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The Portal - Introduction 
 

The Portal is a secure website which allows you to: 
 

• register your learners  
• book learners for paper based external assessment and controlled assessment 

• view learner results for external assessment 
• submit internal units for graded qualifications 

• claim learner certificates 
• view learners eCertificates 

• view learner details using the search area and edit learner 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. 

 
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). 

  

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 ‘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.  
 

• Access the link in the email and enter your username. Click ‘Send’ to trigger another 
email including a verification code. 

• Activate your account using the verification code provided and create a password. Click ‘OK’ 
• 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. 

 

 
 

http://www.ncfe.org.uk/


 

 
Visit ncfe.org.uk    Call 0191 239 8000 

 
 
Page 5 of 96 

 
Version 1.9 
 (31/05/2022) 

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.   

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’. 
 

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. 

 
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.  
 

If you need to set up a user to only access information on QualHub (www.qualhub.co.uk), please set them up as a 
user with no permissions. 

http://www.qualhub.co.uk/
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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.  
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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 also find your EQA contact details by clicking on the EQA name, and you can view your Visit Report by selecting the 
PDF. 

 
 

 
 

 

 

 
This screen will provide the details of any 
planned visits within the ‘Next Visit 

Date’ column.  
You can also view and access copies of 
completed visit reports as a pdf document 

by clicking the report icon in the ‘Report’ 
column.  
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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 number and view all the associated reports. 
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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. 
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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. 
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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. 
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Registrations 
 

Background 
 
There are currently three main methods of registering learners:  

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

• Upload via CSV file: allows you to upload your learners using a CSV file.  
• 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 use for products which require an assessment booking on registration) 
 

Tribal Upload: if you use Tribal EBS MIS you can upload learners directly from their system to ours. 
 

As of 21/01/2022 registration onto products that are not approved for your centre (banking learners) is no longer possible. 
Please ensure your centre has the required approval prior to registration. Approval can be gained through the ‘Our website’ 

tab. 
 

Withdrawal of lapsed learner registrations 
We will start to actively withdraw learners once their lapsed date has past which is normally 36 months (this may vary 

depending on the qualification). 
 

1. If you realise a learner is about to be withdrawn and you want this to be stopped, you can request with Customer 

Support to increase the lapsed date  

2. If a learner is withdrawn and you want to continue, you can un-withdraw the learner in the ‘My Learners’ screen. 

 

Please Note: when un-withdrawing a learner and their lapse date is in the past, the lapse date is extended by 6 months 

from the current date. 
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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’. 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

You can search for the product or batch number (if you would like to add your learners to an existing batch) which you’d like 
to register your learners on.  

 
 

 
 
 

 
 

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.  
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You can search for a product by entering the product name, product code, apprenticeship title, batch number and 

apprenticeship batch numbers.  
 
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. 
 

To register a learner, first select the product and session (if available) you’d like to register your learner on. 
Additionally, you can choose to add learners to an existing batch. 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 
 

 
 

 
You can now add you learner information by keying in this data. 
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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 valid Unique Learner Number (ULN) so achievement can be uploaded 

to the Personal Learner Record (PLR). 
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. 
 

The ‘Ethnicity’ field should be provided for each learner registered. If this is not known or has not been 
provided, please select ‘Not Provided’ from this list of available options. Where an ethnicity is not selected during 

the registration process ‘Not Provided’ will be selected by default.  
 

The ‘Centre Learner Ref’ can be used if you’ve assigned a unique reference number to identify your learners by 
within centre. Alternatively, you can leave this field blank if you don’t have one. 

 
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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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         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.  
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When declaring Access Arrangements and/or Paper Modifications 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 you updated with 
regards to the processing and dispatch of any modified papers.  

 

 
 

 
 

 
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 notify us each time an external assessment booking is made. It also means 

that any Access Arrangements and Paper Modifications will appear on your external assessment paperwork for 
paper-based assessments.   

 
For more information please visit: https://www.qualhub.co.uk/delivery-and-learner-support/forms/access-arrangements-reasonable-adjustments/ 

 
 
 

 
 

 
 

 
 

 
 

Registering Learners Using CSV File Method 
 

https://www.qualhub.co.uk/delivery-and-learner-support/forms/access-arrangements-reasonable-adjustments/
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To register learners using the ‘CSV File’ method, select ‘Registrations’ from the Portal menu and click ‘Register 
learners using Key In or CSV file’. 

