Diploma in Advanced Beauty Therapy (500/9528/6) - 195 English
Shae Passiond RED Indicates compuisory units, Green indicales optional nits, If student is not required envolment in any optional unit tick the Disable check box next 10 ptional unit
. Disable Quaification Unit
Logout 1 513 Monitar and Maintan Heait and Safaty Practice n the Salos

5
6
: - These two units have NOT BEEN
- e SELECTED which means that the
= mmm;r = student IS STUDYING THESE UNITS.
" @ 829 Provide Spa Tr
Click here to continue video
12 9
B e
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.
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v ‘aDaq Gentre Admin

0 9
" e
129

5 g

" g

Paper based exams only:

Add New Student: Add Existing Student:

Note: for existing studsns, Search student using eties
Wi @fferent Reference numbers, o Contact us.

SearchiSaarcn Stugen! o First Name R search Existng Student

e The Onigns Of Massage And Pricp

*First Name
Last Name

Extomal
Reference

Email

ddimmyyyy

Gender MOF

1) Group (for paper based exams only)

Slide8

, 3
¥ ‘aDaq centre Admin
7 s
8
9
g
"
g
RER
ua 15 O iassage Ang Prmcipes Of Complamentary And Atsmatve Neacne
Group: 1 v
Add New Student: Add Existing Student:
e Note for wising stuoans, sarch stadent using enmes
vt aleren: Referance pumzers,of conact s
Lasthame
SearendSaan Suen o P s .
Exemal
Reference
emai
‘008 If you have selected to conduct paper
adm :
':' m based exams, you need to consider how
Gender -
many students you can accommodate
per exam session. For example:
ULN
Click here to continue video
Save New Student
02012019 T AssessmentOroup, A it 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:
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0 9
" e
129

)

* g 926 Explre The Origins Of Massage And Prncipies Of Complementary And Atlemative Medicine

Add Existing Student:

Note: for exssting stugens, Searcn student using eties
Wi @fferent Reference numbers, o Contact us.

Last Name

SeareniSaan Suen o P s .

External

Reference

Emai If your exam room can accommodate 10 students, and

o you are going to be adding 20 students for the

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

Gender . e

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

uw group of students receive different exam papers.

Click here to continue video

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

iTEC ¥ vTCT

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.

Slide10

¥ “aDaq Centre Admin

Group: 17

Add New Student:|

|Add Existing Student:

“First Name Note: for exstng students, search student using ‘eaties
Vi aforent Refar8nco numpers, of ontact us.
LastName
SearchiSoarc Studen o First Nama p search Exising Studen |
Extomal
Reforence

Email

You can now either:

“DoB
aammyyyy
Gender MOF B add a new iTEC student
B add an existing iTEC student
ULN
&0

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

1) You can now either:

e add anew iTEC student

e add an existing iTEC student
How to enrol students on to an existing booking_v2 August 2020
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g
129

5y
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Group: 17

Add New Student: Add Existing Student:

“First Name Note: for existing studsnts, Search student using " 1 enties
Wi @fferent Reference numbers, of Contact us.

Last Name
earch: o First Nama R Search Existng Student
Extomal

Reforence

Email

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

Gender MOF

et Group, Al Rights Resesved

1) Add an existing student:

Enter the student’s existing iTEC student reference number.

Slide12

v "aDaq Centre Admin

"
129

)

"

Group: 1+

Add New Student:

*First Name

Last Name

Add Existing Student:

Note: for existing students, search student using

i @fferent Reference numbers, of Contact us.

SearchioB2073

Search Existing Student

t enties

Extomal
Reference

= Select ITEC Student Reference’
from the dropdown field.

“D0B
ddmmyyyy

Gender MOF

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

1) Select ‘ITEC Student Reference’ from the dropdown field.
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Slide13

v "aDaq Centre Admin

Group: 1+

Add New Student: Add Existing Student:

Note: for exisd . search student using t enties
Wih @fferent Reference numbers, of Contact us.

*First Name

Last Name

SearchioB2073 i TEC Stugent Reterency
Extomal
Reference

Emai Select Search Existing Student.

“D0B
ddmmyyyy

Gender MOF

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

1) Select Search Existing Student.

Slide14

, =
¥ 'aDaq Centre Admin

7 P ed omatherapy Ol
8
9
g
"
2
g
e
Group: 17
Add New Student: Add Existing Student:
+First Nome Note: 1 stugents, search student using

ot dflern: Referonce Pumuers,of contact s
Last Name

sonrcnfos207s o TEC sucuntRonce + (R
External
Reference
Email Student Name Do8 Email
ddimmvyyyy [
e St
Gender MOF e
If a record is found, first check that the name,
date of birth and/or email address is correct.
ULN
Save New Student
20132013 The Assessment Group, A ighs Reserved

1) If a record is found, first check that the name, date of birth and/or email address is correct.
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Slide15

v ‘aDaq Gentre Admin

7 2
8
9
P
"
P
g
" g 926 Explore The Origins Of Massage And Pricipies Of Complementary And Attsmatve Medicine
Group: 17
Add New Student: Add Existing Student:
— Note for . searn sudontueng enmec
i afloent Re'srance umters, of contac s
LastName
Searchipe20ra o IEC Stocent Rofrence v
External
Relerence
Emait Student Name o8 Email
1 Demotest2- EB2079 0110111999
aammyyy
Gender OF
If you are satisfied that the record is the correct
FE student then select Save Existing Student.
Save New Student

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

Slide16

v "aDaq Centre Admin
2 sage

o
been added.

