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The Portal - introduction

The Portal is a secure website which allows you to:

register learners

book learners for paper based external assessments and controlled assessment
Upload digital evidence for learners

view learner results for external assessment

submit marks for moderation

submit internal units for graded qualifications

claim learner certificates

view learners eCertificates

view learner and edit leaners details.

Please be aware that if there’s 30 minutes or more of inactivity, then the Portal will time out and you’ll be
prompted to log back in.

You can access the Portal via the login area of our website (www.ncfe.org.uk) or by using the following link:
https://portal.ncfe.org.uk
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How do I get a username and password?

N O J @ Accessibiity 2 "%ﬁ&n

Qualifi ion: Sector ialism: Leaming for Work Technical Education Apprenticeships Skills Assessment Accreditation Services International About NCFE.

FOR INTERNAL, EXISTING NCFE, AND SKILLS ASSESSMENT CUSTOMERS

Login area

To request a Portal account:

go to the ‘Log in’ tab from top menu bar on our NCFE (www.ncfe.org.uk)
Select ‘Portal’ from the list of options available

Click ‘Register here’ from the Portal log in page

Complete the requested fields and click send.

If you're the first person to request login details at your centre, you'll be set up as the Portal Admin user by our
Customer Support team.

If your centre already uses the Portal, this request will go to your Portal Admin who will be able to create your
account.

Once you have requested a Portal account and your account has been created, you will receive an email containing
a reset password link.

e Access the link in the email and enter your username. Click ‘Send’ to trigger another email including a
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verification code.
e Activate your account using the verification code provided and create a password. Click ‘OK’
e You will see a message confirming your account is now active. Click ‘Finish’ to complete the process.

If you have forgotten your username and/or password, please follow the links on the Portal login screen to reset
your log in credentials.

How do I Create a New User?

The Portal Admin User within a centre is the person responsible for creating new user accounts
and assigning the appropriate permissions.

Users
To set up a new user in the Portal go to the ‘My Account’ tab, select ‘Manage Users’ and click

to ‘Create a new user’. Creale a new user

To create a new user, you will need the following information:

. Full name

. Email address

. Username - Please use the user’s email address

. Permissions — you can confirm by selection which permissions each user will have.

Once all the fields have been completed and permissions have been selected, select ‘Save’.

The user will receive an email to the registered address with a link to follow. This link will activate the new
account with the new username.
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Once activated, another email will be received asking the user to change their password.

You can edit users in this screen by selecting ‘Edit’ alongside the appropriate user account. This will allow you to
change the full name, email address and permissions of the user.

You will also be able to remove user accounts from the Portal using the ‘Delete’ button. It is the Portal Admin
User’s responsibility to make sure your users are accurate and kept up to date.
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Search
Products

You can search for products by selecting ‘Search’ from the Portal menu and clicking the ‘Products’ tab.

You can view all of the products your centre is approved to deliver by searching ‘All Products’. Alternatively, you
can refine your search by selecting a sector from the list available or by entering a specific product code or
product name.

Portal search

You can search for products by entering either the product code or title. The list will show all the products your centre's approved for, unless you select All from the Show filter.

Sector Product code Product name QA group Show
| All products V| ‘ ‘ ‘ ‘ ‘ ‘ | Approved v
Search Clear
Download in CSV format
) Display on
Product code Product title QA group EQA DCS DCS lapse date )
website
3 22 500/5958/2/ART MNCFE Level 1 Award in Creative Craft Using Art and Design Arts and Media & Gman Mod1 | None 0
) § o ) Preparation for Life
22 500/7906/2 MNCFE Level 2 Award for Developing Effective Thinking Skills and Work & (man Mod1 | None
Did Not Meet
B2 5001805312 NCFE Level 1 Certificate in Interactive Media Arts and Media 2 Qman Mod Dl:s oree
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Visit Reports

You can search for a Visit Report, by selecting ‘Search’, then 'Visit Reports’.

