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If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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What is the NCFE Portal?
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The NCFE Portal is a secure area of the NCFE website, which allows centres to register candidates, enter candidates for external assessment
and view candidate information 24 hours a day. It's designed to make tracking your centre’s approvals and candidates’ progress more simple.

> NCFE - Welcome

NCFE NVQs are here!

We're delighted to announce we are now able to offer ocur exciting new range
of NWQis and they're ready to be delivered in your centre. Visit our brand new
NVQ pages containing all the essential information you'll need to know to get
up and running with NCFE MNVQs.

Directory of Products and Services Update

Click here to see to see a copy of our new Directory of Products and Services
Update which details all of our new qualifications and awards since
September 2007. A full Directory will be available in September.

NCFE Student of the Year 2008
Click the image to

3 ST, access our Student of the
E . Mrb TEUEEP,:T 0”;"‘ ‘Year website, for useful
E R 200‘?“ information and
nomination forms.
Skills for Life

Following the LSC's Invitation to Tender for Funding for Train to Gain
Learning, we've a range of qualifications in Adult Numeracy and Adult
Literacy that match the L53C's funding guidelines.

Site Search ¥
Links

Direct Claim Status (DCS]) -
NEW innovation for NCFE

customers

NCFE Directory of Products
and Services 2007-2008

Who's who at NCFE -
Contact list

Good News about NCFE ICT
=nd Languages Quals

Forms for approval to run
NCFE Qualifications

New NCFE and Functional
Skill=

NCFE news spring 2008

Fees and Pricing 2008-
2009

Student of the Year 08
nomination form (PDF)

Use your internet browser to go to www.ncfe.org.uk and
select The Portal from the links on the left of the screen.

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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NCFE PORTAL

Click here to sign up

To request a username and password for the NCFE Portal go to www.ncfe.org.uk and click the Portal link
on the home page.

Select Click here to sign up.

Please enter your details below and dick Send.
NCFE Citygate St James' Boulevard Newcastie upon Tyne NE1 4JE
© 2008 NCFE Portal
Centre number*: Build: 1.0.9
Your full name*:
Preferred username™: . .
e Enter your centre number, full name, preferred username, email address, preferred password and confirm your
Prefered passaord™: password. Then select Save.
Confirm passwaord™:
MNote: Field with a * is mandatory

If your centre already uses the NCFE Portal an email will be sent to the Portal Administrator for your centre who will then set you up as a
Portal User. An email with your login details will automatically be sent through to you when the Administrator sets you up.

If you're the first person to request login details at your centre, you'll be set up as the Portal Administrator by your Centre Support Assistant.
They’ll then send you an email with your login details and you'll be able to log in.

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Enter your username and password in the appropriate boxes.

Username: Select Login to log in to the Portal.

Password: The Portal home page opens when you log in.

Forgotten your password?

Password Reset

If you've forgotten your Portal password you can use the login screen to
Y 9 y P y 9 Please enter your Username below and dick Reset. A randomly generated

request it. Select Forgotten your password?. replacement password will then be sent to you at your registered email address, If
you wish, you can then change that password.

Enter your username in the appropriate box and select Reset.
Your Username:

This will send an automatic email to you with a randomly generated
password in it. You should change this password using the My Accounts

section to make it more memorable.

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Welcome Sophie Clark Log out
MCFE Test Centre [ 001234 ]

Centre Support Assistant

Sarah Watson

Tel: (0151) 2398020

Email: sarahwatson@ncfe. org.uk

To log out of the Portal select Log out.

This is in the top right corner of the home screen.

The Portal Administrator is the person who will create new user accounts for your centre. Please refer to the ‘Requesting to use the Portal’
section for information on how to set up the Portal Administrator.

_ If you're the Portal Administrator and you’d like to set up a new user, select Manage Users from the blue bar on the home
Manage Users

page.
The screen will list the current users at your centre. Portal Users
Select Create New User. Name Emiail Username
Sophie Clark sophiedark@ncfe.org.uk sophiec Edit

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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User Details: Permissions:

Al e Select Create once you've completed all of the fields; Name, Email,
. Username, Password, Confirm Password and you've selected the

Email*: ClRegstratons : Csv appropriate Permissions.

Mame™:

Hsemnamer: [Jregistrations : Bulk €5V L. R .
Passmard= Clreaistrat The Portal Administrator must select the permissions a user will have
Registrations : Block Reg

Confirm Password™: [Centries access to.
Oa t Result . .
Bt Fickd with an is mandatary e For example, an Exams Officer may have access to everything, but a
DProxies . .
Tutor may only need access to Search and Candidate Information
[search PaCkS

[user Administration
[Jcandidate Information Packs
[Jrortfolio Moderation

An updated user account list will appear
to confirm the new user’s account.

selecting Edit next to the appropriate user _
account. Sarah Watson sarahwatson@ncfe.org.uk Edit

Portal Users

This will allow you to change the | Create New User |
permissions and full name of the user
before updating the user account.

You'll also be able to delete users from the Portal using the Delete button. This is useful when users at your centre move on, and the account
is no longer needed.

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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You can change your password from the one you were originally allocated, or update your account regularly for your security.

Using the Portal home page select My Account.

Current password™;

Isername™; |sophiedark
Email™; |sophieclark@ncfe.org.uk
Mew password:

Confirm new password:

Mote: Figld with an * is mandatory

| Save | | Cancel

Type your current password into the first box, and your new password into the 2 boxes
further down the page. You can also update your username and email address if they
change.

Select Save to save your changes.

Your details will be confirmed as changed, the form will reset and you'll receive a
confirmation email with your new details.

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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You'll need to set up your LRS Administrator to manage your candidate ULNs and to correct errors identified by Managing Information Across
Partners (MIAP).

The Primary Portal User for each centre should nominate one of your users as the LRS Administrator. This person will have full access to the
LRS screen and will be able to correct errors in your candidate data identified by MIAP.

Other Portal users will be able to use the LRS screen to add ULN numbers for candidates, this is only mandatory for candidates taking
Diploma and Functional Skills qualifications.

Manage Users

_ To select one of your users as the LRS Administrator select Manage Users from the blue bar on the home page.

LRS Administrator

You'll see a message in the middle of the screen. Select the link to take you to a screen where
Your centre's LRS Administrator is currently not set. you can select a user to be your LRS Administrator.

Click here to select another user,

Change LRS Administrator o _
The drop down list will show anyone who is set up as a Portal user.

Select the user you want and select

Select the user you would like to nominate as the LRS Administrator and then dick Sawve.

Change to: | Chris Taylor w

Cancel

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Register candidates for an Award/Qualification
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+ Register candidates for a programme

There are a few ways to register your candidates and the first step is to identify how you'd like
to do it.

You can access the 5 options through the main screen by selecting an option on the home
page or via the Registration link.

To type in your candidates’ information select Key in candidate names then select Next.

Key In Candidate Registration gt create a new batch then select next to move on.

OO O oo

Key in candidates names

Upload candidates using CSV file
Upload candidates using bulk CSV file
Retrieve bulk CSV files

Block registration

What would you like to do? Alternatively, select Add candidate(s) to an existing batch, select the academic year from the drop down
box, then select the appropriate batch number from the drop down box.

(®) Create a new batch

(O Add candidates to an existing batch Then select Next.

Select the correct address from the drop down box.

If the contact for this batch of candidates is different to the information that is automatically filled in,
you can change the contact details by over-typing the details then select Next.

Key In Candidate Registration: Step 1/4

Centre Information

Select the address you want to use:
(Main Address) 5t James' Boulevard L
MEWCASTLE UPON TYNE
Tyne and Wear
ME14JE
United Kindgem

Contact Details:
Contact™: Sophie Clark

Tel STDNo™: 0191 2393028

Fax STD/Mo:

Note: Field with an * is mandatory

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Key In Candidate Registration: Step 2/4

Select the qualification/award you'd like to register your
candidates on by selecting approved (shows the
qualifications/awards your centre’s approved for) or all

Select Programme

If youd like to create @ new batch you can select the programme by either searching for it by programme code or by selecting the programme in the list below.

Show: | Approved ¥ || Clear Search

s P .
Searcby: [Code 3 (shows all NCFE's qualifications/awards) from the drop

(5] ourloac n 5V formt down box. Then select to search on the programme
sector Eceni il 5= Approved Programmes name or code from the drop down box, type in the name
* Al Proganmes 1 90) et Lo s [0 v OF code and click Search.

» NGF

B National Award [ Title Status Type Level  Details

::au‘loﬁna\ P:‘mershwp Av‘:aldd Select N1% NCFE INITIAL TRAINING FOR CLASSROOM ASSISTANTS (STAGE 1) Live  National Award levelt Alternatively yOU can search for the qualiﬁcation/ award
iealth, public services and care .

Select 500/3384/0 LEVEL 2 CERTIFICATE IN FIRE RISK ASSESSMENT Live  NQF Level2 . . f

Scencz srdmathemates s .o wez 3 using the sector information to the left of the screen.
N N Select C16 RESEARCHING LOCAL HISTORY Live  Customised Levels

Enginesring snd manUfacturing technoiogies et 1poj325/s CNTRY LEVEL CERTIFICATE IN ADULT LITERACY (INCLUDING SPOKEN ve NG Entry ot

Construction, planring and th buit emvironment SOV T Level ve f d th lification/ d. click
Information alnd commurication t=chnalogy Select 100/1188f2 NCFE LEVEL 1 CERTIFICATE IN EMPLOYMENT SKILLS Live NQF Level 1 % Once you Ve Oun t e CorreCt qua I Icatlon aWar ) C IC
Retail and commercial enterprise Select 100/3425/5 LEVEL 2 CERTIFICATE IN EQUALITY AND DIVERSITY Live  NGF Levelz Sel ect the n N ext.

Leisure, travel and tourism select 11Q7 COMPETENCE TRAINING FOR SLINGING AND LIFTING OPERATIONS Lve 1Q Level 2 )

Arts, media and publishing

Histary, phlosophy and theology Select NP12 NCFE LEVEL 3 CERTIFICATE IN UNDERSTANDING PALLIATIVE CARE Live f\‘if;?gﬂ‘ FhEELD levels

Social sciences Select 100/2135/8 LEVEL 1 CERTIFICATE IM ADULT NUMERACY Live  NOF Level 1 5

Languages, literature and culture

Select 100/2444/% NCFE LEVEL 2 CERTIFICATE IN COUNSELLING SKILLS Live  NQF levelza &

Education and training

Key In Candidate Registration: Step 3/4

Batch Information

1. Your reference number:

If you have a specific reference that you need to attach to this batch, you can add it in the first field.

i i i i 2. Your email address™:
The email address will already be completed according to the user account accessing the Portal. sophicdiark@nche.org.ok
3. Select appropriate academic year:

Select the academic year that you'd like the candidates registered to. 2007/2008 v

4. Purchase Order Mumber:

Add a purchase order number if you need it to be recorded on an invoice.

