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The Portal -  Introduction  
 

The Portal  is a secure  website  which  allows  you to:  

¶ register  and book your learners  for core components  

¶ book occupational specialism components  

¶ Add and update a schedule of assessment  

¶ Submit  marks  

¶ view  learner results    

¶ view  learner details  using  the search  area  and  edit  learner  details  including cancellations.  
 
Please  be aware  that  if  thereôs 30  minutes  or  more  of  inactivity,  then the  Portal will  time out  and  youôll be prompted  to log  

back in .  
 
The  Portal  can  be found  at  the  following address  https://portal.ncfe.org.uk . 

 

The  link can  also  be found  under the  login  area  of  our  website  (www.ncfe.org.uk ).  

 

This guide details all the stages you need to follow for the following T Level 1 Technical Qualifications:  
- T Level Technical Qualification in Education and Early Years  (Level 3) (delivered by NCFE)  
- T Level Technical Qualification in Digital Business Services (Level 3) (delivered by NCFE)  

- T Level Technical Qualification in Digital Support Services (Level 3) (delivered by NCFE)  
- T Level Technical Qualification in Health (Level 3) (delivered by NCFE)  

- T Level Technical Qualification in Healthcare Science (Level 3) (delivered by NCFE)  
- T Level Technical Qualification in Science (Level 3) (delivered by NCFE)  

 

 1T Level is a registered trademark of the Institute of Apprenticeships and Technical Education. 
The T Level Technical Qualification is a qualification approved and managed by the Institute for Apprenticeships and Technical Education. 

https://portal.ncfe.org.uk/
http://www.ncfe.org.uk/
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How do  I get a Username and Password?  
 
To request  a Portal  account :  

 

¶ Go to the óLog in ô tab from top menu bar on our NCFE website (www.ncfe.org.uk ) . 

¶ Select óPortal ô from the list of options available.  

¶ Click óRegister here ô from the Portal log in page.  

¶ Complete  the  requested  fields  and  click  send.  

 
If you  are  the  first person  to request  login  details  at your  centre,  youôll be set  up  as the  Portal  Admin  
user  by  our  NCFE Custome r Support  team .  

 
Otherwise, your request will be sent to the Portal Admin user at your centre , who will be responsible 

for creating your account and assigning you the appropriate permissions.  
 
Once you  have  requested  a Portal  account  and your account has been created , you will receive  an 

email  containing  a reset  password  link .  
 

¶ Access the link in the email and  enter  your  username . Click óSend ô to trigger another email 

including a verification code.  

¶ Activate your account using the verification code provided and create a password. Click óOKô.  

¶ Youôll see a mes sage confirming your account is now active. Click óFinish ô to complete the process.  

                    

 

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

 

http://www.ncfe.org.uk/
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How  do I  Create  a New  User?  
 

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

To set up  a new  user in the Portal go  to  the óMy Account ô tab, select  óManage  Users ô and c lick  to óCreate a 
new user ô. 

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

 

¶ Full  name  

¶ Email  address  

¶ Username  ï Please  use  the  userôs email  address  

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

 
Once  all  the  fields  have  been  completed  and  permissions  have  been  selected,  select  óSave ô. 

 
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 . 

 
Once  activated,  another  email will  be received asking  the  user  to change  their  password.  

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

 
Youôll also be  able  to  remove user accounts  from  the  Portal  using  the  óDelete ô button.  It is the Portal Admin userôs responsibility  

to make  sure your  users  are  accurate and kept up to date .  
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Search  
 

Products  
 

You can search  for  product s by  selecting  óSearch ô from the Portal menu and clicking the  óProducts ô tab.  

 
You can  view all the products your centre is approved to deliver by searching óAll Products ô. Alternatively, you can refine your       

search by selecting a sector from the list available or by entering a specific product code or product name.  
 

 
 

This screen  shows  important  information  about  your  QA Group,  EQA, DCS status  and  DCS lapse  date  (where applicable ) . You 
can  also view  your  EQA/Moderator  contact  detail s.  
 

If  a product  is ticked in the  óDisplay  on  website ô column , this means your  centre details  will  show  on the website  as a  centre  
who  is approved to deliver  this product.  This enables  learners  to  see where  they  can study  a qualification . If  you  would  not like  

your  centre  details  to  show  on the website , you  can  untick  this.  
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Visit Reports  
 

You can search  for a visit report by selecting  óSearchô from the Portal menu and clicking the óVisit Reportsô tab.   
 