You can view all your centre’s visit reports by selecting ‘All’ in the ‘Visit Type’. Alternatively, you can refine your
search by selecting a visit type from the list available or by entering a specific product code, product name,
session and/or visit date.

You can find your EQA contact details by clicking on the EQA name, and you can view your Visit Report by
selecting the PDF.

Select Visit type then you can search for visit reports for a session and by entering the product code, product or group name and visit date.

Visit type Product code Product or group name Session Visit date

EQA v | ‘ | 2023/2024 ~

Search Clear
Product code Product or group name EQA/Moderator Visit number  Visit date Next visit date Report
EQA GROUP Travel and Tourism A Mr Qman Mod1 | 2 22 Aug 2023 E
EQA GROUP Travel and Tourism & Mr Qman Mod1 | 1 22 Jun 2023 =
EQA GROUP Arts and Media a MrQman Mod1 | 1 22 Jun 2023 =
EQA GROUP Sport, Exercise and Fitness A Mr Qman Mod1 | 1 22 Jun 2023 =
EQA GROUP Business, IT and Sales & MrQman Mod1 | 1 22 Jun 2023 =
EQA GROUP Functional Skills A Mr Qman Mod1 | 1 22 Jun 2023 11 Sep 2023 =
EQA GROUP Health, Childcare and Education A Mr Qman Mod1 | 1 22 Jun 2023 E
EQA GROUP Customised Qualifications & MrQman Meod1 | 1 15 Jun 2023 02 Aug 2023 E
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Batches

You can search for a batch by selecting ‘Search’ from the Portal menu and clicking the ‘Batches’ tab.
You can search by a specific batch number or product code.
Three icons will appear next to your search results. These icons allow you to book learners for external

assessment, show learners on that batch nhumber and view all the associated reports.

Portal search

You can search for batches by entering either a specific batch number or product code. Once you've found the right batch you can view learner details, book leamers for
assessment or print reports relating to the batch by clicking on the icons on the left.

Batch number Product code
|805656737 o | search Clear

Download in CSV format

Product Batch Registration

Batch Product title Session
code status date

22 (&) 805656737 500/8454/9 NCFE Level 1 Award in Graphic Design 2021/2022 Registered 06/M12/2021

1 batch found Page size:| 10
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Learners

You can search for your learners by selecting ‘Search’ from the Portal menu and clicking the ‘Learners’ tab.

You can search for learners by product code, centre learner number, ULN, learner number, forename and/or
surname. You can then order your search results by selecting the column headers.

You can also export the search results to a CSV file by using the ‘Download in CSV format’ option.
Portal search

You can search for learners by entering either the product code, centre learner no, ULN, forename or surname.

Product code Centre learner number ULN Learner number Forename Surname
‘ ‘ ‘ ‘ ‘ ‘ ‘ Search Clear

[%] Download in CSV format

Learner Centre Product . Learner Overall
Session

number learner number code status grade

ULN

TEST TEST 107124711 805815435 01/01/2002 610/2808/3 2023/2024 Registered

1 learner found Page size:
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Bookings

You can search for your assessment bookings by selecting ‘Search’ from the Portal menu and clicking the
‘Bookings’ tab.

You can search for assessment bookings by batch number, Product Code or ULN. You can then order your search
results by selecting the column headers.

You can also export the search results to a CSV file by using the ‘Download in CSV format’ option.
Clicking on the icons to the right of each row show the Entry learner list and the reports for the batch respectively.

Portal search

You can search for learner bookings by entering a batch number, product code or ULN.

Batch number Product code ULN
|| | 1234567899 Search Clear
B Download in CSV format

Booking date /
Assessment window

Product code Session Assessment code Assessment name

2[4 805791266 603/6989/9 2023/2024 000224 Care 1B (Onling) 20/06/2025 09:00 1234567899
2[4 805791257 603/7066/X 2023/2024 000219 Care 1B (Online) 19/06/2025 13:00 1234567899
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Bundles (Including Apprenticeship Registration)

You can search for your Apprenticeship registrations by selecting ‘Search’, then ‘Bundles’. You can search by
bundle batch number, product code, product name, learner number, forename, surname and/or date of birth.