Then select Next.

Mote: Field with an * is mandatory

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Key In Candidate Registration: Step 4/4

Enter candidate names

Add blank rows

No. Forename Middle names Surname Centre Candidate Ref. Unique Learner No. DOB (dd/mm/yyyy) Ethnicity Gender

i hd A
2 L v
3. hd A
S hd A
& hd A

Type your candidates’ details into the fields. The following fields are mandatory:

forename
surname
date of birth
ethnicity
gender

* & & o o

The Centre Candidate Reference can be used if you've assigned a specific reference for your candidates. You can leave the field blank if you
don’t have one.

The Unigue Learner Number (ULN) is something that the candidate will have, or
your centre has requested. If you don’t have a ULN for your candidates then this
field can be left blank.

Key In Candidate Registration

Verification
Please check the details below and edit if you need to. Once you're happy theyre correct please press the Finish button below,

Then select Next.
100/2076/7, NCFE LEVEL 2 CERTIFICATE IN SAFER MOVING AND HANDLING (INCLUDING PEOPLE)

for NCFE Test Centre (001234)

This screen will allow you to confirm your candidates’ details.

Mame DoB Ethnicity Gender
Sophie Clark 12121875 Asian/Asian British Bangladeshi F
Select Finish if you're happy with the candidates’ details.
. . . . , . . Please note:
SeIeCt Can c eI If the reg |Strat|0n IS nOt as yOU d Ilke It to be . Once you've pressed the Fimish button, these candidates will be registered and you'll be invoiced for registration fee.

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Select Previous if you need to change anything about the registration details.

Your candidates are now registered and the batch number attached to those candidates will show on the screen. At this point you'll be able to
print off any reports that you need, register more candidates and enter your candidates for an external assessment if you need to.

To enter your candidates for an external assessment, select Entries and refer to the Enter candidates for external assessment section for
detailed instructions on how to enter candidates for their external assessment.

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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You can upload candidates from a file on your computer, provided they’re in CSV format. Refer to the Creating CSV files section for detailed
instructions on how to create a CSV file.

To register your candidates using a CSV file, select Upload candidates using CSV from the home page or via the Registration link, then

select Next.

CSV Candidate Registration

What would you like to do?

(¥ Create a new batch
(O Add candidates to an existing batch

Then select Next.

Select whether you'd like to register your candidates to a new batch or add them to an existing batch.

Select Create a new batch then select next to move on.

Alternatively, select Add candidate(s) to an existing batch, select the academic year from the drop down
box, then select the appropriate batch number from the drop down box.

CSV Candidate Registration: Step 1/5

Centre Information

Select the correct address from the drop down box. Select the address you want to uses
{(Main Address) St James' Boulevard |

If the contact for this batch of candidates is different to the information that is automatically filled NEWCASTLE UPON TYNE

in, you can change the contact details by over-typing the details then select Next. Time end teer

United Kindgom

Contact Details:
Contact: Sophie Clark

Tel STDMo™: 0191 2393028

Fax STD/Mo:

Note: Field with an *is mandatory

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Key In Candidate Registration: Step 2/4

Select the qualification/award you'd like to register your
candidates on by selecting approved (shows the
awards/qualifications your centre’s approved for) or all

Select Programme:

If you'd like to create a new batch you can select the programme by either searching for it by programme code or by selecting the programme in the list below.

e orroved | oo send (shows all NCFE’s awards/qualifications) from the drop
Search by: | Code v [Seareh |
] ot o down box. Then select to search on the programme name
or code from the drop down box, type in the name or code
Sector Expand 4ll => Approved Programmes R
. and click Search.
All Programmes 1w | Next> Lastz> Page Size: [ 10 ™

= NOF

m National Award Code Title Status Type Level  Details . v o .

Y S ——— T e o o el Alternatively you can search for the qualification/award

@ Health, DU:"C s:‘ LB ET Select 500/3384/0 LEVEL 2 CERTIFICATE IN FIRE RISK ASSESSMENT Live NQF Level 2 ) uS|ng the Sector |nf0rmat|0n to the Ieft Of the screen.

Science and mathematics

e e e Select C16 RESEARCHING LOCAL HISTORY Live  Customised levels

Engineering and manufacturing technologies Select 100/1305/5 EMTRY LEVEL CERTIFICATE IN ADULT LITERACY (INCLUDING SPOKEN e NoF Entry o s . . .

Construction, planning and the built environment CORRIRCATION) =7 Once OU Ve fOU nd the CorreCt Ual |flcat|0n/award, CIICk
=)

Information and communication technology Select 100/1188/2 NCFE LEVEL 1 CERTIFICATE IN EMPLOYMENT SKILLS Live  NQF Level 1 i

Retail and commercial enterprise Select 100/4425/5 LEVEL 2 CERTIFICATE IN EQUALITY AND DIVERSITY Live NQF Level 2 ﬁ-j Se I eCt then NeXt -

Leisure, travel and tourism Select TIQ7 COMPETENCE TRAINING FOR SLINGING AND LIFTING OPERATIONS Live  IIQ Level 2 Lo}

Arts, media and publishing 3 )

Hitory, philosophy and theclogy Select NP12 NCFE LEVEL 3 CERTIFICATE IN UNDERSTANDING PALLIATIVE CARE Live g'if;gal TRy levels

Social sciences Select 100/2135/8 LEVEL 1 CERTIFICATE IN ADULT NUMERACY Live  NQF Level 1 o . . .

L , literature and cultu =

* -engueges, TerEle st Select 100/2444/X NCFE LEVEL 2 CERTIFICATE IN COUNSELLING SKILLS Live  NQF levlz CsV Candidate REgIStI"B tion: StEp 3-'{5

Education and training

Batch Information

If you have a specific reference that you need to attach to this batch, you can add it in the first field.

1. Your reference number:

The email address will already be completed according to the user account accessing the Portal.

2. Your email address:

Select the academic year that you'd like the candidates registered to. sophiedark@ncfe.org.uk
3. Select sppropriate academic year:
Add a purchase order number if you need it to be recorded on an invoice. 2007/2008 -

4, Purchase order number:

Then select Next.

Note: Field with an * is mandatory

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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CSV Candidate Registration: Step 4/5

Upload CsV file

If you haven't already downloaded the CSV tool, and you'd like to, please didk here to do so,

Before you retrieve your CSV file, please make sure that the file is in text format and follows the sequence below:
Forename, Middle names, Surname, DOB {ddmmyy), Ethnicity, Gender (M or F), Centre Candidate ID, ULM
eg: AMN, M, Other, 201175, 23, F, AO1234, 9876543210

The centre candidate ID must be unigue to the candidate.

To upload your candidate details, please press the browse button, select the CSV file you want and then press the Upload button.

|| Browse... |

Upload I

You'll now need to locate the CSV file that you've saved onto your PC.
Select Browse, locate your file then select Upload when the field is populated.

If you're happy with the data fields select Next.

If you need to make changes to the data you can change the data in the fields then select Next.

If the data is totally incorrect you can select Previous to upload another file.

Or tick delete to remove individual candidates.

Where Service Matters h [4 {'&

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Verify uploaded candidate details

Please check that your candidates’ details below are correct before you continue to the next step.

Wo. Forename Middle names Surname Centre Candidate Ref. Unigue Learner No. DOB (dd/mmyyyy) Ethnicity

1 [suzm || | [wone | |coooo1254s | [1238975882 | [o30p1e87 | | chinese

2. |mEcean || | |mMacreapy | |coona1zss0 | [s123897558 | [t508p187s | |white British

3. [pauL | [LEwrs | [priLies | |cooo12551 | [s123897852 | [25011888 | [white British

4. [paua || | [mismore | |eoooo1zss2 | [1238075885 | [140811977 | | any other ethnic group
| | |

5. |pETER | | [Prrer | [coo0012553 | 1238075583 | |18/05/1200

[ wihite British

CSV Candidate Registration

Verification

Please check the details below and edit if you need to. Once you're happy theyre correct please press the Fimish button below,

100/2076/7, NCFE LEVEL 2 CERTIFICATE IN SAFER MOVING AND HANDLING (INCLUDING PEOPLE)

for NCFE Test Centre (001234)

Hame DoB Ethnicity Gender
Billy CSV 18/07/1965 Dedlined to say F

Linda C5V 11/11/1965 Any other White background F
Joanna CSV 21/03/1965 White British M
Please note:

Cnce you've pressed the Finmish button, these candidates will be registered and you'll be invoiced for registration fee.

Delete

™ g v g ™

Where Service Matters h [4 &

You'll then be able to confirm the candidate details before
finally registering your candidates.

If you're happy with the information select Finish.

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Your candidates are now registered and the batch number attached to those candidates will show on the screen. At this point you'll be able to
print off any reports that you need, register more candidates and enter your candidates for an external assessment if you need to.

To enter your candidates for an external assessment, select Entries and refer to the Enter candidates for external assessment section for
detailed instructions on how to enter candidates for their external assessment.

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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The Tribal/bulk CSV method of registration allows multiple qualifications with multiple candidates to be uploaded in one file. This is extremely
useful if you have large numbers of candidates with NCFE.

Refer to the Creating bulk CSV files section for detailed instructions on how to create a bulk CSV file.

To register your candidates using a bulk CSV file, select Upload candidates using bulk CSV from the home page or via the Registrations
link, then select Next.

Bulk C5V Candidate Registration: Step 1/4 You'll now need to locate the CSV file that you've saved onto your

PC.
Upload and Register Batches

To upload your candidate details, please press the browse button, select the CSV file you want and the press the Upload button. SeIeCt Browse and |Ocate your flle then SeIeCt Up I 0 ad When the
field is populated.

