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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.

=4 =4 4 -8 -89

Please be aware that if t h e r 208r8nutes or more of inactivity, thenthe Portal will time out and y o u bel 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 ! 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)

T Level is a registered trademark of thstitute of Apprenticeships and Technical Education.
The T Level Technical Qualification is a qualification approved and managed by the Institute for Apprenticeships antiHthatatioa.
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How do lgeta Username and Password?

To request a Portal account :

Go to lbthired6otab from top menuwdbsite (voviv.ncéewrg.ukNECF E .
A . . . Register for a new Portal
Sel eRottal 6 from the |ist of options available. account
Cl i Rdgistérhere 6 from the Portal l og in page.
Complete the requested fields and click send.

= =4 -4 -9

If you are the first person to request login details at your centre, y o u bel skt 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. Send
i ; ; N . Back to login page
1 Accessthe link inthe email and enter your username . C| Sewndkd drigger another email oo pag

including a verification code.
f Activate your account wusing the verification OQKk6de provided and creat
T Youdl bBmessage conf i rming your accountFinskdnbw eomphbleteCthekpbocess.

If y o u ofergotten your username and/or password, please follow the links on the Portal login screen to reset your log in credentials
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How do | Create a New User?

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

To set up a new user inthe Portal go to the My Account 0Otab, select dlanage Users 6and c lick to reate a
new user 0

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

Full name

Email address

Username 1 Please use the u s e reiial address

Permissions 1 you can confirm by selection  which permissions each user will have .

= =4 -4 4

Once all the fields have been completed and permissions have been selected, select &ave &

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 d&dit 6alongside the appropriate user account. This will allow you to change the full
name, email address and permissions of the user.

Y o u éldolbe able to remove user accounts from the Portal using the @®elete Obutton. Itis t he Port al A dsponsibilitys er 6 s
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 &Gearch 6 from t he Portal thedmwduasnd thbcking

Youcanvi ew all the products your centre i alPeogupts oiv.e dAlttoerdredti iveel o)y yewracdn
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
[ Al products v |603/5829/4{ | \ | ‘ | Approved v
Search Clear

Download in CSV format

) Display on
Product code Product title QA group Moderator DCsS DCS lapse date -
website
E] 603/5829/4 T Level Technical Qualification in Education and Early Years (Level 3) £ Qman Mod1 Not Eligible
22 ) (delivered by NCFE) 2 Qman Mod1 for DCS
1 product found Page size

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 inthe ®isplay on website 6column , this means vyour centre details will show on the website asa 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 @& e a r cfrond the Portal menu and clicking the &isit Retmrtso
Youcanvi ew al yourstcentepbst sAlBy i meVisifiggteiédd g Al t ernatively, you can
selecting a visit type from the list available or by entering a specific product code , product name , session and/or visit date
Visit reports Batches Lea rners Bookings Bundles

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

Moderation v ‘ ‘ ‘ 2022/2023 v

Search Clear
Product

Visit type code Product or group name Visit number Visit date Next visit date Report

Moderation 603/7066/X T Level Technical Qualification in Health (Level 3) (delivered by NCFE) a MrQman Mod1 | 1 16 Jan 2023 e

This screen wi | | provide the details of MHextyisitDhta n e ¢ oV iusnicansal¥eevwietww handaccesk e

copies of completed visit reports as a pdf document by clicking tiReport pootumoon in the
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Batches

You can search for abatch by selecting d&earch 6 from t he Portal me @atches ndd tcabi cki ng t he

You can search by a specificb atch number or product code.

Three icons will appear next to your search results. These icons allowyou to book learners for external assessment, show
learners on that batch number 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 learners for

assessment or print reports relating to the batch by clicking on the icons on the left.

Batch number Product code
1805801165 o | Search Clear

Download in CSV format

Product . . Batch Registration
Batch Product title Session
code status date
Db 805801165 603/6989/9 T Level Technical Qualification in Science (Level 3) (delivered by NCFE) 202312024 Reagistered 11/10/2023
1 batch found Page size: | 10 ~
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L earners

You can search for your learners by selecting & e a r cfrord the Portal menu and clicking the d.earner s dab.

You can search forlearners 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
[ | | || | 106934868 | || | S coar

[=] Download in CSV format

Name ULN Learner Batch Centre DOB Product Session Learner Overall
number learner number code status grade

TEST 1 1234567899 106934868 805772755 12/11/1975 603/5829/4 2022/2023 Registered

1 learner found Page size: | 10
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Bookings

You can search for your assessment bookings by selecting & e a r cfrord the Portal menu and clicking the @ookings 6tab.