 
 
 

 
 

 
 

 
 

 
 

 
 

You can search for the product or batch number (if you would like to add your learners to an existing batch) which you’d like 
to register your learners on.  

 
 

 
 

 
 

 
 
 

 
 

 
Below is the format that you will need to use when creating your learner file when making registrations via the 

CSV upload method. This example can be downloaded via our support section. You can leave the header row in 
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the document when you import the CSV file.  
 

The mandatory fields are forename, surname, date of birth and gender. 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  
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 – 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 

 
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 ‘J’ to ‘O’. When adding enlarged, coloured 
and braille paper modifications you must also provide the specific size, shade and grade respectively, in the 
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adjacent column to the paper modification.  
 

Access Arrangements (where required) should be added within columns ‘P’ to ‘X’. 
 

 
 

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. An 

example of what this looks like is located in Support under ‘CSV File Example’. 

 
 

 
 

 

 
 

 
 

 

 
 

 

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 
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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 red to indicate where amends to data is required. Once you have made the required 
amendments your file will be ready to upload. 
 

  

 
 

 
 

 

Uploading a CSV file 
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On the portal navigate to ‘Register learners using Key In or CSV file’. On the page that appears enter the qualification 
using either the product code or name and select it from the drop-down list that appears ensure that the correct session is 

chosen from ‘Available Sessions’ is selected.  
 
If needed, you can also add the learners onto another batch by ticking the box for ‘add to existing batch’ and choosing the 

relevant batch. 

 

  
 

 
Certain qualifications display additional sections such as enabling a booking on registration which can be completed by 

choosing the desired booking date from the drop-down box.  
 

 
 

 
 

 
 

 
 

 
 

 
 
 

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’. 
You’ll then see the below ‘Centre Information’ screen.  



 

 
Visit ncfe.org.uk    Call 0191 239 8000 

 
 
Page 23 of 96 

 
Version 1.9 
 (31/05/2022) 

 
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. 
If the address that you need is not showing, contact the Customer Support team to arrange for this to be added. 
 

The ‘Contact name’ and ‘Email address’ 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). 

Assessment Materials Contact can also be added for details on who we should contact for electronically based 
materials 

 

 
 

 
 

Once all details are completed on this screen, click ‘Finish’ to complete the registration.  
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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 when booking learners for external assessments, viewing results, submitting graded internal units and claiming 
certificates. 
 

This page will also display any paperwork associated with this batch of learners. You can print or download these for your 
records, or you can access them by using the Search function later. If applicable, you can book your learners straight onto 

an external assessment. 

 

 

 

 

 
 

 
 

 
 

Registering Learners for V Certs 
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When you register learners for a V Cert qualification, you will be required to confirm the ‘Expected Completion Year’ and 
‘Assessment Window’ you want your learners booked onto. This booking will be the learners first attempt and any 

subsequent resits will need to be booked via the ‘Bookings’ screen.  
 
Once these have been selected, you can follow the Key In/CSV upload process as above. 
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Registering Learners on an Apprenticeship 
 
To register learners on an apprenticeship, search for the apprenticeship by title. A dropdown list will appear for you to select 
the appropriate apprenticeship from your search results. 

 
  

 
 

 
 

 
 

 
The confirmation page will show you the batch number for the apprenticeship as a whole   
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This page will also display any paperwork associated with this batch of learners. You can print or download these for your 
records, or you can access them by using the Search function later. 

 
The batch number is unique to this group of learners and can be used when entering learners for external assessments, 

viewing results, submitting graded internal units and claiming certificates.  
 

If there are External Assessments for parts of the apprenticeship, then options to book will also appear.   
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Adding learners to an Existing Apprenticeship Batch 
 
There are 2 ways to add additional learners to an existing Apprenticeship batch.  
 

If you enter the apprenticeship batch number (1) in the search field and select the batch in the drop down, it will add any 
learners you register directly to that batch as shown below.  

 
 

 
 
 

 
Alternatively, if you enter the apprenticeship name (2), you will be able to put a tick in the ‘Add to existing batch’ box.  

 
You will then be given a drop down that shows all the batches that have been registered previously on this product by your 

centre as shown below.  
 

 
 
 
 

1 

2 
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Register Learners Using a Tribal/Bulk CSV File 
 
A Bulk CSV file allows you to register learners on multiple qualifications from a single CSV file. 
 