If you click on the returned results for each learner, it will confirm which qualifications they are registered against
as part of the bundle batch.

Portal search

You can search for learners on an apprenticeship by using the search fields below. You can click on a learmer to see more information.

Batch number Product code Product name Learner number Forename Surname DOB (DD/MM/YYYY)

(100005279 | || || || || | |

Search Clear

Batch number Product code Product name Name DOB ULN
100005279 APP9362 Early Years Educator Apprenticeship Standard Bundle — WMandatory Qualifications & Functional Skills TEST APP 02/02/1992
100005279 APP9362 Early Years Educator Apprenticeship Standard Bundle — Mandatory Qualifications & Functional Skills TEST NAME  01/01/1991

Page size:| 10 ~
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Registrations
Registration-what you need to know!

There are currently three main methods of registering learners:

¢ Key In: allows you to manually enter learners’ details on to a batch.

e Upload via CSV file: allows you to upload your learners using a CSV file.

e Tribal/Bulk CSV: allows you to create multiple lists of learners for different qualifications/batches to upload in one
CSV file. (Note: This cannot be used for products which require an assessment booking on registration).

Please ensure your centre has the required approval prior to registration. Approval can be gained via
www.ncfe.org.uk

A product is a regulated or unregulated qualification, apprenticeship or bundle.
A batch number is a reference number we assign to a group of learners that have been registered.

You can search for a product by entering the product name, product code, apprenticeship name, apprenticeship
code, batch number and apprenticeship batch numbers.
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Late registration fees

From 1 August 2024, we've introduced a late registration fee for all of our qualifications (with the exception of V
Certs and Functional Skills), to ensure we're able to support learners at every stage of their journey and ensure
we have the appropriate resources in place to support you during busy assessment periods.

This fee will be applied where a learner is registered more than 90 days after their start date, and applies to any
new learner registrations with a learner start date of 1 August 2024 onwards. For example, if you register a
learner on 1 December 2024, but their start date is 1 August 2024, the late registration fee would apply as they’ve
been registered with us more than 90 days after the learner started on the qualification.

Please note that for T Level qualifications, late and very late registration fees already were in place and are
calculated differently.

If you deliver a bundle that includes Functional Skills, late registration fees will be calculated based on the other
products in the bundle (excluding Functional Skills) at the discounted rate.
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Registration data and what we need to know

Forename * Please add the Learners’ legal forename

Middle name Please add a learners’ middle name, this will be printed on the learners certificate if included

Surname * Please add the learners’ legal surname

DOB * Please add the learners’ Date of Birth (DOB)

Ethnicity Information can be found https://www.ethnicity-facts-figures.service.gov.uk/style-guide/ethnic-
groups

Gender * Please add the learners’ gender

Centre Learner Please add any reference you wish to use for your learner

reference

ULN * The unique learner number (ULN) is a unique 10-digit number. Most learners aged 14+ have one

and it's designed to work with the PLR as proof of your learning and achievements.
This is Mandatory for NCFE T Levels.

Postcode Please add the learners’ postcode

Learner Start Date* The date on which learning for the qualification began (accurate to within a week)

Planned End Date* The date on which learning for the qualification is planned to end

Country* The country within which the learning is delivered from (further detail below)

Paper Modifications For more information please see https://www.ncfe.org.uk/qualifications/centre-assessment-

support/special-considerations/
Access Arrangements | For more information please see https://www.ncfe.org.uk/media/hlbbiiwb/access-arrangements-
reasonable-adjustments-policy.pdf
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Learners who are studying internationally

You can now tell NCFE if your learners are studying outside of the UK. The Portal will default to the UK as the
country of study, but there are other countries to choose from. If your learner’s country of study is not showing,
you can email international@ncfe.org.uk to get your country added.

Please Note: The maximum number of learners that should be entered onto a batch is 2000. If a learner is

cancelled, or withdrawn from a batch, this will still count towards the 2000 limit.