Select Bulk CSV file:

| || Browse... |
Bulk CSV Candidate Registration: Step 2/4
Upload and Register Batches
To upload your candidate details, please press the browse button, select the CSV file you want and the press the Upload button,
The batches show below the upload field, and give a brief outline of the lSelect Bulk CSV file: ” |
' H H ’ H H H Browse...
gualification details you're going to register your candidates on.
To move on, select the batch you’d like to register by clicking Select and then T e
N eXt Programme Code Centre ref Date Uploaded Uploaded By B pelete
Select  100/2444/% Sophie 1 21112008 Sophie Clark O
Select  100,/0799/4 Sophie 2 21/11/2008 Sophie Clark [F]
Select  100,/0304/4 Sophie 3 21112008 Sophie Clark |
Select  100/2135/8 Sophie 4 21/11/2008 Sophie Clark O
Select 100/1188/2 Sophie 5 21/11/2008 Sophie Clark ||
Select  100/4425/5 Sophie & 21112008 Sophie Clark [F]

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Bulk CsV Candidate Registration: Step 2/3

Batch Information

Programme code:
Programme title:

Reference:
P.O. Mo:
Session:

Ernail =

Contact:
Address:

Tel STD/Mo™:

You can now edit the contact details for this batch and allocate an address
to it by selecting from the drop down box.

100/2076/7
MCFE LEVEL 2 CERTIFICATE IN SAFER MOVING AMD HAMDLING (INCLUDING PEQOPLE)
sophie 1

The academic year (session) should be selected from the drop down box.

You can enter a purchase order number if you need it to appear on the
invoice for this batch.
2008/2009 [w|

sophiedark@ncfe.org.uk

Select Next once you're happy with the information.
Sophie Clark

{(Main Address) 5t James' Boulevard v

0191 2398028

Fax 5TD/Mo:

Mote: Field with an * is mandatory

Verify your candidates’ details are correct by selecting Next.

Any errors will show as a coloured box and a description of the error can be found on the screen.

Changes can be made directly to the cells before selecting Next.

There are errors in this data indicated by the coloured boxes. Please amend and press
Mext. If you need any help, please contact your Centre Support Assistant.

- Data is missing or in the wrong format
- Yfour current submission contains duplicate candidates
- This candidate has already been submitted on this batch
This candidate has already been submitted on this programme

No. Forename Middle names Surname

Centre Candidate Ref. Unigue Learner No. DOB (dd/mm/yyyy) Ethnicity

Gender Delete
1. |kirstie Oliver 575301 4739012345 Boema | Dedined to say v | [Female »| O
2. |Dan Davies 345673 3456739012 131071956 Dedined to say w | | Male e [F]
3. |Katherine Tunney 567390 12/03/1967 Dedined to say » | |Female | O

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Bulk CSV Candidate Registration

Verification

Please check the details below and edit if vou need to. Once youre happy they're correct please press the Finish button below.

100/2076/7, NCFE LEVEL 2 CERTIFICATE IN SAFER MOVING AND HANDLING (INCLUDING PEOPLE)

for NCFE Test Centre (001234)

Name DoB Ethmicty Gender
Sophie Davies 14/04/1955 Dedlined to say F

Dan Cliver 14/04/1575 Dedined to say M

Kirstie Clark 14/04/1989 Dedlined to say F
Please note:

Once you've pressed the Finish button, these candidates will be registered and you'll be invoiced for registration fee,

Where Service Matters h [4 f&

This screen allows you to confirm your candidates’ details before
finally registering your candidates.

If you're happy with the information select Finish.

Candidate registration complete!

Your candidates are now registered and the batch
number attached to those candidates will show on the
screen.

At this point you'll be able to print off any reports
attached to the batch and enter your candidates for an

external assessment if you need to. * Inveice INVOOD00OS7D

Invoice Summary

Register more candidates

Candidate Status Report
Certificate Claim Form

Thank you, we've received your candidate registrations!  Submission status: Registered
‘four candidates are registered on batch number: 804772187

Please download the paperwork below and pass the invoice to your Finance team for payment.

7 in Quality programme, well issue the cerfificates once we've received the Certificate Claim Form signed by the Internal Verifier.

Here are some reports which you can download:

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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To enter your candidates for an external assessment, select Entries and refer to the Enter candidates for external assessment section for
detailed instructions on how to enter candidates for their external assessment.

If you have more than one batch that you've submitted using the bulk CSV method, at this point you’ll be able to select Submit more

candidates to take you back to the start of the process and register the remaining candidates from the bulk CSV file, or select Retrieve bulk
CSV files from the Registration menu.

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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NCFE and Tribal Group plc

NCFE and Tribal have linked the NCFE Portal and Tribal’'s Management Information System, ebs™, to reduce the duplication of work normally
needed when registering candidates.

The first phase of the link described in the following pages show the simple steps involved in linking data exported from Tribal’s Management
Information System, ebs™ to the Portal. They also show how to download base data which is specially formatted to be imported directly into
Tribal's Management Information System, ebs™.

Tribal is part of Tribal Group plc (www.tribalgroup.co.uk) and has been involved in the UK FE sector for almost 25 years building up a
considerable understanding of the changing needs of the sector. They have close involvement with LSC developments and a growing
presence in the Adult Education sector.

Tribal Group is one of the UK’s largest quoted providers of software and services to the UK learning and skills sector.

ebs™ Management Information System

There are currently more than 140 institutions using the ebs™ system.

Tribal advertise their Management Information System, ebs™ as a fully modularised system, which will suit the varied needs of colleges of all
sizes, offering a number of unique benefits in each module but with particular strengths in timetables, registers and examinations.

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Visit the Tribal website at www.tribalgroup.co.uk

For more information on the ebs™ examinations module please contact:

Shaun Newman

Senior Business Consultant
Tribal

St Mary’s Court

55 St Mary’s Road
Sheffield

S2 4AN

Email: shaun.newman@tribalgroup.co.uk
Mobile: 07836 739327

Tel: 0114 281 6020

Fax: 0114 281 6021

Steve Exley
Principal Consultant
Tribal

St Mary’s Court

55 St Mary’s Road
Sheffield

S2 4AN

Email: steve.exley@tribalgroup.co.uk
Mobile: 07786 277567

Tel: 0114 281 6020

Fax: 0114 281 6021

Where Service Matters i'\ [4 f&

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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You can upload candidates to the Portal from a CSV file created by Tribal's Management Information System, ebs™.

To upload your Tribal CSV file follow the instructions in the section named Upload candidates using bulk CSV.

You can download NCFE qualification/award data for use with ebs™.

From the Portal home page, select Tribal Downloads, and then select the option that you'd like to download information for. Once you've
selected the option, you'll be asked to select the qualification you'd like the information for.

A link will be presented and you'll be given the option to open or save the file. Select save and save it to an appropriate drive on your PC.
Once the download has completed you will be asked to close the dialogue box.

Please contact Tribal for help and guidance when importing the scheme and link base data into ebs™.

You can download candidate registration data for use within ebs™.
From the Portal home page, select Tribal Downloads, and then select the option that you'd like to download information for.
New registrations are registrations that have not been downloaded before.

A link will be presented and you'll be given the option to open or save the file. Select save and save it to an appropriate drive on your PC.
Once the download has completed you will be asked to close the dialogue box.

Please contact Tribal for help and guidance when importing candidate registration data into ebs™.

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Creating CSV files

A CSV file is a file containing data in the comma separated values format. These can be created from most MIS systems including Microsoft
Access and Excel based applications using an export tool. CSV files can also be created in text editing applications such as Microsoft Word
or Notepad.

When creating a CSV file for a single batch of registrations, the information must be set out using the following format:

3 |PALL LEWWIS PHILLIPS 25/01/119868 23|M FO000712551 | 5123697552
4 | PALILA, TIZMORE 140615977 93 F F000012552 | 123607 5655
5 |PETER FIPER 16/05/1830 23 M 5000012553 | 1236975655
B [MICHAEL MWIARI KEYLER 04,/04/1958 23 |M E0000712554 | 45558754630

Forename, middle name, surname, date of birth, ethnic code (as outlined by LSC), gender, centre candidate number, unique learner number
(ULN)

The mandatory fields are:
Forename
Surname

Date of birth
Ethnicity code
Gender

* & & o o

The fields that are optional can be left blank in an excel .csv file. If you're using a notepad file then the format would be:
Forename,,surname,date of birth,ethnic code,gender,,

As long as all of the candidates are going to be registered on the same programme, you can input as many candidates as you need using this
file. Save the file as a .csv file and upload the information according to the CSV upload of candidate data section.

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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The CSV tool is useful when you need to create a CSV file and don’t know where to start. The tool can be downloaded from the Home page
or Registration page of the Portal, and there are a few options available to you.

Key in Method
If you'd like to key in your candidate details to an Excel spreadsheet then this is a useful option.

To download the tool you should click the link and select Save. Save the CSV tool to your PC in a memorable place so you can use it again
and again. You may see a message to tell you that the download is complete, select Close. To use the tool, go to the place that you saved
the tool and double click the icon, then select enable macros. An excel spreadsheet will open and NCFE CSV Tool will appear in the toolbar
at the top of the screen.

Select NCFE CSV Tool from the toolbar and then select the method with which you'd like to import your candidates.

A2 - £
A | B | c | D | E | F | G | H | | | d Key In Data
1 [Farenarme Middle Mame Surnarne DOB Ethnicity Gender |Centre Candidate (DL LILM
| Tools DFES Ethnic Code Numbers
2
) Hide Ethnic Codes 11 - Asian or Asian British - Bangladeshi
3 KEY In Data I 12 - Asian or Asian British - Indian
| 13 - Asian or Asian British - Pakistani
4 Check Data 14 - Asian or Asian British - any other Asian background
5 Tools —m78M8 —M——— 15 - Black or Black British - African
i | R | Tt e -
Shon et Coes | ek Brneh ook bckorours
 — | 16 - Chinese
7 Finish 19 - Mized -White And Asian
—— 20 - Mized - White and Black African
g Check Data Clear Calaurs 21 - Mized - White and Black Caribbean
1 flim 32 22 - Mized - any other Mixed background
9 Finish 23 - Whits -British
e inis| WMarual Save 24 - White -Trish
25 - White - any other White background
11 Auto Save Manual Save _ 98 - Anvy other
{ " | Exit 99 - Mokt known/not provided
12 ’
—— Exit:
13
14

Once you've selected ‘Key in Method’ the excel spreadsheet will populate the first row with a header row. You can now start to add your
candidate details in the same columns as the header row. The Key In Data menu is there to help you arrange your data in the correct way.