Bulk CSV registration currently does not allow for registration for T-level programs or Entry on Registration. Please follow the 
process for Key In or CSV (non-bulk) registration. 

 
The header row to the batch must be set out using the following format: 

 
Record type (NCFE1), centre number, centre reference, blank field, product code, blank field, blank field – Only Record Type 

(NCFE1), Centre Number and Product Code are mandatory. 
 

The learner information rows must be set out using the following format: 
Record type (NCFE2), first name, middle name, surname, date of birth, centre learner ref, ethnicity code (see page 19), 

gender, unique learner number (ULN). Only Record Type (NCFE2), Forename, Surname and Date of Birth are mandatory 
fields 

 
• You can register as many batches on as many products as you like using a bulk CSV file. 

• Continue to insert new header rows for each batch of learners you want to create. 
• Save the file as a .csv file and upload the information. 
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To register your learners using a bulk CSV file, select ‘Registration’, then ‘Register learners using Tribal/Bulk CSV file’. 
Then select ‘Next’. 

 
Select ‘Browse’, locate your file, then select ‘Upload’ when the field is populated. Your files will show as below: 
 

A line will be produced for each group of learners on your Bulk CSV file. If the line is greyed out, this indicates an error on 
the product code that was entered. You’ll need to review the submission for this product and resubmit. If you make an 

upload by mistake, then that line can be deleted by ticking the right box and selecting the delete button. 
 

Select the first batch you’d like to register by clicking ‘Select’ and then click ‘Next’.  
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If you’ve a specific reference that you need to attach to this batch, you can add it in the ‘Your reference number’ field. 

Add a Purchase order 
number if you need it 
on the registration 

order.  
Select the product and 

session (if available). 
 

The ‘Contact’ and 
‘Email’ fields will auto 

populate according to 
your Portal login 

details.  
 

Select the address 
where the learners are 

based. If the address 
that you need is not 

showing, contact our 
Customer Support 

team to arrange for this to be added. 
 

Once you have checked that all of the information is accurate, click to ‘Next’. 
 
Your learner details will now show. Any information that is incorrect will be highlighted, and you can amend this here. Once 

you’re happy with the information, select ‘Next’. 
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The next screen allows you to confirm your learners’ details before completing the registrations of your learners. If you need 
to make any further amendments, select ‘Previous’. 

 
Select ‘Finish’ once you’ve checked all the information entered is accurate.  
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The confirmation page will show you the batch number the learners have been registered on to. The batch number is unique 
to this group of learners and can be used when entering learners for external assessments, viewing results, submitting 

graded internal units and claiming certificates. 
 
This page will also display any paperwork associated with this batch of learners. You can print or download these for your 

records, or you can access them by using the ‘Search’ function at later date. 
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NCFE and Tribal Group plc 
 
NCFE and Tribal have linked the Portal and Tribal’s Management Information System, ebs™ to reduce the duplication of work 
normally needed when registering learners. 

 
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™. 

 

Who are Tribal Group plc? 
 

Tribal is part of Tribal Group plc www.tribalgroup.com 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. 
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Tribal Contact Information 
 
 

 
 

 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

   

 
Michael Fisher 

Product Manager,  
Management Systems & Solutions Tribal 

 
Tribal 

Citylab 
4-6 Dalton Square 

Lancaster 
LA1 1PP 

 
T  +44 (0)1524 384085 

M  +44 (0)7775 550336 
 

 
michael.fisher@tribalgroup.com 

www.tribalgroup.com 

 
Kevin Atkins 

UK Core Product Owner 
 

 
Tribal 

St Mary's Court  
55 St Mary's Road  

Sheffield  
S2 4AN 

 
T +44 (0) 844 8115070 

M +44 (0) 778 6661043 
F +44 (0) 14 2816021 

 
kevin.atkins@tribalgroup.com 

www.tribalgroup.com 

mailto:michael.fisher@tribalgroup.com
http://www.tribalgroup.com/
mailto:kevin.atkins@tribalgroup.co.uk
http://www.tribalgroup.com/
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My Learners 
 

Manage Learners 
 
You can manage your learner registrations by selecting ‘My Learners’ from the Portal menu and clicking the 

‘Manage Learners’ option.  
 