The fields which are marked with an asterisk (*) are mandatory fields that must be completed. All other fields are
optional, however, we strongly advise to register learners with a verified Unique Learner Number (ULN) so
achievement can be uploaded to the Personal Learner Record (PLR).
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Register Learners Using Key In Method

To register learners using the ‘Key in” method, select ‘Registrations’ from the Portal menu and click ‘Register
learners using Key in or CSV file'.

N C F E Search Registration My leamers Bookings ~

Register leamers using key in or CSV file

To register a learner, first select the product and session (if available) you’d like to register your learner on. You can choose
to add learners to an existing batch. You are now ready to key in your learner data.

Register your learners

To register your learners, please select your product or baich in the search box below:

Search 603/5052/0 - NCFE Entry Level 3 Functional Skills Qualification in English
Available sessions 2023/2024 ~

Add to existing batch

Add your learners
Centre Unique

DOB* learner learner Learner Planned
Forename® Middle names  Surname” (gdmmiyyyy)  Ethnicity Gender® reference number Postcode Start Date” End Date™ Country”

Testing Exampla 010211988 | | Englic » | Fem: 01/08/2023 | 01/07/2023  United Kingdom  ~ Add
Add Learner

Upload learners by CSV

Choose file
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Type your learner’s details into the fields and click the ‘add’ button. Another row of blank fields will now be

available for you to complete for any additional learners. If you enter learner details without selecting add, their
details will not be saved when you complete the process.

Add your learners

Centre Unique Learner Planned
DoB* learner learner Start End Date
Forename* Middle names Surname* [dammiyyyy) Ethnicity Gender* reference number Postcode Date * Country*
v - ~ United Kingdom v Add
TESTING EXAMPLE 01/02/1985 EnglishWelsh/Scottish/MNor... Female 01/09/2023 01/07/2023 ] ] ra n
ral

GB

Upload learners by CSV

Choose file

The address drop down will show all addresses for your centre that we have on our system. Select the address

where the learners are based. You can also change the address of where you would like your learner’s certificates
sending to.
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You can now select next and confirm your centre information.

L\Eentna- information

Gontact name *

Ciaire Appleby

Telsphone STD/nUmBer

‘Your reference number

Purchase order number

Cartification Delivery Address @

Test 6. Quorum Business Park, Benton Lane. -

You can now click finish and your registration will be complete - please make a note of your batch number.
Learner registration complete

Thank you, we've received your learner registrations your status is: Registered
Your learners are registered on baich number: 805792204

Please download the paperwork you need, these can be accessed when ever you need them via the search screens.

Invoices will be sent to your Finance team for payment.

« Order ORD0O01740561

» Statement Of Results FS

= Order Summary

» Certificate Claim Form FS

« Leamer Status Report FS English Entry Level

@ Leave your feedback here
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Registering Learners Using CSV File Method

You can find the CSV template under the ‘support’ area on the Portal. You can leave the header row in the
document when you import the CSV file.

S“ppon i m

CSV file example @ |

Using the CSV Tool

The CSV tool is available to help you create your CSV file. It will also help you make sure all the learner details are in the
correct format before you import the file. To use the CSV tool, go to the Support section and then Download CSV tool.

Support ¥

r  CSViile example
Support for Exams Officers
Portal user guide
T Level system user guide

I T Level provider support

Download CSV tool

l Service Message

T Level updates
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You will then be presented with a Microsoft Excel Security Notice, and you must select the option to ‘Enable
Macros’ to continue.

A Microsoft Excel sheet will then open. Select ‘Add-ins’ from the menu options across the top of the sheet. This

will open the NCFE CSV Tool. From the dropdown select the relevant field. The tool will then open, and the header
rows will now show.

Complete the fields and when you're finished, select the tool again.