If you're unsure of the LSC ethnic codes then select the ‘Show Ethnic Codes’ button on the CSV tool. The tool will expand to show the codes
and you’ll be able to populate the column in the correct format.

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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The Middle Name, Centre Candidate ID and ULN field are optional so they can be left blank if you're unsure of those.

Use the Check Data function to make sure you’ve got the data in the correct format and columns. If there are any errors the cell will change
colour. When you change the data you can select ‘Clear Colours’ and then ‘Check Data’ again.

Once all the data is recorded you can save the spreadsheet using the ‘Auto Save’ or ‘Manual Save’ buttons. This file can then be uploaded to
the NCFE Portal using the Upload candidates using CSV section of this handbook.

Data dump method
If you have your candidate information already stored in an Excel file, but it needs to be formatted correctly then this method is really useful.

To download the tool you should click the link and select Save. Save the CSV tool to your PC in a memorable place so you can use it again
and again. You may see a message to tell you that the download is complete, select Close. To use the tool, go to the place that you saved
the tool and double click the icon, then select enable macros. An excel spreadsheet will open and NCFE CSV Tool will appear in the toolbar
at the top of the screen.

Copy your data into the open Excel spreadsheet and select NCFE CSV Tool from the toolbar, then select the method with which you'd like to
import your candidates.

Data Dump

Mandatory Headsrs Once you've selected ‘Data Dump Method’ the Data Dump menu will appear.
) Forename -
O Initial , . . .
O sumame You'll need to assign header values to the columns you have in your file, so any header rows that you currently have
S ooty need to be cleared. If there is no header row you'll need to insert a blank header row using the tool.
Q) Gender
Q Centre Candidate 0. |
Tools

Insert Blank Header Rowe

Clear Header Row

Sork MCFE Mandataory Header

Show Search & Replace

Check Data Clear Colours
Finish

Auto Save Manual Save

Exi If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.

Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.

Page 28 of 56



The Portal Handbook

Where Service Matters i'\ [4 f&

Because the data that is in your excel file may be arranged in a way that is not accepted by the NCFE Portal, you must assign header titles to
the columns you have and sort them.

Select a blank cell in the

header and select the

mandatory header that
relates to that cell.

Continue to do that until
all of the mandatory
headers are assigned.

If any of the headers
don’t have a

corresponding column,

then select a blank

column.

A g B «C | D | E F G | H [ J K L | M | N
1 I Forename I
2 | GO000125 ' ong 03.10.1987 |Chinese Female NCFE Cohrt12347 Main Campus 01.10.2008 | 1236975652
3 |G000012550 Meggan Macready 15.08.1976 White Female NCFE Cohrt12347 \Main Campus |01.10.2008 8123607556 | Data Dump
_ 4 |G000012551 | Paul Phillips 1 25.01.1988 ‘White Male  NCFE Cohrt12347 Main Campus 01.10.2008 8123697552
_ 4 |G000012552 | Paula Tismore | 14.06.1977 Other Female NCFE Cohrt12347 Main Campus 01.10.2008 | 1236075685 o ;
_ B |G000012553 | Peter Piper 16.05.1950 | White Male  MNCFE Cohrt12347 Main Campus 01.10.2008 1236975685 g S —
7 |GO00012554 |Michael Mark Keyler 04.04.1988 White Male  NCFE Cohrt12347 Main Campus 01.10.2005 45858724630 6 e
_ 8 |GO00012555 Emma Croyton  11.04.1563  Other Female NCFE Cohrt12347 Main Campus 01.10.2008 | 4588734627 O bos
9 |GO00012556 | Edward Depp 31.11.1990 |White Male  NCFE Cohrt12347 Main Campus 01.10.2008 | 4588734626 O Ethricity
10 | GO00012557 | katie Joans 05.05.1290 Declined to say |Female MCFE Cohrt12347 |Main Campus 01.10.20068 | 4588754622 O Gender 1
11 |GO00012558 | Sophie Simpson | 12.08.1990 White Female NCFE Cohrt12347 Main Campus 01.10.2005 4588734623 )
12| GO00012559 Louise Payne  (05.05.1975 White Female NCFE Cohrt12356 Satelite 01.10.2008 1238075883 | |© Centre Candiste D, v
13 |GO00012560 | Dave Smith 19.09.1885 | Other Male  NCFE Cohrt12358 Satellite 01.10.2005 | 4588734629
14 |GO00012567 | Andrew Lakeston Palmer | 25.02.1990 White Male  MNCFE Cohrt12358 Satellite 01.10.2008 | 123697569 Tools
15 |GO00012562  Parmela Smith 07.07.1988 White Female NCFE Cohit12358 Satellite 01.10.2003 | 4588724625 Insert Blank Header Row
16 | GO00012563 Jack Daniels  |09.03.1989 |Declined to say Male MCFE Cohrt12371 Main Campus 01.10.2005 4588724621
17 |G000012564  David Samuels |17.05.1988 |Declined to say Male  NCFE Cohrt12371 Main Carmpus 01.10.2008 | 8123697553 Clear Header Row
18 |GOOD0125665 Dan Kettle  22.12.1988 White Male |NCFE Cohrt12371 Main Campus 01.10.2008 | 4585794620 o i by e
15 |GO00012566 | Sandra Morgan  01.10.1989 ‘White Female NCFE Cohrt12371 Main Campus 01.10.2005 5123697554
20 |GO00012567 | Chin Heath 02.11.1974 Chinese Male  NCFE Cohrt12371 Main Campus 01.10.2005 1236975657 Show Search & Replace
21 |G000012568 Mark Mchanus | 12.08.1967 | Other Male  NCFE Cohrt12371 Main Campus 01.10.2005 4588734624
22| GO00012569 John Cooper  |05.05.1989 White Male |NCFE Cohrt12371 Main Carnpus 01.10.2008 | 5123697551 BieehE | Qe Gl |
23 |GO00012570 Hussan Ahdul 28.02.1991 Indian Male  MNCFE Cohrt12366 Satellite 01.10.2008 | 1236975686 Firish
24 |G000012571 | David James 01.01.1987 White Male  NCFE Cohrt12367 Satellite 01.10.2008 | 1236975684
25 |GO00012572 | Mathan Brookes (29.01.1883 White Male |NCFE Cohrt12355 Satellite 01.10.2008 | 8123697555 Auto Save Manual Save
26 |G000012573 |James Paul Dean 11.06.1579 |Black carribean Male  NCFE  Cohrt12356 Main Campus |01.10.2008 1236975690 Exit
27 |G000012574 | Libby Daniels  11.02.1885 White Female NCFE Cohrt12356 Main Campus 01.10.2008 | 1236975650
28 |GO00012575 | Samantha Janice |Carter 15.05.1579 White Female NCFE Cohrt12356 Main Campus 01.10.2008 1236975651
29 |GO00012576  Michelle Turain 17.04.1889 |White Female NCFE Cohrt12356 Main Campus 01.10.2008 588734628
For this example spreadsheet, the header row will look like this:

e - j

_ 11 |Centre Candidate |D. Forename surmame  DOB Ethnicity Gender LILN Ulnitial
L= i piars pau s vy L B B o 1) =21 (BL=LREE L= L | s S 1| = | ] L0 = 8 P Ry e = P a T
~ 3 | GO00012550 Meggan Macready 15.08.1976 White Fernale MCFE Cohrt12347 Main Campus 01.10.2008 8123697556
4 | GO00012551 Faul Phillips  25.01.1988 YWhite Male  MNCFE Cohrt12347 Main Campus 01.10.2008 5123697552
_ 5 |GO00012652 Paula Tismore | 14.06.1977 | Other Female MCFE |Cohrt12347 Main Campus 01.10.2008 1236075685

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.

Page 29 of 56



Once the mandatory headers are assigned, the rest of the columns can be removed.
Select ‘Sort NCFE Mandatory Header'. The example spreadsheet now looks like this:

The Portal Handbook

A | B | ¢ D |EIF| 6 H |
1 [sUz7l WONG 03/10/1987 18 F (O00012549 123575662
2 |MEGGAN MACREADY 15/M08/4976 23 F (000012550 8123697556
3 |PAUL LEWIS  PHILLPS 250141998 23 M (000012551 8123697552
A |PAULA TISMORE  14/06/1977 98 F GOO0012552 | 1236075665
5 |PETER PIPER 16051990 23 M GO00012553 1236975680
B MICHAEL  MARK KEYLER  04/04/1989 23 M (000012554 4586794630
7 |EMMA CROYTOM | 11/04/1963 98 F | (G000012555 | 4588794627

Where Service Matters h [4 f&

At this point if there are any errors with the data which would mean that the file won't be imported to the NCFE Portal, these would be

highlighted. The incorrect data is highlighted red and a request for you to change the data is displayed.

The data can be changed by typing over the information in the cell. However, if the data that needs to be changed is the ethnicity or gender
columns, the tool can be used to update it easily.

B C | D E | F | G_ ] H [

Middle Mame Surname DoOB Ethnicity Gender Centre Ca L?
MACREADY |25/01/1988 |F F GO000125

LEWIS PHILLIPS 25/01/1988 M il GO0000125 Tools —————
TISMORE 14061977 [F F 50000125 Show Ethnic Codes
FIPER 16/05/1950 M h s

MARK KEYLER 040441583 ' i - errorn descriptions
CROYTOM  11/04/1969 |F F
DEFPP 0141241990 il ) AT )
JOANS 051900 | F - Mandatory Field, Please enter missing information.
SIMPSON | 12/08/1950 |7 F Cell Format rust be DOMMYY or DDIMMYYYY only.
PAYTMNE 05051573 'R F Example 00,6, should look like: 120867 or 12/05/1967
SMITH 19/09/1985 M il

LAKESTOMN PALMER 280241990 M I Ethinicity must be a number represented as DFES codes.
SMITH 07071988 23 F Please use numbers 11 through 99 only,
DAMIELS 09/03/1989 99 il -
SAMUELS  17/05/1938 99 M - Gender musk be represented as an abbreviation, Mor F.
KETTLE 2211211988 23 il ] -

The Unique Learner Murnber (LN} rmust be a 10 digit
MORGAN 1014101982 23 F I:l nurmber only with no punctuation,
HEATH 02/111/1974 18 il
il

MeANUES

12/08/1967 |95

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Highlight the ethnicity column with errors in it and select ‘Show Search and Replace’. The tool will expand to show the ethnicity codes, and
you’ll be able to create a unique list from your highlighted column. This list will include the data you've entered into the column.