This screen allows you to search for your learners, before being able to cancel, withdraw and un-withdraw, 
transfer and top up/down learner’s registrations. 
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Edit Learners 
 
You can edit a learner registration by selecting ‘My Learners’ from the Portal menu and clicking the ‘Manage 
Learners’ 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 ‘Edit’ to amend learner details. 
 

Within this screen you can amend a learner’s forename, middle names, surname, 
gender, date of birth and centre learner number. You can also add, edit or remove 

Access Arrangements and Paper Modifications for a learner. 
 

You can also amend a learner name for 90 days after the certification date. We will 
reissue the certificate in the new name, and you will automatically be charged a 

replacement certificate fee of £35 per learner. You will need to provide a reason for 
the name change when requesting a replacement certificate. 
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Withdraw Learners 
 
You can withdraw a learner registration by selecting ‘My Learners’ from the Portal menu and clicking the 
‘Manage Learners’ option.  

 
To withdraw learners, select your learner(s) and click the ‘Withdraw learners’ button. 

 

 
 

To un-withdraw learners, select your learner(s) and click the ‘Un-withdraw learners’ button. 
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Cancel Learners 
 
You can cancel a learner registration by selecting ‘My Learners’ from the Portal menu and clicking the ‘Manage 
Learners’ 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 ‘Cancel learners’. 
 

Once a learner’s registration has been cancelled, this can’t be changed. The learner’s registration fee will be credited, if the 
cancellation is done within 5 working days of the initial registration date. Please refer to the Fees and Pricing Guide for 

further information. 
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Transfer Learners 
 
You can transfer a learner registration by selecting ‘My Learners’ from the Portal menu and clicking the ‘Manage 
Learners’ option.  

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

‘Transfer learners’. 
 

The learner’s registration fee will be credited, provided this learner hasn’t been sampled as part of an External Quality 
Assurance visit. Please refer to the Fees and Pricing Guide for further information. 

 
You will need to provide the product code, and batch number (if transferring to an existing batch). You can also add a 

Purchase Order Number. 
 

Reports for the original and new batch will be available to print or download. 
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Top up/down Learners 
 
You can top up learners by selecting ‘My Learners’ from the Portal menu and clicking the ‘Manage Learners’ 
option.  

 
After searching for the learner(s) you wish to top up, tick the box to the left of the learner(s) name and click the 

button to ‘Top up learners’. 
 

The learner’s registration fee will be credited, and you will be charged the new registration fee. The highest fee will always 
apply. Please refer to the Fees and Pricing Guide for further information. 

 
 You will need to provide the product code, batch number (if transferring to an existing batch). You can also add a Purchase 

Order Number. 
 

You will only be able to top up, or down, if the learner has an internal or external result, otherwise follow the transfer 
instructions. You will only be able to top up/down to a product that is part of the same nested suite.  

 
Reports for the original and new batch will be available to print or download. 
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Manage ULNs 
 
You can manage your learner ULNs by selecting ‘My Learners’ from the Portal menu and clicking the ‘Manage 
ULN’ option.  

 
You can search for your learners on this screen using product code, batch number, forename, surname and/or 

date range.  
 

Please Note: Only the Portal LRS admin user at your centre can access the Learner Records Service (LRS) 
screen to update a learner’s ULN. 
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You can add a learner’s ULN by typing into the empty box and then either select ‘Save’ on each line individually or select 

‘Save All’. 
 

You can also amend a learner’s ULN by overwriting the existing ULN 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.  

When a ULN is input in the correct format, the row will turn green when saved. We will then send the ULN to LRS to be 

validated. 
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The following error codes will show how your NCFE registration differs from what LRS have for your learner. 
 

Flag  Condition  

VRF001 The supplied "Given Name" does not match the "Given Name" held by 
LRS. 

VRF002 The supplied "Given Name" does not match the "Family Name" held by 
LRS. 

VRF003 The supplied "Given Name" does not match the "Previous Family Name" 
held by LRS. 

VRF004 The supplied "Family Name" does not match the "Given Name" held by 
LRS. 

VRF005 The supplied "Family Name" does not match the "Family Name" held by 
LRS. 

VRF006 The supplied "Family Name" does not match the "Previous Family Name" 
held by LRS. 

VRF007 The supplied "Date of Birth" does not match the "Date of Birth" held by 
LRS. 