You can  view all your centreôs visit reports by selecting óAll ô in the óVisit Type ô. 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 .  

 
 

This screen  will provide the details of any planned visits within the óNext Visit Date ô column. You can  also view  and access 

copies of completed visit reports as a pdf  document by clicking the report icon in the óReport ô column.  
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Batches  
 

You can search  for a batch by selecting  óSearch ô from the Portal menu and clicking the óBatches ô tab.   

 
You can search  by  a specific b atch  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  number  and  view  all  the associated  reports.  
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Learners  
 

You can search  for your learners by selecting  óSearchô from the Portal menu and clicking the óLearner sô 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  óDownload  in CSV  format ô option . 
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Bookings  
 

You can search  for your assessment bookings by selecting  óSearchô from the Portal menu and clicking the óBookings ô tab.   

 
You can search  for assessment bookings by  batch  number  or  Product  Code.  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  óDownload  in CSV  format ô option.  
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Registrations  
 

Background  
 

There  are  currently two different  ways *  you  can register  your  learners onto  a T Level  qualification:  

 

1)  Upload via  CSV  file  -  this  option  allows  you  to  upload  your  learners  using a CSV file  (RECOMMENDED)  

2)  Key  in  -  this option  allows  you  to manually  enter  learnersô details  on  to  a batch  

 

*Although  we also offer Tribal/B ulk C SV upl oad , this method  is not currently available when registering onto a T Level .   

 

When  registering  your  learners  onto a T Level qualification  you  will  be required  to  confirm  which  Core assessment  series  the  
learners will be booked for.  
 

For the Core  written exams  (Paper  A and  Paper  B) you  will  be required  to  confirm whether  the  learners  will  be completing  the 
assessments  online  or  in paper -based form. For the  Core Employer -set  Project (ESP) you  will  be required  to  confirm  which  

project  brief  the learner s will  complete . 
 
To complete a learner registration on a T Level qualification y ou  must also provide a valid Unique  Learner  Number  (ULN) .  

 
Please  note:  When registering your learners, you can only select one mode (online or paper - based) and one ESP brief per 

batch . Therefore, if you have some learners who prefer to complete assessments online, and some who prefer paper -based, then 
you will need to make separate registrations for each and chose the appropriate assessment series from the available list.  
 

You also  have  the  option  to  book  learners  onto  their  chosen  Occupational  Specialism  assessment  series  if  known  at the  point  of  
registration. However,  this can  be done  at  a later  date  if  this is  unconfirmed  by  the learner  at  the  point  of  registration.  
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Useful Registration fields  
 

 
¶ Ethnicity  -  should be provided for each learner registered. If this is not known or has not been provided, please select 

óNot Providedô from this list of available options. Where an ethnicity is not selected during the registration process óNot 
Providedô will be selected by default.  

¶ Centre  Learner  Ref  can  be used  if  youôve assigned  a unique reference  number to identify your learners by within your 

centre . Alternatively, y ou  can  leave  this  field  blank  if you  donôt have  one.  
 

 
New Registration fields  

 

¶ Postcode  ï Please add the learners post code  
¶ Term Time Checks , Learner Start Date & Planned end date  ï Please add at the point of registration . This is now a  

mandatory field for regulated products.  
 
 

Withdrawal of lapsed learner registrations  
¶ We will actively withdraw learners once their lapsed date has past which is 48  months for T levels .  
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 Register  Learners  Using  Key  In  or CSV file  
 

To register learners using either the óKey  inô or óupload  a CSV fileô method, select óRegistrationsô from the Portal menu and click  

óRegister learners using Key  in or  CSV  file ô. 

 

 

To register learners for a T Level qualification you can search for the product using the product code or product name.  You can 

also tick the box to óAdd to existing batch ô, if  you  would  like  to  add  your  learners to an existing batch. A batch  number  is a 
reference  number  we  assign  to a  group  of  registered learners . 