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 @®ownload in CSV format 6option.
Products Visit Reports Batches Learners Bookings Results Bundles

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

Batch number Product code
805627183 || | Search Clear
[%] Download in CSV format

Batch Product Code Session Assessment Code Assessment Name o L e
Assessment Window

&1 805627183 603/6989/9 2021/2022 000225 Core ESP (MET) 25/04/2022

&1 805627183 603/6989/9 2021/2022 000222 Core 1A (Onling) 20/06/2022 09:00

&= 805627183 603/6989/9 2021/2022 000224 Core 1B (Online) 24/06/2022 09:00

&I 805627183 603/6989/9 2021/2022 000265 Occupational Specialism A2 (MET) 17/03/2023

-2 E 805627183 603/6989/9 2021/2022 000266 Qccupational Specialism A3 (MET) 17/03/2023

-1 805627183 603/6989/9 2021/2022 000264 QOccupational Specialism A1 (MET) 17/03/2023

6 bockings found Page size: | 100 v
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Reqistrations

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 | e ar ndetails @n to a batch

*Although we also offer Tribal/B ulk CSV 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. Forthe 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 avalid 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, thiscan be done at a later date if thisis unconfirmed by the learner at the point of registration.
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Useful Registration fields

9 Ethnicity - should be provided for each learner registered. If this is hot known or has not been provided, please select
6Not Provideddéd from this Ilist of available options. Where an
Providedd wtedHdydefaelt. sel e

1 Centre Learner Ref can be used if y o u 6assigned a unique reference number to identify your learners by within your

centre . Alternatively, y ou can leave this field blank if you d o n ldave one.

New Registration fields

1 Postcode i1 Please add the learners post code
1 Term Time Checks , Learner Start Date & Planned end date 1 Please add at the point of registration . This is now a

mandatory field for regulated products.

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

Toregister | earners aysnoorquplead o BRVrfledb heme b e d eRcetg i6s t r a fronothe $drtal menu and click

&register learners using Key inor CSV file

N C FE seo Registration ~ My leamers ~ Bookings ~

Register leamers using key in or CSV file

Level qualification you can search for the product using the product code or product name. You can

To register learnersfora T
6 6 if you would like to add your learners to an existing batch. A batch number is a

al so ti ck tAdddo ekisting batch
reference number we assign toa group of registered learners .

Search 603/5829/4 - T Level Technical Qualification in Education and Early Years (Level 3) (delivered by NCFE)

Available sessions 2023/2024

Add to existing batch o

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

calendar year.

Page 14 of 90
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To register a learner, first s elect the product and session (if available) y o u fkd to register your learner on.
Once you have selected your T Level qualification, you mustthen select which Core assessment series you wish to
book the learner on (including their preferred mode of assessment and chosen ESP brief ).

Register your learners

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

Search 603/5829/4 - T Level Technical Qualification in Education and Early Years (Level 3) (delivered by NCFE)
Available sessions 2023/2024 v

Add to existing batch (W

Core Assessment Series Please select..

Occ Spec Assessment Series O

{optional)

Please fick to make Occupational Specialism bookings if known at the point of registration.
Note: When booking learners onto an Occupational Specialism assessment series, please ensure you select the correct specialism and series (the series in which the learner(s) will complete the
Occupational Specialism assessments, usually the second year of delivery).

When registering your learners for this T Level qualification you must select which Core Assessment Series you would like to book your leamers onto from the list of options available
When booking your learners for their first Core Assessment Series you must indicate the:

« chosen assessment series - e.g. Summer or Autumn
« chosen mode of assessment (for Core Papers A & B only) - e.9. Online or Paper Based
« chosen specialism (for Core Employer-set Project only) - e.g. Assisting Teaching or Early Year's Educator.

Although you are not required to book your learners onto their chosen Occupational Specialism at the point of registration, we do actively encourage you to do so if this has already been agreed with
your leamer(s). You can make Occupational Specialism bookings by ticking the box and selecting the Assessment Series you would like to book your learners onto from the list of options available.

Please be aware that should you need to make any changes to these bookings after registration, you can manage leamer bookings (including transfers and cancellations) via the 'Bookings' screen.

If the Occupational  Specialism is known at the time of registration, you can make bookings onto an Occupational
Specialism ser i esOcdhSpect AsseksmengSerteh e O6ldox. 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 inthis data or uploading a CSV file.

Add your learners

Centre Unique
learner learner Learner Planned
Forename* Middle names Surname® poB* Ethnicity Gender® reference number® Postcode Start Date™ End Date® Country”
dd/mmvyyyy - v - v dd/mmiyyyy | | ddimmiyyyy United Kingdom v Add

Upload learners by CSV

Choose file

Enter your learner 6 sletails into the fields and click the add button. All mandatory fields are marked with an
asterisk (*).