VRF008 The supplied "Gender" does not match the "Gender" held by LRS. 
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Bookings 
 

Book Learners for Paper Based External Assessments 
 
You can create new learner bookings by selecting ‘Bookings’ from the Portal menu and clicking the ‘Book 

External Assessment’ option.  
 

You can search for your learners to create new bookings using batch, forename, surname, product code and 
product name. Only learners that are registered on a product with external assessment components will be 

displayed. 
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After searching for your learner(s) you can then click to select the learners you wish to create new or view 
existing bookings for. When searching for a batch of learners, you have the option to select all learners on the 

page, or all on the batch. 
  
You can also make bookings for learners that are on different batches, providing they are registered on the same product 
and session. 

 
To make a booking after selecting your learners, click ‘Make bookings’ and you will see the ‘Booking details’ 

screen. 
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For Functional Skills English, you can book learners for the Reading and Writing assessment components at the same time.  
 
First, select the assessments you would like to make a booking for. If you have selected both assessments, you will see two 

tabs appear under the ‘Enter assessment details’ heading. 
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You must complete both tabs with the delivery address, the assessment location and the date and time that you would like 

the assessment to take place.  
 
You will need to type in the assessment location, if different to the delivery address. Once you have typed in the assessment 

location, the system will remember it, so you won’t need to type it in again the next time you make a booking.  
 

Please Note: we require a minimum of 10 working days’ notice for paper-based assessment bookings.  
 

Please Note: It is possible to book with less than 10 working days’ notice, but this will incur a fast-track fee. It is not 
possible to book a paper-based assessment on the Portal within 5 working days of the assessment date.  
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Select ‘Book entries’ when you’ve checked all information is accurate and are ready to proceed.  

 
After clicking to ‘Book entries’ you will see the ‘Confirm entry details’ screen appear. If you need to change 
anything, you can click to ‘Edit entries’ and you will return to the previous ‘Bookings details’ screen.  

 
Otherwise, once all learner details are correct click ‘Book entries’ to complete the booking.  
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Upon completing the booking, you will see a confirmation message as shown below. All assessment paperwork such as the 
Booking Confirmation Report and Invigilator Registers (paper-based assessments only) will be available from this screen. 
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View Existing Bookings for Paper Based External Assessments 
 
You can view existing learner bookings by selecting ‘Bookings’ from the Portal menu and clicking the ‘View 
External Assessment’ option.  

 
You can search for your learners to view existing bookings using batch, forename, surname, product code and 

product name. Only learners that are registered on a product with external assessment components will be 
displayed. 

 
After searching for your learner(s) you can then click to select the learners you wish to create new or view 

existing bookings for. When searching for a batch of learners, you have the option to select all learners on the 
page, or all on the batch. 

 
Once you’ve selected your learners, you will have the option to ‘View bookings’.  
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Select the assessment you would like to view, and the booking information will be displayed. 
 

This screen displays information relating to the booking including the current ‘Booking status’, e.g. Active, 
Cancelled, Transferred, Pending Result or Result Issued.  You can also access and download copies of the 
assessment paperwork such as the Booking Confirmation Reports and Invigilator Register (paper-based 

assessments only). 
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You can change the delivery address for your assessment papers by using the drop down below. You can do this up to the 
cut-off date for the assessment window. Only addresses that are registered with NCFE, will show. If you need further 

addresses to be added to your account, please contact the Customer Support team. You may only change the delivery 
address for products with assessment windows. 
 

  

On this screen you can also transfer your assessment window booking to another assessment window for the qualification as well as if 
needed cancel the assessment (note that cancelling the assessment does not cancel the learner’s registration). To do so, with your 
booking visible scroll to the bottom of the page and click the corresponding buttons and follow the on-screen prompts. 
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Downloading Pre-release and Assessment Materials 
 

Background 

Some of our NCFE qualifications require pre-release materials for the learners prior to the external assessment starting, as 
well as some which have electronically shared assessment materials. 

Details of all of these affected qualifications can be found in the Qualification Specific Instructions for Delivery (QSID) here 
but also highlighted in Appendix 1 and 2 in this document.  

  
Centres will be required to download and store all pre-release and electronic assessment materials in line with the 
Regulations for the Conduct of External Assessment which can be found here.  

  
It is the Centre’s responsibility to ensure all files are downloaded and made available to learners in line with the Regulations 

for the Conduct of External Assessments.    
  