 

 

 
 
Please Note:  The Portal will always default and register your  learners  on  the  current session  which  runs  from 01  August to 31  July  each 

calendar year .
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To register a learner, first s elect the  product  and  session  (if  available)  youôd like  to  register  your  learner  on.  

Once you  have  selected  your  T Level  qualification,  you  must then  select which  Core  assessment  series  you wish to 
book the  learner  on ( including  their preferred  mode  of assessment and chosen ESP brief ).  

 
 

If the Occupational  Specialism is known at the time of registration, you  can  make  bookings onto an Occupational 

Specialism series by ticking the óOcc Spec  Assessment Series ô box. You will then  be provided with a list of all 
available  assessment  series  for the  different  specialisms available for your chosen T Level qualification.  
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You can  add your  learner information  by  either keying in this  data  or uploading a CSV file.  
 

 
 

Enter your  learner ôs details  into  the  fields  and  click  the add  button.  All mandatory  fields  are  marked  with  an  

asterisk  ( * ).  
 

Another  row  of blank  fields  will  now appear to complete for any  additional  learners  you wish to register . If  you  
enter  learner  details  without  selecting add,  their  details  wonôt be saved  when  you  complet e the registration 
process . 

 
The óEthnicity ô field should be provided for each learner registered . If this is not known or has not been 

provided, please select óNot Providedô from this list of available options. Where an ethnicity is not selected during 
the registration process óNot Providedô will be selected by default.   

 

The  óCentre  Learner  Ref ô can  be used  if  youôve assigned  a unique  reference  number to identify your learners by 
within centre . Alternatively, y ou  can  leave  th is field  blank  if  you  donôt have  one.  

 
You can now also add óPostcodeô, óLearner Start Dateô and  óPlanned End Dateô other than post code  these are 
mandatory . 
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The óInternationalô field will automatically show as United Kingdom . 

 
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.  
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Registering Learners Using CSV File Method  
 

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

 

  

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 th e 

correct format before you import the file. To use the CSV tool, go to the Support  section and then Download CSV tool .   

 

  
 

You will  then be presented  with  a Microsoft  Excel  Security  Notice,  and you must select the option to óEnable  Macros ô to  
continue.   
 
A Microsoft Excel  sheet will  then  open . Select  óAdd - ins ô from the menu options across the top of the sheet. This  
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will  open the  NCFE CSV Tool.  From  the  dropdown  select the re levant  field.  The tool  will then open,  and  the  header  
rows  will  now  show.  

Complete  the  fields  and  when  youôre finished,  select the  tool  again.  
 

Select óCheck  Data ô and  this will  show  you  if  your  file is ready  to  import.  Any  fields that  havenôt 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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Some further information  
 
The  mandatory  fields are f orename,  surname,  date  of  birth and gender . Learner Start Date and Planned End Date 

are also mandatory for regulated qualifications.  
 
The  file  must  be saved  as a ó.csv ô file. 

 
When adding learnerôs óEthnicity ô to a CSV file these should be entered using the following codes:  

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

32  -  Irish  

33  -  Gypsy or Irish Traveller  

34  -  Any other White background  

35  -  White and Black Caribbean  

36  -  White and Black African  

37  -  White and Asian  

38  -  Any other mixed / multiple ethnic background  

39  -  Indian  

40  ï Pakistani  

41  ï Bangladeshi  

42  ï Chinese  

43  ï Any other Asian background  

44  ï African  

45  ï Caribbean  

46  ï Any other Black / African / Caribbean background  

47  ï Arab  

98  ï Any other ethnic group  

99  ï Not provided



 
 

 

   
 

 
 
 
Page 22  of 90  

 

                   
                   Visit ncfe.org.uk     Call 0191 239 8000  

                   
                   Version V3. 1  

          (29 / 11/202 4) 

 

When adding a learnerôs óGender ô to a CSV file these should be confirmed using the following abbreviations: 

 
¶ M  ï Male  
¶ F ï Female  

¶ U ï Prefer not to say  
 

Paper  Modifications  (where required) should be added within columns  óJô to óOô. 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 pape r 

modification.  
 
Access Arrangements (where required) should be added within columns óPô to óXô. 
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               Adding 

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

youôve added  the  learnerôs details  two  icons  will  appear to  the  right  of their  record  as shown  below:  
 

Select  this   icon to  óAdd and amend learner details ô which includes declaring Paper Modification and Access 

Arrangements . 
 