Another row of blank fields will now appearto complete for any additional learners you wish to register . If you
enter learner details without selecting add, their details wo n b6 saved when you complet e the registration
process .

T h eEthdicity 6 f i el d s houl tbrebhcklegineroegistatesl d . If this is not known or has not been
provided, please select ONot Providedd6é from this |ist dufingavail able opt
the registration process 6Not Pr ovi dsekdedbyidéfdult. b e

The &entre Learner Refdcan be used if y o u 6assigned a unique reference number to identify your learners by
within centre . Alternatively,y ou can leave this field blank if you d o ni@ave one.

Youcannowalsoadd 6 Post coopdlee ar ner St aandtd FDaat nendbe d E n dtheD than east code these are
mandatory .
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The 6 1 nt er n a tfieldwillaltainatically 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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Reaqistering Learners Using CSV File Method

You can find the CSV templ ate under Ybuhcan léaseutpepheader drowaimthea on t he Port al
document when you importthe CSV file.

Suppon ’

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

suepert

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

You will then be presented with a Microsoft Excel Security Notice, andyoumust s el ect t he Epaplé iMacros tom 6
continue.

A Microsoft Excel sheet will then open. Select Add -insé f rom t he menu options actrThiss the top of
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will openthe NCFE CSV Tool. From the dropdown selectthe re levant field. The tool will then open, and the header

rows will now show.
Complete the fields and when y o u Gfinighed,

S e | eCheck dData dand this will show you if your file is ready
to indicate where amends to data are

correctly will be coloured (see below)

select the tool again.

to import.

required amendments your file will be ready to upload.

s

]
—
[=]
=X
@

Date Picker

32 -lIrish

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 - Pakistani

41 - Bangladeshi

42 - Chinese

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

Check Data

Clear Colours

Auto Save

Manual Save

il

Exit

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

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

Visit ncfe.org.uk Call 0191 239 8000
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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
NES 7QR or NE65 0XX or S35NL or NE6G79WS

Planned End Date must not be more than 6 months ago
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Some further information

The mandatory fields are f orename, surname, date of birth and gender

are also mandatory for regulated qualifications.
The file must besaved as .asvd fi |l e.
When addi ng Etmigity nG rtbes a CSV

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

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 T Pakistani

41 7 Bangladeshi

42 1 Chinese

43 7 Any other Asian background

44 i African

45 1 Caribbean

46 17 Any other Black / African / Caribbean background
47 7 Arab

98 1 Any other ethnic group
99 T Not provided

Visit ncfe.org.uk Call 0191 239 8000
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When adding aGdndead® neo 63 ©6SV file these should be confirmed using the f

T M1 Male
1 F71 Female
T U Prefer notto say

Paper Madifications (where required) should be added within columns @6 tO6. 6When adding enlarged, colour
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) POhaodl.dd be added within columns 0
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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
y 0 u 6added the | e ar ndetaild gswo icons will appear to the right of their record as shown below:

Select this £ icon to @dd and amend learner details Owhich 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.

Paper Modifications: UJ Enlarged Paper
Coloured Paper
Non-interactive (PDF) question paper
Braille Paper and Tactile Diagrams

(J Modified Language Paper

Deselect All Paper Modifications

Coloured Paper Deep red
Modifications:

Page 23 of 90
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To add Access Arrangements for a learner, select the appropriat e option(s) from the list available.

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

Extra Time: 75%
Extra Time: 100%

Other Extra Time

12% v
(J Reader

(J Computer Reader
U Scribe

() Speech Recognition Technology
U Practical Assistant
UJ Language Modifier

Deselect All Access Arrangements

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 enablesus to send you modified papers for any upcoming paper -based assessments without you
needing to notify 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, Pr o c e e Register Learners Using KeyInorCSV f i |aaddeither manually via the key in
met hod or via the upl oad OBeWthdpréceed you must click 6

Youbl |l then s &€entrdlifoemative | o @ 6 c r Yoe must add the address where the assessment(s) will take place in
the Assessment Location Ofield (thisis a free text box). If thisisthe same as the delivery address you can clickto confirm, to

avoid having tore -enterthe address.

The &ontact name 6and &mail address 6 f iwalll adite 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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Centre information

Select the address you want to use against the batch *

{Main Address) Test Q6, Quorum Business Park, Benton Lane v
Contact name *

TQ User Guide
Your email address *

customersuppori@ncfe. org.uk
Telephone STD/Number
Fax STDVNumber
Your reference number
Purchase order number

Back @ Finish @
Once all details are compl EBinised dm tcloimpl edreedrm,e aleigilkstd ati on.