Centres will need to ensure that any learners due to sit an external assessment have been registered and booked onto the 
correct assessment through the NCFE Portal.  

Further information and guidance on making bookings is available in the Portal handbook available here. 
  

Using the navigation ribbon at the top of the NCFE Portal select Bookings > view external bookings 
 

https://www.qualhub.co.uk/policies-documents/assessment-regulations/
https://www.qualhub.co.uk/policies-documents/assessment-regulations/
https://www.qualhub.co.uk/policies-documents/support-guides/
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Search for the appropriate booking(s) for the pre-release/assessment materials being accessed – select the booking and click 
view bookings at the bottom of the page 
 



 

 
Visit ncfe.org.uk    Call 0191 239 8000 

 
 
Page 56 of 96 

 
Version 1.9 
 (31/05/2022) 

 
  

 

 Select the appropriate booking again 
 

 
  

Once the booking has opened, scroll to the bottom of the page to access and download any associated pre-release and/or 

assessment materials   
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Important Information 

  

Pre-release materials will be made available within the Portal either in line with the published dates within the Key Date 
Schedule (T Levels) or 10 working days (all other qualifications) before the external assessment is due to start. 

  
Where qualifications require electronic assessment materials, these will be made available within the Portal no more than 3 

working days before the external assessment is due to start. 
  

The pre-release and/or electronic assessment materials will only be available to be accessed until the end of the assessment 
time. 
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Where centre staff are unable to access the Bookings section of the Portal we would recommend contacting the centre’s 
Portal Administrator in the first instance. 
 
 

Late/Very Late Bookings 

 
For some qualifications we will accept assessment bookings after the advertised bookings cut-off date for your 

chosen assessment window has passed. Bookings made after the bookings cut-off date has passed, but before 
the assessment begins are known as late/very late bookings.  

 
During the late booking period you can book as many learners as required (within 5 working days of bookings cut-

off date having passed). 
 

We will also accept up to a maximum of 50 learner bookings during our very late bookings period (within 6-10 

working days of the bookings cut-off date having passed). 
 

Once 10 working days or more have passed since the bookings cut-off date, we’re unable to accept any further 
bookings to the chosen assessment/assessment window. 

 
Please refer to our fees and pricing guide on our website for details on our late and very late booking fees. 
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To process a late or very late booking, follow the normal bookings process. When you select an 
assessment/assessment window which is within the 10 working days bookings cut-off period, the following 

message will be displayed: 
 
To do this, follow the normal bookings 

process. When you select an assessment 
window, you will be presented with the 

following message. 
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Booking Learners for Controlled Assessment 
 
For some products, you will need to book your learners for a Controlled Assessment. To book your learners onto a Controlled 
Assessment, select ‘Book Controlled Assessment’ from the Bookings dropdown. 

 
 
You will then need to find your learners, you can do this by searching on Batch Number, 
Forename, Surname, Date of birth, Product Code or Product Name. 

 
Select the learners that you wish to book onto a Controlled Assessment. The Book Controlled 

Assessment button will now be available for selection.  

 
 

 
 

 
 

 
 

 
 

  
After searching for your learner(s) you can then click to select the learners you wish to create new or view 

existing bookings for. When searching for a batch of learners, you have the option to select all learners on the 
page, or all on the batch. 
  
You can also make bookings for learners that are on different batches, providing they are registered on the same product 

and session. 
To make a booking after selecting your learners, click ‘Book Controlled Assessments’. 
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Level1/2 Technical Awards – Synoptic Assessment  

 
The Assessment Topic Selection screen will appear after selecting ‘Book Controlled Assessment’ allowing for you to 
confirm details and the learners selected are correct.  

 
For Technical Awards you may only book your learners onto the Controlled Assessment once.   

 
 Assessments are only available for Technical Awards, during certain windows, therefore the Assessment Topic will 

automatically during the available period.  
 

 
 
 

 
 

 
 
 

 
 
 

 
 
 
 
 
 

Choose the Expected Completion Year and select Confirmation to progress to the next screen.    
 



 

 
Visit ncfe.org.uk    Call 0191 239 8000 

 
 
Page 62 of 96 

 
Version 1.9 
 (31/05/2022) 

 
 

Please read the declaration and click the ‘Confirm’ tick box and a green box will appear with the assessment materials 
associated with your booking. 
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Assessments are only available for Technical Awards, during certain windows. If you book a learner onto a Controlled 
Assessment outside of a window, you will see this message: 

 

 
Please refer to the External Assessment Timetable on our website for more information.  
 