A [B] ¢ [ D F ] G [ H
1 |F Initial |5 DOB Gender Centre Candidate [D. |[ULM 1 i 1
Zsf.r:;ame e Wuor?:m 03.10.1887 e GEBDEQ;ZBI * 1235975632 1. Select an Item.from your unique list L
3 |Meggan Macready 15.08.1976 3000012550 swwsse 2, Select the equivalent value from the LSC ethnicity codes
_4 |Paul Phillips ~ 125.01.1985 5000012551 8123697552
5 |Paula Tismore | 14.06.1977 5000012552 izwormee. 3. Select replace
_B |Pater Piper 16.05.1920 000012553 1236975655
7 |Michael Mark Keyler 04.04.1988 000012554 45868794630 . . . i .
| EHE Croyton 104,198 GOOD12555 .e754527. - The column in your excel spreadsheet will update with the correct information,
_ 9 |Edward Depp 31.11.1950 5000012556 4558794626 . .. . . .
0] Search & Replace and you can then continue to update the remaining items in the list.

DFES Ethnic Codes Select From List

11 - Asian or Aszian Britizh - Bangladeshi

12 - Asian or Asian Britizh - Indian

13 - Asian or Asian British - Pakistani

14 - Asian oF Asisn Britizh - any other Asian background
15 - Black or Black British - African

16 - Black or Black Britizh - Caribbean

17 - Black or Black Britizh - any ather Black backaround
18 - Chinese

19 - Mixed -White And Asian

20 - Mixed - White and Black African

21 - Mixed - White and Black Caribbean

22 - Mixed - any other Mixed background

23 -White -British

24 -White -Irish

25 -white - any other White background

95 - Any other

99 - Mot knoweninot provided

Black carribean
Chinese
Declined to say

Cther

Abbreviate

_ Create Unigue List M - Male
F - Female

N L o o e e e e P e P e
00|~ (o0 | (4= |00 R | = | O | w0 | oo |~ | oo | | b o R
e —————

| ———————

[}
w

EELEUERELN] Larer L= = == LUOOUTLS D | [P = palala)
Michelle Twain 17 .04 1959_-9000012575 saredrzs. 3. Select replace

1
3

The same process can then be followed for the gender column.

Hhncty Highlight the gender column with errors in it and select ‘Show Search and

e Replace’. The tool will expand to show the ethnicity codes, and you'll be able to
create a unique list from your highlighted column. This list will include the data
you've entered into the column.

Replece. o | 1. Select an item from your unique list
2. Select the equivalent value from the LSC ethnicity codes

The column in your excel spreadsheet will update with the correct information, and you can then continue to update the remaining items in the

list.

Once all the corrections have been made, select Exit to return to the main menu.

To make sure the rest of the data is in the correct format select ‘Check Data’. The Date of
Birth has to be formatted in a specific way and so often this is an area that will cause an
error when checking the data. A message will appear to let you know the date of birth
format is incorrect.

The date of birth can be overtyped to display the correct format.

Date of Birth Format Checker..

Yaur Date of Birth Faormat needs to be set to: DDMMYY or DD,
Example: Dates of birth should look like 120867 or 12/08/1967

If ywour dates of birth are not in one of theses Formats then they will
nok upload to the NCFE Porkal, Please amend vour data,

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Use the Check Data function to make sure you've got the data in the correct format and columns. If there are any errors the cell will change
colour. When you change the data you can select ‘Clear Colours’ and then ‘Check Data’ again.

Once all the data is recorded you can save the spreadsheet using the ‘Auto Save’ or ‘Manual Save’ buttons. This file can then be uploaded to
the NCFE Portal using the Upload candidates using CSV section of this handbook.

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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A bulk CSV file allows you to register candidates on multiple qualifications from a single CSV file.

When creating a bulk CSV file, the header row to the
batch must be set out using the following format:

Record type (NCFEL), centre number, centre
reference, blank field, product code, blank field, blank
field

The candidate information rows must be set out
using the following format:

Record type (NCFE2), first name, middle name,
surname, date of birth, centre candidate number,
ethnic code (as outlined by LSC), gender, unique
learner number (ULN).

The header row fields are mandatory for all batches.

Where Service Matters h [4 f&

The mandatory fields for the candidate information rows are:

NCFE2
Forename
Surname
Date of birth
Ethnicity code
Gender

* & & o o o

You can register as many batches as you like on as many qualifications/awards as you like using a bulk CSV file.

Save the file as a .csv file and upload the information according to the Upload candidates using bulk CSV section.

A B I C I 0 FE___| F el H

1 [MCFE1 003276 testd 100524445

2 [NUFEZ Uaniel Il Llark AollaTdd 123400 21 F
3 |NCFE2  Joanna Davies 1051984 234567 S3 M
4 |MCFEZ Kirstie Fairless | 23041985 345678 23F
o |MCFEZ sophie Olliver 17031982 456789 98 F
6 CEEL  Tozers  tacid 00 A0 e

7 IMCFEZ Daniel I Clark 28031979 123456 23F
g [MUFES Joanna Uavies TS THod 2240k = | Tl
9 |MCFEZ2 Kirstie Fairlegss | 23041985 345678 23F
10 |NCFEZ =ophie Qliver 17031982 456789 93 F
11

12

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Centre not approved

If you select a qualificatipn that your centre isn’t approved to run when registering | Would you like to bank this batch?
candidates, you'll see this message.

o . . Il Please note that vour approval for this programme is currently
You can choose to change your qualification option by selecting No. Il pending so you can only "bank” candidates. Please contact your

Centre Support Assistant for maore information,
If you choose to save the batch as banked, you'll be able to continue with your
registration as usual, but the candidates will not be fully registered at the end of the || "ould vou like ta bank this batch?
process. You'll receive a batch number, but their status will remain as Banked. i - _ _ )
To complete the registration you'll need to send a completed approval form, which | &/ ¥es &0 b2k or Hlo to make anoter seiecton.
you can find at www.ncfe.org.uk, to your Centre Support Assistant. I

Yes Mo

Once we've confirmed your approval, you'll be able to access the paperwork and |
invoices associated with the registration.

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Block registration

With our block registration facility you can set up an assessment without knowing the names of the candidates in advance. This is particularly
useful for courses which have a low number of guided learning hours, for “roll on-roll off” short courses or for courses which are delivered

before candidates are registered.

You simply decide which date you want to run the assessment and how many candidates will be involved and we’ll send you the correct
number of assessment papers along with a blank Invigilator's Register of Additional Candidates for you to record the candidates’ names.

Once the assessment is complete and the candidate answer sheets have been returned and marked, we’ll register and invoice for the
candidates who attended at the same time as we issue the results.
) ) ] ) ] + Register Candidates for an award/qualification
From the home page select Block Registration or use the Registration link. > Key in candidates names
Upload candidates using CSV file
Upload candidates using bulk CSV file
Retrieve bulk CSV files
Elock Registration

(o T o o o R

Block Registration Details

Select the Qualification that you'd like to block register your candidates

Programme™®: R

Centre Reference: onto. Block registration qualifications will show in the drop down menu.
Purchase Order Number:
B 5 e Enter your Centre Reference (optional). This can be anything that will help
e[ you to keep track of your candidates and shouldn’t be confused with your
Contact®: |Sophie Clark Centre number.
“our email*: |sophieclark@ncfe.org.uk
Ukl e Enter a Purchase Order number (optional) if you want it to appear on your
Fax 5TD/No: | nvo | ce.
Delivery Address™: {Main Address) Ryehill Campus,Scotswood Road hd
S e Enter the Number of Candidates you want to block register (between 1
Tyne And Wear and 500)

ME4 75A

Select the Assessment Date.

Note: Field with an * is mandatory

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Select the Time of assessment using the 24 hour clock.

Enter the Site where the assessment is taking place.

The contact details will be automatically completed, but you can change them by over-typing the details. Select the Delivery Address for the

assessment papers, then select Next.

Confirm Registration Details

Please confirm the following details and when you are happy that they are correct please press the Finish button.

Programme: 1
Assessment: 1

Centre Reference:
P.O#:

Number of Candidates:
Assessment Date:
Site:

Contact:

Telephone:

10

11/02/2009 at 12:00
MNCFE

Sophie Clark
0191-2398028

Fax: -

Email:

Delivery Address:

sophiedark@ncfe.org.uk

NEWCASTLE UPON TYNE
Tyne and Wear

NE14JE

United Kindaom

Select Previous if you need to go back and change some details before submitting the
block registration.

Select Cancel if you'd like to cancel the block registration.

Confirm the details on the screen and select Finish if you're happy to continue with the
registration.

Registration Complete!

Please find below confirmation of the candidate numbers. You will be invoiced on receipt of completed answer sheets,

Batch Number: 804772735

Programme: 100/2076/7, NCFE LEVEL 2 CERTIFICATE IN SAFER MOVING AMD HAMDLING (INCLUDING PEOPLE)
Assessment: 100/

Centre Reference:

P.O #:
This screen will confirm the batch number for the block registration, allow you to print  numberof candidates: 12
. - . Assessment Date: 11/02/2009 at 12:00
the screen for your records and gives you the option to Submit more Block Site: NNCFE
Reglstl’atlons Contact: Sophie Clark

Telephone: 0191 - 2333028
Fax: -
Email: sophieclark@ncfe.org.uk
Delivery Address: \gyCASTLE UPON TYNE
Tyne and Wear
NE14JE
United Kindgom

Submit more Block Registrations

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Enter candidates for external assessment

+ Enter candidates for assessment Select Enter candidates for external assessment from the home page or via the Entries link,
0 Enter candidates for external assessment then Next.

=

0 Show previous entries

0 Enter candidates for portfolio moderation
O Enter candidates for proxies

Candidate Entry: Step 1/4

Enter the batch number or programme
code of the candidates you’'d like to enter ~ seletoeteh

for the exte rn al assessm e nt an d Se I ect You can enter candidates for external assessment by either searching for the batches by batch number or programme code or by selecting the batch from the list below. If you need any help, please contact your Centre Support Assistant.
Search.
Batch Number: Programme code: Clear Search

The results will allow you to select the
batch that you'd like to enter before
selecting Next.