Add New Student: Add Existing Student:
‘Fisthome [ ] Note:for existing students, search student using 1 enties

I Vi atwen Refranc s, o cotc s
Last Name

Soarchfor2079 JodITEC St Rotorence +
Exama
Retuance
Emait Student Name. 008 Email
sttt il I

samanyyyy
o owor
ULN

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

1) The student has been added.
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Slide17

v ‘aDaq Gentre Admin

193 Of Massage And Pricipies Of Complementary And Atemative Medcine

Group: 17

Add New Student:

*First Nam

Add Existing Student:

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

n Stugent I First Nama v

Last Name

Searchisen
Extomal
Reference

Email

008
To add a new student, complete

Gender MO the mandatory fields.

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

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

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

Slide18

v ‘aDaq Gentre Admin

Group: 17

Add New Student:

*First Name

Last Name

o First Name A search Existng Student
Extomal
Reforence

008 If you would like the student to use the
— e-portfolio please enter an email address.

Gender MOF

How to enrol students on to an existing booking_v2 August 2020
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1) If the student is going to be using the e-portfolio enter an email address.

Slide19

¥ “aDaq centre Admin

9
0 @
"e
12 ¢
1 g
" e ins Of Massage And Prncipies Of Complementary And Aftsmative Medcine:
Group: 17
Add New Student: Add Existing Student:
o e Note for s  seatcnsudint senvies
with flcent Reference numbers, o conactus
LastName  Guge
Seachiei207s o TEC S R v
Extemal
Reference
Emait Student Name D08 Email
0110372000 1 Demotest2- E82079 011011969 AN <6 Existing Student
ddimmiyyyy
Gender or
ULN . o
Once all required details have been
entered, select Save New Student.
jovascript_s £, 00Scph1$ib

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

Slide20

¥ “abaq Centre Admin

¥ Massage And Prmcipies Of Camplementary And Attsmatwe Meccne

Gro iv
The student has
been added. [:
Add New Student: Add Existing Student:

Note:for existi , search student ! enties
wilh diffecent Reference numbers, of contact us

sewchfoeirs o TEC St s v

*First Nome
Last Name

Extemal
Reference

Email Student Name o8 Email

‘008 1 Demotest2- E82079 | 0110111999 BAN s Exising tusent
ddimmiyyyy

Gendar WOF

‘Save New Student

1) The student has been added.
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Slide21

¥ ‘aDaq Centre Admin

Home

Bacge Order Fom

Theory OnScreen

Booking ID B-15181 External Ref Bookng guice Centre. emo Test Cotege
Overseas Exam s oo .
Dates Category Transfer No Application Date

Parent On Screen Yos Created By Jon Snow - 8176
Enrolment

Theory Date 161052019 07:00 Date Created 211032019 11:17
Centre Booking

Note

Complete booking enroiments 12 weeks before the theory start date
Aesthetics Exams: leamers need 1o be registerediencolied 14 weeks prior 10 exam sitting extemalpractical.
Notry us after ADDING booking qualifications & addresses Click [Send Booking Request Preferences| link under E 1aD.
ANT Nty us after completing enrolments by clicking the [Send Enrolments) button  the boftom of the screen uncer ([ag) fa0.

Oniine 1A Claim

Student Search

cone Booking Enrolment  Go to the Review tab..
ePortfolio Bulk Import
Select Qualification:
Document Library Level 3 Diploma In Advanced Beauty Therapy (500/9528/6) - 195 Simplified Chinese ¥
Help Level 3 Diploma in Advanced Beauty Therapy (500/9528/6) - 195 Simplified Chinese
Change Password iisory units, Green indicates optional units. if student is not red enrol in any optional unit tick the Disable check box next to optional unit
Disable Quaifcation Urit
Logout 1 513 Montor and Mentan H s
2 319 Working in Ths Beauty Releed industries
3 821 Client Care And Comm on In Beauty Related industes
4 822 Provide Body Massage
5 323 Provide Body Electromerapy Treatments

1) Go to the Review tab..