Please Note: For Technical Awards, you may only book your learners onto the Controlled Assessment once.  
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Functional Skills Qualifications 

 

You will then need to find your learners, you can do this by searching on batch number, forename, surname, date of birth, 
product code or product name. 

 
Select the learners that you wish to book onto a Controlled Assessment. The ‘Book Controlled Assessment’ button will 
now be available for selection. Upon selection, you’ll be taken to the ‘Assessment Topic Selection’ screen. 
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All available topics will be available to select from the drop down. Select the relevant one and you’ll then be able to confirm 
your Controlled Assessment booking. If you are booking for a pre-approved contextualised paper, select the contextualised 

topic option. Please note, English components for Reading may also appear as ‘R’ and Writing components may sometimes 
appear as ‘W’. The following screen will appear, read the declaration to ensure you agree with the statement and if you are 
happy to proceed click the ‘Confirm’ tick box and the green box will appear with your assessment materials. 

 
  

 
 

 
 

 
 

 
 

 
 

 
Your assessment materials will be available for download here. If you are using a pre-approved contextualised paper, you 

will already have access to the assessment material. 
 

Your assessment materials will be available for download here  
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Essential Digital Skills Qualifications (EDSQ) 
You will then need to find your learners, you can do this by searching on batch number, forename, surname, date of birth, 
product code or product name. 
 

The Assessment Topic Selection screen will appear after selecting ‘Book Controlled Assessment’ allowing you to confirm 
that the learners selected are correct.   

 
For EDSQ the assessment topic will be randomly selected from the available assessments and cannot be changed.   

 
 
 
Select the ‘Confirmation’ button and the Confirm Controlled Assessment Declaration screen will appear.   
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Please read the declaration and click the ‘Confirm’ tick box and a green box will appear with the assessment materials 
associated with your booking. 

 
 
 

 
 

 

 
If you try to book a learner onto a controlled assessment past any published cut off dates, you’ll see the following message:

 
Please refer to the Delivery guidance document on the related Qual page for published cut off dates. 

 
 

 
 

 
 

 
 
 

 



 

 
Visit ncfe.org.uk    Call 0191 239 8000 

 
 
Page 68 of 96 

 
Version 1.9 
 (31/05/2022) 

Viewing Booked Learners for Controlled Assessment 
 
To view which learners have been booked onto a Controlled Assessment, select ‘View Controlled Assessment’ from the 
‘Bookings’ menu. 

 
You will then need to find your learners, you can do this by searching on batch, forename, surname, date of birth, product 

code or product name. 
 

All learners that have been booked onto a Controlled Assessment will show on this page.  
 

If the Controlled Assessment window is open for a Technical Qualification, then the assessment material will be available 
next to the learner’s details. 

 
This page also gives the option to download the Bookings Report, by selecting ‘View Bookings Report’ which gives the 

summary for all learners on the batch booked onto the controlled assessment. 
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Cancelling Booked Learners for Controlled Assessment 
You can cancel any learners who have been booked onto a Controlled Assessment. To do this, follow the steps on viewing a 
Controlled Assessment, and select the learner(s) you would like to cancel. Once learners have been selected, the cancel 
‘Controlled Assessments button’ will be selectable. 
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Select ‘Cancel Controlled Assessment’, and you will be taken to the ‘Cancel Controlled Assessment Booking’ screen. 
You will be required to provide a reason for the cancellation, and click to ‘Confirm,’ to cancel the controlled assessment 

booking. 
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Results 
 

Viewing Results 
 
You can view your learner results by selecting ‘Results’ from the Portal menu.  

 
You can view all your learner results by selecting the ‘Download learner results’ option. Alternatively, you can 

refine your search by entering a specific batch number, product code, forename, surname, date of birth and/or 
NCFE learner number.   
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You can then access the Results Confirmation Reports and Student Results Slips by selecting ‘View’ against a learner record.  

 
Please Note: For qualifications with fixed assessment dates/windows, results are only available in the Portal on 

or after the advertised results release date for the assessment.   
 

Please refer to the External Assessment Timetable on our website for more information on assessment and 
results release dates.  