@ Download in CSV format

1 % Mext> Last>> Page Size: | 10 &

Batch Number Programme Code Programme Title Session  Status Registration Date  External Moderator/Verifier
select @ 804772018 100/2075/7 NCFE LEVEL 2 CERTIFICATE IN SAFER MOVING AND HANDLING (INCLUDING PEQPLE) 2007/2008 Registered 17/11/2008 Dave Hudspath
select @ 804772023 100/2075/7 NCFE LEVEL 2 CERTIFICATE IN SAFER MOVING AND HANDLING (INCLUDING PEQPLE) 2008/2009 Registered 17/11/2008
select @ 804772058 100/2444/X NCFE LEVEL 2 CERTIFICATE IN COUNSELLING SKILLS 2007/2008 Registered 13/11/2008
Select @ 804772059 100/2075/7 NCFE LEVEL 2 CERTIFICATE IN SAFER MOVING AND HANDLING (INCLUDING PEQPLE) 2008/2008 Registered 13/11/2008

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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candidate Entry: Step 2/4 Enter the site of the assessment, the date of the assessment and the time of assessment

using the 24 hour clock.
Entry details

Then select Next.
Programme code:  100,/2444/X

Title: MCFE LEVEL 2 CERTIFICATE IN COUMSELLING SKILLS
Session: 20072003

Assessmentname: | 100/2444/%/SAQ A4

Type: Short Answer Questions (SAQ)
Site™:

Entry Date/Time*: HH

Mote: Field with an = is mandatory

Candidate Entry: Step 3/4

Select Candidates

Select the candidates you'd like to enter by clicking in the tick

Request
box under ‘Request Assessment’. Asgsment Status Candidate name Candidate number
Then select Next. ] Registered SOPHIE KEYIM s0B08877

What do the coloured boxes mean?

B candidate is exempt from this assessment,
[ c:andidate has already been entered for this assessment.
B candidate has achieved this assessment.

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Candidate Entry: Step 4/4 . . .
e This screen will allow you to confirm the entry before

selecting Finish.

Verification

Please check the details below and edit if you need to by pressing the Previous button, Once you're happy they're correct please press the Finish button,

Mame DoB Ethnicity Gender
Sophie Keyin 12{12/1975 Asian/Asian British Bangladeshi F

This screen confirms the entry you've just made, as well
as allowing you to print off any paperwork you need.

Entries for Assessment Complete!

Thank you, your candidate(s) have been entered for the assessment.

This screen will also allow you to go on and enter more
candidates for the external assessment by selecting
Enter more candidates.

The external assessment papers will be despatched to the Exams Officer 7 working days before the assessment date.
Please download the report(s) below and pass the invoice to your Finance team for payment.

Here are some report{s) which vou can download:

& Invoice

# Entries Confirmation Report

# Resit Summary Report

Enter more candidates

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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To enter your candidates for portfolio moderation, select Enter candidates for portfolio moderation from the home page or via the Entries

link, then select Next.

Portfolioc Moderation Entry

select Next.

How would you like to choose the candidates?

(®) select candidates from a specdific batch
(O Search for candidates by name

Select the programme that you'd like to enter portfolio
moderations for, then select Next.

Depending on whether you chose to Select candidate from a
specific batch or Search for candidates by name determines the
page you'll see next. If you chose Select candidate from a
specific batch, then you'll see a list of batches that you have
registered to the programme you selected, and you can make
your choice from there. If you chose to Search for candidates by
name, you'll be able to enter some names as search criteria to
make the entries you need.

Select whether you'd like to Select candidates from a specific batch or Search for candidates by name, then

Portfolic Moderation Entry: Step 1/3

Programme Selection
Please select @ programme from the list below:

Show: [ Approved [w] Clear search

Search by: | Code v

3] pownload in €5V format

Sector Expand Al >> Approved Programmes
= Al Programmes 1w Page Size: [ 10 |&
 NOF
u pistional Awsrd Code Title Status Type Level Details
= National Partnershin Award 500/3384/0 LEVEL 2 CERTIFICATE IN FIRE RISK ASSESSMENT live  NQF Levelz
Health, public services and y .
T L e e 100/2135/8 LEVEL 1 CERTIFICATE IN ADULT NUMERACY Lve  NQF Llevell
# Science snd mathematics
e o e Select 100/0804/4 NCFE LEVEL 3 KEY SKILLS COMMUNICATION live  NQF levels ¥
# Enaineering and manufacturing technologies  Select 100/0798/4 NCFE LEVEL 2 KEY SKILLS IN APPLICATICN OF NUMEER: live  NQF Levelz 3
@ Construction, planning and the but environment Vi ATE TN SAFER, MOVING AND HANDLI
10020757 NCTELEVEL 2 CERTIFICATE IN SAFER MOVING AND HANDLING (INCLUDING |, yor | oyez (3
& Information and communication technology PEOPLE)

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Select Candidates
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Either way, you'll be presented with a tick box next to your
candidates. Select the candidates you wish to enter for

Please select the candidate(s) you'd like to enter for portfolio moderation by ticking the box next to the candidate(s). If you need any help, please contact your Centre Support Assistant. portfollo moderatlon ) befO re SE|eCt| ng NeXt then Fl n | S h .

Status

Candidate No.
F RICHARD LEE CARR. 50123780
O PAUL THOMAS DIX 50096826
O ROBERT PAUL KEHCE 50078754
O LIAM MARROM 50095723
) MATTHEW LESLIE McERYDE 50123730
il PAUL DAVID MURRAY 50096724
F CHRIS PALL RICHARDSON 50091347
O PETER HOWSTAN SCOTT 50078745
O LIAM RICHARD WATSON 50096828

What do the coloured boxes mean?

. Candidate has a full certificate and cannot be entered
Il Condidate is lready entered on today's date

Unit Summary
Unit Summary
Unit Summary
Unit Summary
Unit Summary
Unit Summary
Unit Summary
Unit Summary

Unit Summary

At this point you'll need to print the screen for your records and select Finish. You'll then see a confirmation screen where you can Enter
more candidates for portfolio moderation.

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.

Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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To enter your candidates for proxies, select Enter candidates for proxies from the home page or via the Entries link, then select Next.

Proxy Entries

How would you like to select your candidates?

(®) select candidates from a spedfic batch
) 5earch for candidates by name

Select the programme that you’d like to enter proxies
for, then select Next.

Depending on whether you chose to Select candidate
from a specific batch or Search for candidates by name
determines the page you’ll see next. If you chose
Select candidate from a specific batch, then you'll see
a list of batches that you have registered to the
programme you selected, and you can make your
choice from there. If you chose to Search for
candidates by name, you'll be able to enter some
names as search criteria to make the entries you need.

Select whether you'd like to Select candidates from a specific batch or Search for candidates by name,
then select Next.

Proxy Entries: Step 1/3
Programme Selection
Please select & programme from the list below:

Show: | Approved | Clear Search

Search by: | Code v
L&il Download in CSV format
Sector Expand Al => Approved Programmes
m Al Programmes 1 [ page Size: | 10 [v]
 NOF
B Mational Award Code Title Status Type Level Details
m ational Partnership Award 500/3384/0 LEVEL 2 CERTIFICATE IN FIRE RISK ASSESSMENT Live  NQF Level2
@ Health, publ d . . . e
PR e T 100/2135/8 LEVEL 1 CERTIFICATE IN ADULT NUMERACY lve NQF Levell '
Sdence and mathematics
e s e e e e e e Select 100/0804/4 MCFE LEVEL 3 KEY SKILLS COMMUNICATION Live NQF  Level 3 %
Engineering and manufacturing technologies Select 100/0799f4 MNCFE LEVEL 2 KEY SKILLS IN APPLICATION OF NUMBER Live NQF  Level 2 '%'
Construction, planning and the built environment y A - MOWTNG AN AT Y ' \
100/2076/7 NCFE LE‘ VEL 2 CERTIFICATE IN SAFER MOVING AND HANDLING {INCLUDING e NQF Level 2 %
Information and communication technology PEOPLE)

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Proxy Entries: Step 3/3

Candidate search

Search for your candidate using forename or surname and select them before proceeding:

[3%] Download in €5V format

Name Batch No. Candidate No. DOB Programme Code Programme Name Registration Status Full Portfolio Test

Dan Cliver 804772740 50811121 12/12/1976  100/0799/4 MCFE LEVEL 2 KEY SKILLS IMN APPLICATION OF NUMBER Registered F F F 100,/0792/4MCq
Sophie Clark 804772740 50811119 12/12/1975 100/0793/% MNCFE LEVEL 2 KEY SKILLS IN APPLICATION OF NUMBER ~ Registered O O [ 100/0793/4MCQ
Kirstie Davies 804772740 50811120 12/12/1975 100/0793/4 NCFE LEVEL 2 KEY SKILLS IN APPLICATION OF NUMBER  Registered O O [ 100/0793/4/MCQ

Where Service Matters h [4 f&

Either way, you'll be presented with a
selection of tick boxes next to your
candidates. Tick the appropriate box to
show whether the proxy exempts them
from the full qualification or just the
portfolio or test element, then select Next.

At this point you’ll need to print the screen for your records and select Finish. You'll then see a confirmation screen where you can Enter

more candidates for proxies.

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Searching the Portal for information

There are a number of searches to help you find information about registered candidates and your centre’s approved awards/qualifications.
Log into the Portal and from the home page select Search. At this point there are 4 options that you can choose to search on.

From all of the searches you'll be able to save the information to your PC as an Excel spreadsheet for use later on. When you’re searching
and you're not entirely sure the information you can use a ‘wild search’, for example, typing %Clark% in the surname search field will return all
candidates with the surname Clark.

Portal Search Click on the Candidates tab.

fou can search the Portal by candidates, batches, programmes or entries by choosing the appropriate tab below.
You can search in this category by product code, candidate number, first
Candidates | Batches | Programmes | Candidate Entries name and surname. Once you've entered the information you want to
search on, select Search.
Product Code: Candidate Ne: Clearsearch  Alternatively, if you don’t have any search criteria, you can select Search
Ferename: Surname: and the list will show all candidates registered to your centre.

The results will show as a list below the search criteria and show the candidate name, candidate
number, batch number, date of birth, qualification code and status of the candidate.

In this screen you can choose to view between 10 and 100 records per page and choose next and
last to move between results screens.

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.