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:

i External Assessment Confirmation Reports
i External Assessment Invigilators Register (paper -based assessments only)
9 Order and Order Summary reports

You may wish to print  or download copies of these for your records . Alternatively, you can access them at alater date usin g the
@earch oOtab.
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Learner registration complete

Thank you, we've received your leamer registrations your status is: Registered
Your learners are registered on batch number: 805674792

Please download the paperwaork 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.

If you need to notify us of any new or update us on any existing Access Arrangements / Paper Modifications for your learners, you can do this via the 'Manage Leamners' section within the 'My Learners' screen. These

records must be kept up to date at all times and accurately reflect the needs of your learners, wherever applicable.

Order ORD001520066
Order Summary
Learner Status - Unit Progress

Leamer Status Report (Graded)

External Assessment Booking Confirmation Report TQ - Core ESP (AT)
External Assessment Invigilators Register TQ - Core ESP (AT)

External Assessment Invigilators Register TQ - Core 1B (Paper Based)

External Assessment Booking Confirmation Report TQ - Core 1B (Paper Based)

External Assessment Booking Confirmation Report TQ - Core 1A (Paper Based)

External Assessment Invigilators Register TQ - Core 1A (Paper Based)
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My Learners

Manage Learners

You can manage your learner registrations by selecting My L e ar nfem thedPortal menu and clicking the Manage
Learner sboption .
This screen allows youto  search for your learners, before being able to edit their details or cancel a learner & 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.

My learners

You can use the active fields to search for your leamers. Once you have found your data set you can click on the column headers to order the information the way you'd prefer, or select the VTQ slider and click search
to search for leamers on these qualifications.

You'll be able to edit leamer details here as well as completing cancellations, transfers, top ups and withdrawing your leamers.
Information on Fees and Pricing can be found on the website.

Show only valid VTQ learners

NCFE Centre
learner learner Product Current learner Planned  Registration
O Batch Forename  Surname  DOB number number  ULN code Product name status end date  date Edit
805737748 Forename Surname dd/mmiyyyy B | Leamer No ULN Product code Learner Status v Search
J 805737748  XOBRIEN XO'BRIEN  26/11/1991 106721211 1234567899  603/5829/4 T Level Technical Registered 16/11/2022 & Edit
Qualification in
Education and Early
Years (Level 3)
(delivered by NCFE)
First < Previous 1 v Next > Last Your search returned 1 learner(s). Displaying page 1 of 1
Choose file Upload Learners || Download Learners
= Our live chat servi... »
- Page 28 of 90
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Withdrawn Learners

You can withdraw a learner registration by selecting My

option.

L e a r nfrem thedPortal menu and clicking the Manage Learner

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

Qvithdraw learners 0 .

Once a learner registration is withdrawn , this

One learner has been withdrawn successfully

can be unwithdrawn if necessary

NCFE Centre
learner learner
Batch Forename  Surname DOB number number ULN
Batch DSDS DSAD dd/mm/yyyy Learner No ULN
805820088 DSDSA DSAD 09/10/2001 107156191 8916375249
First < Previous 1 v Next > Last
Cancel learners Withdraw learners Transfer learners Unwithdraw learners
Choose file Upload Learners || Download Learners

Visit ncfe.org.uk Call 0191 239 8000

Version V3.1
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Product
code

Product code

603/5829/4

Product name

T Level Technical
Qualification In
Education and Early
Years (Level 3)
(delivered by NCFE)

Show only valid VTQ learners

Current learner Planned end Registration

status date date Edit
Learner Status v Search

Withdrawn 10/10/2024  28/08/2024

Your search returned 1 learner(s). Displaying page 1 of 1
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Cancel Learners

You can cancel a learner registration by selecting My L e ar nfrem thedPortal menu and clicking the Manage Learner s
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

&ancel learners 0.

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.

Show only valid VTQ learners

One learner has been cancelled successfully

NCFE Centre
learner learner Product Current learner Planned end Registration
Batch Forename  Surname poe number number ULN code Product name status date date Edit
Batch DSDS DSAD dd/mm/yyyy O Learner No ULN Product code Learner Status v Search
805820088 DSDSA DSAD 09/10/2001 107156191 8916375249 603/5829/4 T Level Technical Cancelled 10/10/2024  28/08/2024
Qualification in
Education and Early
Years (Level 3)
(delivered by NCFE)
First < Previous 1~ Next > Last Your search returned 1 learner(s). Displaying page 1 of 1
Cancel learners || Withdraw learners Transfer learners Unwithdraw learners
Choose file Upload Learners | Download Learners
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Edit Learners

You can edit learner registrations by selecting &My L e ar nfrem thedPortal menu and clicking the Manage Learner  sboption.

After searching for the learner(s) you wish to edit, tick the box to the left of the | earner (s) name and cEdiock the
to amend learner details.

Within this screeny 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.
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