Select ‘Check Data’ and this will show you if your file is ready to import. Any fields that haven’t been input
correctly will be coloured (see below) to indicate where amends to data are required. Once you have made the
required amendments your file will be ready to upload.
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Key In Data

— Tools

s

Ethnicity Codes I Paper Modifications I Access Arrangements I Delivery Model I Country Codes I

Date Picker |
31 English/\Welsh/Scottish/Northern Irish/8ritish
32 -Irish
33 - Gypsy or Irish Traveller
34 - Any other White background
Clear Colours | 35 - White and Black Caribbean
36 - White and Black African
37 - White and Asian
A SR | 38 - Any other Mixed/multiple ethnic background
39 - Indian
Manual Save | 40 - Pakistani
41 - Bangladeshi
) 42 - Chinese
(Bt 43 - Any other Asian background
44 - African
45 - Caribbean
46 - Any other Black/African/Caribbean background
47 - Arab
98 - Any other ethnic group
99 - Not provided
Visit ncfe.org.uk Call 0191 239 8000 Version 3.7
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Colour code - error descriptions X

N

Mandatory field. Please enter missing information.

Cell format must be DDMMYY or DD/MM/YYYY only. Example
D.0.B. should look like: 120867 or 12/08/1967

Ethinicity must be a number represented as a number. Please
use numbers 31 through 47 or 98-99 only.

Gender must be abbreviated: M = Male, F = Female,
U = Prefer not to say, N = Unknown.

The Unigue Learner Number (ULN) must be a 10 digit number
only with no punctuation.

The Access Arrangements and Paper Modifications with
subtypes should be from the list, The Contact Email Address is
required for Paper Modifications and Access Arrangements.

All Apprenticeship dates, Learner Email Address and Delivery
Model from the list are required for Apprenticeships.

Note: App Start Date < App End Date < EPA Start Date

Postcode (if included) must be a valid UK format. Examples
NES5 7QR or NE65 0XXX or S55NL or NE679WS

Planned End Date must not be more than 6 months ago

Visit ncfe.org.uk Call 0191 239 8000 Version 3.7
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Some further information

The mandatory fields are forename, surname, date of birth start date, end date, gender and country. Learner
Start Date and Planned End Date are also mandatory for regulated qualifications.

The file must be saved as a ‘.csv’ file.

When adding learner’s ‘Ethnicity’ to a CSV file these should be entered using the following codes:

31 - English / Welsh / Scottish / Northern Irish / British 40 - Pakistani

32 - Irish 41 - Bangladeshi

33 - Gypsy or Irish Traveller 42 - Chinese

34 - Any other White background 43 - Any other Asian background

35 - White and Black Caribbean 44 - African

36 - White and Black African 45 - Caribbean

37 - White and Asian 46- Any other Black / African / Caribbean background
38 - Any other mixed / multiple ethnic background 47 - Arab

39 - Indian 98 - Any other ethnic group

99 - Not provided
When adding a learner’s ‘Gender’ to a CSV file these should be confirmed using the following abbreviations:

M - Male
F - Female
U - Prefer not to say

Paper Modifications (where required) should be added within columns ‘'3’ to ‘O’. When adding enlarged, coloured
and braille paper modifications you must also provide the specific size, shade and grade respectively, in the
adjacent column to the paper modification.
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Access Arrangements (where required) should be added within columns ‘P’ to ‘X'.

] K

'Paper Modification 1 PM 1 Sub
Enlarged Paper Ad 18pt bold

M

! 0 p

b - R | - - R | - b
Paper Modification 2 PM 2 Sub Paper Modification3 PM35ub AA1  AAZ2

Reader Scrib

The Country where your learners are studying can be added in column *AH’. The Country codes that can be used are:

Austria - AT
Bahrain - BH
Belgium - BE
Brunei - BN
Bulgaria - BG
China - CN
Commonwealth of Dominica - DM
Croatia - HR
Czech Republic - CZ
Denmark - DK
Egypt - EG
Estonia - EE
Finland - FI
Germany - DE
Greece - GR
Hungary - HU
France - FR
India - IN
Ireland - IE
Italy - IT
Latvia - LV

Visit ncfe.org.uk Call 0191 239 8000
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Lithuania - LT
Luxembourg - LU
Macao - MO
Malta - MT
Myanmar - MM
Netherlands - NL

Oman - OM
Poland - PL
Portugal - PT
Qatar - QA

Republic of Cyprus - CY
Romania - RO
Saudi Arabia - SA
Slovakia - SK
Slovenia - SI
Spain - ES
Sweden - SE
Switzerland - CH
U.A.E. - AE
U.S.A. - US
Ukraine - UA
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United Kingdom - GB Other - 99
Vietnam - VN
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Register Learners Using CSV Method

To register learners using the CSV’ method, select ‘Registrations’ from the Portal menu and click ‘Register
learners using Key in or CSV file'.