Page 44 of 56



Portal Search

‘fou can search the Portal by candidates, batches, programmes or entries by choosing the appropriate tab below,

Candidates | Batches || Programmes | Candidate Entries

“fou can search for batches below by entering either a specific batch number or programme code.
Once you've found the right batch you can view can candidate details, enter candidates for assessment or print reports relating to the batch by clicking on the buttons on the left.

Batch Mumber: Programme code:

Clear Search

The Portal Handbook Where Service Matters ¥\ € f&

Click on the batches tab.

You can search in this category by batch
number or qualification code. Once you've
entered the information you want to search on,
select Search.

Alternatively, if you don’t have any search criteria, you can select Search and the list will show all batches registered to your centre.

The results will show as a list below the search
criteria and show the batch number,
gualification code, qualification name, status of
the batch, registration date of batch and
External Moderator name.

From the search results you can create an
external assessment entry, view all candidates
on the batch and print documents associated
with the batch by clicking on the appropriate
icons to the left (hover over the icons to see
which is which).

In this screen you can choose to view between
10 and 100 records per page and choose next
and last to move between results screens.

Portal Search
‘fou can search the Portal by candidstes, batches, programmes or entries by choasing the appropriate tab below,

Candidates | Batches | Programmes | Candidate Entries

You can search for batches below by entering either a specific batch number or programme code.
Once you've found the right batch you can view can candidate details, enter candidates for assessment or print reports relating to the batch by clicking on the buttons on the left.

Batch Number: Programme code:

-m Clear Search
Lgl Cownload in C3Y format
O Cpen New Window
ihd Page Size: | 100 [+
Batch Programme Prog. Creation External
Number Code SRS Version Status  pote Moderator
select B b E] s04772020 100/2076/7 EECSELLEE‘::EL 2 CERTIFICATE IN SAFER MOVING AND HANDLING {INCLUDING 0072008  Regstered 22007/2008  lohn Payne
Select % & E 804772028 Q7 BODY MASSAGE 2007/2008 Registered 22/07/2008
Select % ,?9 l%‘ 304772030 500/3631/2 LEVEL 2 NVQ IN SPECTOR SAFETY 2007/2008 Registered 22/07/2008
select B & [E] so477203 500/3631/2 LEVEL 2 NVQ IN SPECTOR SAFETY 2007/2008  Registered 22/07/2008
select B [El serrana0 w00/20787 NP LEVEL 2 CERTIFICATE IN SAFER MOVING AND HANDUING (INCLUDING  anpzjonns  Regstered 22/07/2008  John Payne

PECPLE)

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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‘fou can search the Portal by candidates, batches, programmes or entries by choosing the appropriate tab below,

Candidates || Batches | Programmes | Candidate Entries

You can search the programmes below by entering either the programme code or title. The list will show all the programmes your centre's approved for, unless you select 'Show all'
Once you've found the right programme you can view programme details or register candidates by clicking on the buttons on right.

ou can also filter the programmes by sectors shown on the left side.

Show: |Approved |% | Clear Search

Search by: | Code v

The Portal Handbook
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This search can be carried out
through the search section or by
selecting Programmes from the
tool bar on the Portal home page.

Click on the Programmes tab.

You can search in this category by the qualifications that your centre’s approved for or by all qualifications that NCFE offers using the first drop
down box, and then by qualification code or qualification name using the second drop down box. Once you've entered the information you
want to search on, select Search. Alternatively, if you don’t have any search criteria, you can select Search and the list will show all

programmes according to what the drop down boxes show.

The results will show as a list below the search criteria and show the
gualification code, qualification name, status of the qualification, type of product

and level of product.

From the search results you can register candidates and view the programme
details by clicking on the appropriate icons to the right (hover over the icons to

see which is which).

In this screen you can choose to view between 10 and 100 records per page

and choose next and last to move between results screens.

Portal Search

Fou 3 searen the Parasl by candelates, bats

Candidaies | Baiches

Sactar Expang 2 Search Results...

Statws Type

*

*

'

*

*

4 3 a4 4 d d aa dag aaqa
3

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.

Page 46 of 56



The Portal Handbook

Portal Search

‘fou can search the Portal by candidates, batches, programmes or entries by choosing the appropriate tab below.,

Candidates | Batches | Frogrammes | Candidate Entries

View entries for assessment

Batch Number: Frogramme code:

Search | Clear Search

Portal Search

Where Service Matters h [4 f&

Click on the Candidate Entries tab.

You can search in this category by external assessment
entries made by your centre using batch number or
gualification code.

Once you've entered the information you want to search on,
select Search. Alternatively, if you don’t have any search
criteria, you can select Search and the list will show all
external assessment entries made by your centre.

- H . . To make it easier to find information on the Portal, you can search it by candidates, batches, programmes or entries for assessment. If you need any help when searching for information, please contact your Centre Support
The results will show as a list below the search criteria and

show the batch number, qualification code, session, Candidatss | Satches | Frogrammas

assessment code, assessment name and entry date (date of
assessment).

Batch Number:
In this screen you can choose to view between 10 and 100
records per page and choose next and last to move between
results screens.

[5] Downlead in CSV format
1w

Batch Number

B soarraie

El  soerr2108

B soarraie
=]

804772110

B8R

Candidate Entries

You can search for candidate entries by entering a batch number or programme code.

Frogramme code:

Clear Search
Page size: | 100 [w]
Programme Code Session Assessment Code Assessment Name Entry date
100/0000/0 2008/2002 000017 100/0000,/0/MCQ 07/02/2009 12:00
100/0000/0 2008/2002 000017 100,/0000,0/MCQ 07/03/2009 13:00
100/0000/0 2008/2002 000017 100/0000,/0/MCQ 29/01/2009 04:00
100/0000/0 2007/2008 000018 100/0000,0/SAQ 31/01/2009 05:00

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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There’s an option to view all of your registered batches via the Portal. You can access this information through the Registration link on the
home page then by selecting Show all candidate batches.

Batches

The resu |tS Wl ” ShOW as a I|St beIOW ‘fou can search for batches below by entering either a specific batch number or the programme code,

the Search Crlterla and ShOW the Once you,ve found the right batch you can view candidate details, enter candidates for assessment or print reports relating to the batch by dicking the symbols on the left.
batch number, qualification code, T N

qualification name, session, status of [Se] clea search

batch, registration date and External
Moderator/Verifier (if there’s one
allocated).

@ Download in €SV format

|:| Open Mew Window
From the search results you can 1[v] Page Size: | 100 [v]
enter candidates for external

) , Batch Number Programme Code Programme Title Prog. Version Status Creation Date External Moderator
asse_ssment, _ShOW the candidate’s W o® B sos772020 100/2075/7 NCFE LEVEL 2 CERTIFICATE IN SAFER MOVING AND HANDLING (INCLUDING PECPLE)  2007/2008 Registered 22/07/2008 John Payne
details and dlSp|ay reports o E sos772028 Q7 BODY MASSAGE 20072008 Registered 22/07/2008
associated with the batch by cl |Ck|ng o B sosrromn 500/3631/2 LEVEL 2 NVQ TN SPECTOR SAFETY 20072008 Registered  22/07/2008
on the apprOpriate icons to the left W & E s0477203 500/3631/2 LEVEL 2 NVQ IN SPECTOR SAFETY 2007/2008  Registered 22/07/2008
(hover over the icons to see which is & B so4rra040 100/2076/7 NCFE LEVEL 2 CERTIFICATE IN SAFER MOVING AND HANDLING {INCLUDING PECPLE)  2007/2008 Registered  22/07/2008 John Payne
WhICh) o B sosrr204 100/2075/7 NCFE LEVEL 2 CERTIFICATE IN SAFER MOVING AND HANDLING (INCLUDING PECPLE)  2007/2008 Registered  23/07/2008 John Payne

o B sosrr047 100/2075/7 NCFE LEVEL 2 CERTIFICATE IN SAFER MOVING AND HANDLING (INCLUDING PECPLE)  2007/2008 Registered  23/07/2008 John Payne

In this screen you can choose to view between 10 and 100 records per page and choose next and last to move between results screens.

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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There’s an option to view all of your batches with entries for external assessment via the Portal. You can access this information through the
home page by selecting Show previous entries.

Assessments
;3:;;.2 i\i;st:f? candidates have been entered for the external assessment by either searching for the batches by batch number ar programme code or by selecting the batch from the list below. If you nesd any help, please contact your Centre The resu |tS W| || ShOW as a || st be|OW
the search criteria and show the batch
View entries for assessment number, qualification code, session,
Batch Nmber: Programme cate: assessment name and entry date
ez (date of assessment).
5] pownload in CSV format
L 9] Newt> Lasta> s [0 v N this screen you can choose to view
Batch Number Programme Code Session Assessment Code Assessment Name Entry date between 10 and 100 reCOrdS per page
& =] 304772300 10020787 2008/2002 000025 10020767/ MCQ 16/12/2008 12:00 and Choose next and |a,St to move
Q"t E 804772161 100/2076/7 2008/2009 000025 100/2076/7/ MCQ 26/11/2008 12:00 between results Screens-
g E 304772162 100/2075/7 2003/2002 000025 10020787 MCQ 10/12/2008 12:00
& = 804772061 10020767 20082009 000025 100/20767/ MCQ 3112/2008 12:00
& E 804772061 100/2076/7 2008/2009 000026 10020767 MCQ 01/12/2008 13:30
39 E 804772162 100/2076/7 2008/2009 000025 100/2076/7/ MCQ 26/11/2008 12:00

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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There’s an option to view all of your candidate’s results via the Portal. You can access this information through the Results link on the home

page.

Assessment Results

Please find and select the entry for which you would like to view assessment results and dick Proceed.

Batch Mumber: Programme code:

Clear Search

The results will show as a list below the search criteria
and show the batch number, programme code,
session, assessment name, and entry date (date of
assessment).

In this screen you can choose to view between 10 and
100 records per page and choose next and last to
move between results screens.

You can click the icon to the left of the batch number
and this will show you which candidates were entered
on that particular date.

Click Select next to the entry that you'd like to see
results for and select Proceed.

You can search in this category by batch number or programme code.

Once you've entered the information you want to search on, select Search.
Alternatively, if you don’t have any search criteria, you can select Search and the list

will show all batches with results for your centre.

Assessment Results

Please find and select the entry for which you would ke to view assessment results and dick Proceed.