Slide22

¥ “aDaq Centre Admin

IMPORTANT Notify us aner completing enrolments by clicking the [Send Enrolments] button at the bottom of the screen uncer 1ab.
st

0 D e e

Sanpas ooking Preferences

ePortiolo

Student Search

Login Admin

Booking Category  Frachical & Theary Booking Stage
# Stage " Date.
o, Transto
Document Library ranshr Claim
Application Date )
Hely
it Cotlege Sn EB1176 1 21032019
Co-ordinator 1528

Change Password
Proference 1
Logout Preference 2

Check the booking details.

Preference 3

Avpro Days If any of the details are incorrect, go back to
B Cossacuten | You the appropriate tab and make changes.
Couches 6

Theory Start Date:  16105/2019 0700

Theory End Date:

On Screen

Booking Actions
'
Rl oo Evomens | iy
2

ler ADDING booking Guaificaons & addresses. Cac[Send Booking Recuest Preferences

oty us after completing envolments by clicking the [Send Envolments] button

Booking Qualification & Student

1) Check the booking details.

How to enrol students on to an existing booking_v2 August 2020
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If any of the details are incorrect, go back to the appropriate tab and make changes.

Slide23

¥ ‘abaq centre Admin
Approx Days
Is Consecutive Yes
Couches. 6
Tneory Start Date: 157052019 07.00
Theory End Date:

on Screen Yas

| st |

Booking Actions =
When you are satisfied that all the

booking details are correct, select
Send Booking Request Preferences.

ing Recuest Peferances]

piments] bution

Booking Qualification & Student

Booking Qualification Language (Approx) Student Count
No Of Students

1 Lavet 3 Diploma in Advanced Beauty Therapy (500/052846) - 195 | Smpified Crinese 3

3 HE
H BB

2 Level 3 Dploma in Advanced Beauty Theragy (S00952665) - 185 | English 3

£
i

800king Examiner Confimation

Examiner Name Confirmed Date  Confirmed Days Email Exam Address

Booking Reports

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

Preferences.

Slide24

¥ ‘abaq centre Admin

Theory OnScreen i
Complete booking enroiments 12 weeks before the theory start date

Aesthetics Exams: leamers need 1o be registeredienolied 14 weeks prior 1o exam siting extemalipractical.
Notl + ADDING booking qualifications & addresses. Click [Send Booking Request Pref )tk under [(TERY tao.
JRTANT Nty us after completing enrolments by clicking the [Send Enrolments] buton at the bottom of the screen uncer [T tab

Onkne 1A Claim

Student Search
test

e ) D D D ST

Conpes Booking Preferences

ePortiolo

Booking Calegory  Practical & Theory Booking Stage
Document Library Transfer No # Stage W Date
Application Date .
e s Ry Your booking request has
Change Password LCeondetir been receieved by iTEC.
Preference 1
Logout Preference 2
Profersnce3  1805201907.00
Appeox Days
Is Consecutve  Yes
Couches

Theory Start Date: | 16052019 07.00
Theory End Date:

On Screen Yes
 orscomean |

Booking Actions

1 Notéy us after ADDING booking quaifications & addresses Clck [Send Booking Request Preferences)

:

How to enrol students on to an existing booking_v2 August 2020
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If printed this document becomes uncontrolled

Page 14 of 17



Document Reference Number 3GUCD41

iTEC \W¥ vTCT

1) Your booking request has been received by iTEC.

Slide25

v ‘aDaq Gentre Admin

Approx Days

Is Consecutive

Couches

Theory Start Date: 16052019 07.00

Theory End Date:

On Screen

Once you have completed all enrolments, for all qualifications
Booking Actions on the booking, select Send Enrolments.
|

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

selected, additional students can only be added by emailing
Booking Qualification & Stude yegjstration@vtct.org.uk (NB: Fees may apply).

Booking Qualification

No Of Students

Click here to
continue video

1 Lave! 3 Diploma in Advanced Beauty Therapy (500/9528/6) - 195 Simpified Chiness 3

2 Level 3 Diploma in Advanced Beauty Theragy (S00/9526/5) - 185 | Engllsh

=
e
=m

B00king Examiner Confimation

Examiner Name Confirmed Date Confitmed Days Email Exam Address

Booking Reports

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).

Slide26
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¥ “aDaaq Centre Admin

reen

eamers need 1o be fegt
ING booking qualificatior
Notry us afier completing enrolments by clicking the [Sent

Onéne 1A Claim

Stutent Search | ]

(0 D D D O D

o Booking Preferences

RGN Booking Category Practcals Theary  BOoking Stage

Document Library Tranafer No i ol
Applcaton Date 0

Help Your enrolments have

been receieved by iTEC.

College
Coordinator
Change Password
Preference 1

Logout Preference 2

Preference 3
Approx Days
Is Consecutive e Replay video
Couches

Theory Start Date: 13052019 07.00

Theory End Date:

On Screen

Booking Actions
Rl send Booking Roquest Preferences ter ADDING booking qualfications & addres:
7 [reey—— MFORTANT Notfy us sfa complelng enrolments by clicking e [Sen

1) Your enrolments have been received by iTEC.

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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