N C FE s Registration ~ My leamers ~ Bookings ~

Register leamers using key in or CSV file

Selecting ‘Choose File' located in the bottom left of the screen opens file explorer and allows you to select the
previously saved CSV file with your learner’s information in. Select your file, then click ‘Upload’ and when you are
happy with the entered data, click ‘Next’.

Register your learners
To register your learmers, please select your product or batch in the search box below:
Search B035052/0 - NCFE Eniry Level 3 Functional Skills Ctualification in English
Available sessions 20232024 e
Add to existing batch (]
Add your learners
Centre Unigue
DOoB* learner learner Learner Planned
Forename™ Middle names  Surmame* InamY Ethnicity Gender* reference number Postcode Start Date * End Date * Country®
~ - ~r United Kingdem Add
TEETER LEARNER 10101800 Mot provided Femalbs 12 NEZ 1RF 011172023 0111/2024 ful L] | ” |n
=l =
TEST CANDIDATE 1101880 Mot provided  Male 458 NEZ 1RF 02112023 0211172024 = L]
Ty 3 3 = | ’ |n
TESTING STUDENT 12101980 Mot provided  Femabe 788 NE3 1RF D3/11/2023 031172024 = L] | 7 |n
=S s
Upload learners by CSV
Choose file
Mext @
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You’ll then see the below ‘Centre Information’ screen.

The address drop down will show all addresses for your centre that we have on our system. Select the address
where the learners are based. You can also change the address of where you would like your learner’s certificates

sending to.

Centre information

Select the address you want to use against the batch =

(Main Address) Test 6, Quorum Business Park, Benton Lane

Contact name *

Claire Appleby

Your email address *
claireappleby@ncfe.org.uk

Telephone STDinumber

Your reference number

Purchase order number

Certification Delivery Address @

(Main Address) Test 06, Cluorum Business Park, Benton Lane b

Back @

Finish &

You can now click finish and your registration will be complete - please make a note of your batch number.
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Learner registration complete

Thank you, we've received your lzamer regisfrations your siatus is: Registered
“Your leamers are registered on batch number: 805792208

Please download the paperwork you need, these can be accessed when ever you need them via the search screens.

Invoices will be sent to your Finamce team for payment.

Order ORDO01740565

Statement Of Results FS

Order Summary

Cerlificate Claim Form F5

Leamer Status Report FS English Enfry Level

® Leave your feedback here
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Adding Access Arrangements and Paper Modifications at Registration

You can add any Access Arrangements and Paper Modifications your learners may require at the point of

registration. Once you've added the learner’s details two icons will appear to the right of their record as shown
below:

Select this icon |L| to '"Add and amend learner details’ which includes declaring Access Arrangements or
Paper Modification requirements.

To add a Paper Modification for a learner, select the appropriate option(s) from the list of available options,
including the specific details of any enlarged, coloured or braille papers as required.

To add Access Arrangements for a learner, select the appropriate option(s) from the list available.

Access Arrangements: Extra Time: 25%
Extra Time: 50%
Extra Time: 75%
Extra Time: 100%

Paper Modifications: [ Enlarged Paper W‘Otmf Extra Time
U Coloured Paper
M . . . [ Reader
UJ Non-interactive (PDF) question paper O Computer Reader
U Braille Paper and Tactile Diagrams U scribe

O speech Recognition Technology
[J Practical Assistant

() Modified Language Paper

O Language Modifier

Deselect Al Paper Modifications Deselect All Access Arran