Batch Number:

Programme code:

[5] Download in CSV format

PRpapaaRRRRBRR

v

Batch Humber

23580

804772041

804772083

804772083

804772083

804772083

804772083

804772083

804772089

804772089

804772090

804772161

Clear Search

Programme Code

100/1875/3
100/2075/7
100/2076/7
100/2078/7
100/2078/7
100/0804/4
100/0804/%
100/0804/4
100/2444/%
1002444/
100/2078/7

100/0738/2

Session

2002/2002
2008/2009
2008/2009
2008/2003
2008/200%
2008/2009
2008/2009
2008,/2009
2008/2003
2008/200%
2003/200%

2008/2009

Assessment Name

100/1375/3MCQ
100/2078/7/MCQ
100/2076/7MCQ
100/2076/7/MCQ
100/2078/7/MCQ
100/0804/4/5AQ
100/0804/4/5AQ
100/0804/4/5A0
100/2444/%/54Q
100/2444/X/SAQ
100/2078/7/MCQ

L1 Mumeracy/AON

Page size: | 100 v|

Entry date

13/06/2003 00:00
14/02/2009 10:10
18/02/2009 12:00
02/02/2008 12:00
18/02/200% 12:00
13/03/2009 12:00
02/02/2008 12:00
13/03/2009 12:00
02/02/2008 12:00
18/02/2008 12:00
18/02/2009 12:00

11/02/2009 12:00

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Assessment Results

This screen will provide you with a list of
Batch number: 804772169 Programme: NCFE LEVEL 2 CERTIFICATE IN EMILY TESTING (100/0000/0) Session: 2008,200% Candldates Who Were entered for the
assessment, and their result.

Entry Date: 30/01/2009 07:00 Assessment: 100/0000/0MCQ (MCQ) Paper: 100/0000/0/MCQ

Click fiere to go back and select a different entry.

Candidate ID Name Date of birth Gender Result Attended
100003034 SWEET APPLES 26081575 Female Achieved ‘fes
100003031 Cool Cow 15/04/1575 Male Mo
100003035 EVIL EDMA 29/01/1851 Female Achieved ‘fes
100003037 Elliot Elephant 26/01/1575 Male Mo
100003035 METO YOU 26/01/1570 Female Achieved ‘fes

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Order Candidate Information Packs (CIPs)

You can order hard copies of Candidate Information Packs using the Portal and they’ll be delivered to your centre within 15 working days.
Alternatively you can download copies of CIPs from the NCFE website free of charge.

s+ Something else

O View programmes

o Download Tribal data

O Manage users

0 Configure my account

0 Order Candidate Information Packs

Select Order Candidate Information Packs from the home page or select CIPs from the tool bar.

Order Candidate Information Packs: Step 1/4

Select Programme

Show: | A ved Clear Searct
Select Next then select the packs you want to order by on:. | Approve 2] Clear Search
d . . h Search by: | Code ~
identifying the correct programme. T —
. . epe . . Sector Expand All >> Approved Programmes
This can be done by searching on the qualification code if you
] ) . m Al Programmes 1|w| Mext> Last>> Page Size: | 100 |w |
have it, by looking through the sectors for the appropriate . e
s . . y m National Award Code Title Status Type Level Details
qualification, or by looking through your centre’s approved o o e A S — . vl oy
. Select 11Q7 MASSA ve IQ ; i
programmes list. = .
Health, public services and care Select NS INITIAL TRAINING FOR CLASSROOM ASSISTANTS Live Mational Award L1e»e %
Sdence and mathematics
. . o Select NPS UNDERSTANDING PALLIATIVE CARE Live  NationalPartnership Level g
Click select next to the appropriate programme and then Next. e e e :
Engineerng and manufacturing tecnologies | ).+ 50/3631/2 LEVEL 2NVQ IN SPECTOR SAFETY lve  NQF Level
Construction, planning and the built environment
icati Y 1276,/ NCFE LEVEL 2 CERTIFICATE IN SAFER MOVING AND . Level
Information and communication technology Select 100/2078/7 HArJDLIr;G DUELDING ;EOPLE}H v A Live MNQF 5 %
Retail and commerdial enterprise .
& Leisure, ravel and tourism Select 100/0800/7 APPLICATION OF NUMBER Live  NQF 'f‘e' )
Arts, media and pubiishi ”
fris meds ndabisne Select 100/0739/4 APPLICATION OF NUMBER Live  NQF Level i
History, philosophy and theology 2
[ Sodal sdences Select 100711882 NCFE LEVEL 1 CERTIFICATE IN EMPLOYMENT SKILLS Live  NQF "le”'e' 53
Languages, literature and culture
Education and training Select 100/2444/% NCFE LEVEL 2 CERTIFICATE IN COUNSELLING SKILLS Live  NQF Lze""E' .
Preparation for life and work L ) Tevel I‘%
S ———— Select 100/2750/9 CERTIFICATE IN FOREIGN LANGUAGE Live  NQF :

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.

Page 52 of 56



The Portal Handbook Where Service Matters ¥\ € f&

Order Candidate Information Packs: Step 2/4 Select the number of CIPs that you want to order from the drop down box and select

Next (sold in packs of 5).

Choose Pack(s)

Choose the number of Candidate Information Packs you'd like to buy and tick the box to buy your CIPs.

Pack Code: 100/3831/7 CIP
Description: MNCFE LEVEL 3 KEY SKILLS IM IMPROVING OWN LEARNING AMD PERFORMAMNCE
Packs per unitt &
Cost per unit: £5.00

Available: Yes

Meuy: |5 [w] crre Order Candidate Information Packs: Step 3/4

Contact and Postal address

Select the contact name and address that the packs should be
delivered to using the drop down boxes, then select Next.

Please specify the centre contact and address where you'd like us to send the Candidate Information Pack(s)
Specify a contact:

@' You

) Someone from this list:

O A specific person:

Select the address you want to use:

{(Main Address) Cityaate,5t James' Boulevard, v
Address 2: St James' Boulevard

Address 3: Mewcastle Upon Tyne

Address +:

Address 5:

Post Code: ME1 41E

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Order Candidate Information Packs: Step 4/4

Verification

Please check he details are correct then press the Finish button at the bottom of the page. You can make changes to your order by pressin the Previous button,

Where Service Matters h [4 f&

Confirm your order by verifying the details on
screen and selecting Finish.

Order No: 31 Programme Code: 500/3334/0
Order Date: 21/11/2008 Programme Title: LEVEL 2 CERTIFICATE IN FIRE RISK ASSESSMEMT
Ordered By: Sophie Clark Centre No: 001042
Mo. Pack Code Description Packs Packs/unit Cost/unit Amount
1 500/3384/0/CIP CIP for Fire Risk Assessment 5 5 £10.00 £10.00
Total Cost: £10.00
Order complete!
The final screen shows your confirmed order as e

well as options to print the order confirmation and e e nfomstensscis wise cesmetnes o v i 15 oo s

order more packs.

Order No: 31
Order Date: 21/11/2008
Ordered By: Sophie Clark

Programme Code: 500/3384/0
Programme Title: LEVEL 2 CERTIFICATE IN FIRE RISK ASSESSMENT
Centre No: 001042

No. Pack Code Description Packs Packs/unit ‘Cost/unit Amount
1 500/3384/0fCIP CIP for Fire Risk Assessment 5 5 £10.00 £10.00
Total Cost: £10.00

Print Order

Order more packs

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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The Learner Registration Service (LRS) Screen

Any registered Portal user can use the LRS screen to view candidates whose ULN is blank and update these candidates’ ULN. Your centres
LRS Administrator will also be able to use this screen to view candidates who have been returned as invalid from MIAP.

Any Portal User can access the LRS screen to update a candidate ULN. Candidates with no ULN will appear in a list with a search bar above
it which you can use to filter the list.

Programme Code: Batch Mo: Forename: Surname: Date range: to Clear

@ Download in CSV format

1 |%| Next> Lasts> Page size: | 10 |
Forename
CLIVE LLOYD 500/5546, 200%/2010 804798265 Male 03/04/1263
J0EL GARNER. 500/5546/X 2009/2010 804798265  Male 08/08/1976
JASMINE HALL 500/5546 2008/2010 804738254  Male 07/12/1992
BOB WILLIS [ 500/5546X 200%/2010 804798263 Male 5/11/1572

You can type the candidate’s ULN into the empty box and then either select save on each line individually or select Save All.
If you try and save a ULN in an incorrect format (less than 10 digits or starting with a 0) the ULN field will turn red.

Save all Cancel Al Forename

CLIVE LLOYD 500/5546/% 2003/2010 804798265  Male 03/04/1263
J0EL GARNER 500/5546/X 2009/2010 804738265 Male 08/08/197

If the ULN is in the correct format the line will turn green.

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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Save All Cancel Al ULM Batch No. Gender

1234567550

| save | | cancel | JASMINE HALL 500/5546/% 2009/2010 804798264  Male 07/12/1992

NCFE will then send the ULN to MIAP to be validated.

When your LRS Administrator opens the LRS screen they will see more information; blank ULNs and candidate data which has been returned
by MIAP as invalid.

The search bar has additional options to filter by response code and whether to show blank ULNs. You'll receive an email from NCFE which
explains the response codes, but you can also hover over the tick boxes to see what each one means.

Programme Code: I:I Batch Mao: I:I Forename: I:I Surname: I:I Date range: | |tn| | | Search | Clear

Show blank ULMs: Show response codes: 0 2z 3 4 5 &

@ Download in CSY format

Mext> Last=> Page size: | 10 |@
Cancel Al Forename Code  Failures
[ save | [ Cancel |  anDY ROBERTS [3302660201 500/5546/X 20092010 804798265 Male 16/09/1968  15/09/2009 &
| save | | Cancel | coURTMEY  wALSH 3242158388 500/5546/% 2002/2010 804738265  Male 18/09/1570  16/03/2009 8
| save | | Cancel | GLADSTONE  SMALL 4533438743 500/5546/% 2002/2010 804738264  Male 22/10/1370  16/0%/2009 8
[ save | [ Cancel |  1asMINE HALL [ 500/5546/X 2003/2010 804798264 Male 07/12/1352

This screen will let you change ULNs and candidate names which have not been validated by MIAP.

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.

Page 56 of 56



The Portal Handbook Where Service Matters ¥\ € f&

Notes

If you need help with any aspect of the Portal you can get in touch with your Centre Support Assistant.
Their details can be found on the home page of the Portal, or you can contact NCFE on 0191 239 8000.
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