 

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

 

 
 
When declaring Paper Modifications and/or Access Arrangements  for a learner, the user is required to provide an email address 

for the contact they want to receive all communications relating to the request. This is so we can complete ad -hoc sampling 
inspections of supporting evidence of need and so that we can keep y ou updated with regards to the processing and dispatch of 
any modified papers.  
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Please Note : Any  Access Arrangements  or Paper  Modification  requests  declared  at the  point  of  registration  will  be recorded  
against  your  learner.  This  enables us  to  send  you  modified  papers  for any  upcoming  paper -based  assessments  without  you  
needing  to not ify  us each  time  an external  assessment  booking  is made.  It also  means  that  any  Access  Arrangements  and  Paper  

Modification s will  appear  on  your  external  assessment  paperwork  for paper -based  assessments.    
 

 
 

 

                       

Once you have  entered your learners details, Proceed to óRegister Learners Using Key In or CSV  fileô  and either manually via the key in 
method or via the upload CSV file, you must click óNextô to proceed.  

 
Youôll then see the below óCentre Information ô screen. You must  add  the  address where  the  assessment(s)  will  take place  in  
the  óAssessment  Location ô field  (this is  a free  text  box).  If th is is the same  as the  delivery  address you  can  click to  confirm, to 

avoid  having to re -enter the  address.  
 

The  óContact  name ô and  óEmail  address ô fields will  auto  populate  according to  your  Portal login  details.  You can also input your 
own reference number or purchase order information  in the available fields (if required) .  
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Once all details are completed on this screen, click óFinish ô to complete the registration.  

 
Upon completing the registration process, you will see a confirmation message as shown below. This confirmation message will 

display the batch number the learners have been registered to. The  batch  number  is unique  to  this  group  of  learners and  can be 
used  in other areas of the Portal when  searching for learners, booking external  assessments,  and  viewing results.  

 
This  page  will  also display  any  paperwork  associated  with  this batch  of  learners  including:  
 

¶ External Assessment Confirmation Reports  

¶ External Assessment Invigilators Register (paper -based assessments only)  

¶ Order and Order Summary reports  
  

You may wish to print or download  copies of these  for your  records . Alternatively, you  can access  them  at a later date usin g the 
óSearch ô tab.  
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My Learners  
 

Manage  Learners  
 

You can manage your learner registrations  by selecting  óMy Learnersô from the Portal menu and clicking the óManage 
Learner sô option .  

This screen allows you to search  for your  learners,  before being able to edit their  details  or cancel  a learner ôs registration.   
 
Please Note : The option to withdraw and transfer learner registrations to a different product is disabled on this screen for T 

Level qualifications.  Please  follow  the cancellation  process.  
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Withdrawn  Learners  
 
You can withdraw  a learner registration  by selecting  óMy Learnersô from the Portal menu and clicking the óManage Learner sô 

option.   
 

After searching for the learner(s) you wish to cancel, tick the box to the left of the learner(s) name and click the button t o 
ówithdraw  learners ô. 
 

Once  a learner  registration  is withdrawn , this can  be unwithdrawn if necessary .  
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Cancel  Learners  
 
You can cancel a learner registration  by selecting  óMy Learnersô from the Portal menu and clicking the óManage Learner sô 

option .  
 
After searching for the learner(s) you wish to cancel, tick the box to the left of the learner(s) name and click the button to 

óCancel learners ô. 
 

Once  a learner  registration  is cancelled , this action cannot be undone.  The  learner  registration fee for a T Level qualification will  
be refunded in full  if  the  cancellation  is processed  between 01 September and 31  January each calendar year.  Any registrations 
cancelled outside of this period will not be refunded.  
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Edit  Learners  
 

You can edit learner registrations  by selecting  óMy Learnersô from the Portal menu and clicking the óManage Learner sô option.   

 
After searching for the learner(s) you wish to edit, tick the box to the left of the learner(s) name and click the button to óEdit ô 

to amend learner details.  
 
Within this screen y ou can  edit  forename,  middle  names,  surname,  gender,  date of  birt h and centre  learner  number.  You can 

also add, edit or remove Access Arrangements and Paper Modifications for a learner.  

 

 




















































































