 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Viewing Essential Digital Skills Qualifications Results 



 

 
Visit ncfe.org.uk    Call 0191 239 8000 

 
 
Page 73 of 96 

 
Version 1.9 
 (31/05/2022) 

 
 

For Essential Digital Skills Qualifications the results can display as the following: 
• Pass – Learner has passed the qualification and certificate has been issued 
• Fail – Learner has failed the assessment and will need to re-sit. 

• Pending Awarding - Results are embargoed as the Assessment has not gone through the awarding process 
• Pending EQA – Results have been submitted and are pending an EQA review for sign off 
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Submitting Unit Grades 

 
You can submit unit grades by selecting ‘Grading’ then ‘Submit Unit Grades’ from the Portal menu.  
 

You can search for your learners to submit unit grades using batch, forename, surname, centre learner reference 
or NCFE learner number.  Click to select the learners that you would like to submit grades for then once all 

learners needed are selected click next. 
 

Unit grades should only be submitted once the work has been assessed and a sample has been internally quality assured. 
Once this has been done, please submit the grades for each learner. If you have DCS or following a EQA review (these will 

now be in a banked state), you can submit a second attempt grade (final grade) to the portal. This grade will then be stored 
until your EQA reviews this submission. 

 
Your EQA will contact you if an additional review is required, prior to the updated grades being banked. 

 
Please check the information you’re about to submit is correct now, as once the grades are submitted, you’re unable to make 

any further amends to this submission. 
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Select the learners that you would like to submit grades for and select ‘Next’. When you select a unit, you get the option to 
select a grade for each learner. If you wish to come back at a later time and pick up where you left off, please hit the ‘Save’ 

button.  
 
Please Note: grades saved but not yet submitted will not be counted until they are submitted. 
 

When you have finished selecting grades, tick the declaration and complete the full name of your Internal Quality Assurer 
(IQA) before selecting ‘Submit’. 

 
 
 

 
 

 

 
 

 

 
 

 
 

Confirmation of successful unit grade submission 

will show, please save or print a copy of this 
screen for your records. 
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Submitting Unit Grades via a CSV file 
 
You can now submit unit grades through a CSV file, select the learners you’d like to submit unit grades for as normal 
 

  
 
 

Once selected, select ‘Download Submit unit grades’, you’ll get a blank CSV file. 
 

You do not need to always download the CSV file, if you do not ensure that the file is in the below format and is saved as a 
‘CSV (comma delimited) file’ 

 
 
 

 
 

In the CSV file add the grade for each unit.  
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Please check the grading model for each qualification, it could be one of the following, but this is not an exhaustive list. 
• Pass, Merit, Distinction 
• A*, A, B, C, D, E and U 

• Level 1 Pass, Level 1 Merit, Level 1 Distinction, Level 2 Pass, Level 2 Merit, Level 2 Distinction. 
 

If you do not wish to enter a grade for a particular unit just leave it blank.  
 

Please ensure that you check the grade entered corresponds to the correct learner. 
  

Once completed, save the file and return to the portal, selecting the file with the ‘Choose File’ and ‘Upload submit unit 
grades’ buttons which will enable the grades to be processed. 

 
On screen will show the unit grades entered, please double check that all entered grades are correct before confirming with 

the tick box declaration and complete the full name of your Internal Quality Assurer (IQA) before selecting ‘Submit’. 
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Certification 
 

Make a Claim 
 
You can make a certificate claim for your learners by selecting ‘Certification’ from the Portal menu and clicking 

the ‘Make a Claim’ option.  Alternatively, you can also select the ‘Claim my certificates’ option from the Portal 
homepage.  

 
You will be taken to the Results search page. Here you can search for your learners by batch number, product code, product 

name, forename, surname, or date of birth. If you require further options, select ‘Advanced’, and options to search on 
centre learner number, NCFE learner number, ULN, centre reference number, learner status and session will become 

available. You can search on one or more of these options. 
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Your search results will show as below, select the learners that you would like to claim certificates for and click ‘Submit’. 
Please be aware that you can only claim for one product at a time. You can also view the ACE report from this page once 
your learners have been certificated. This is acceptable evidence for your Apprenticeship claims. 
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Claiming Certificates for Non-Graded Products 
 
Your selected learners will show as below, each one will have a new claim status depending on any previous certification 
history. You will need to select which learners you would like to mark the units for. You can select more than one learner at a 

time, but only if you are claiming the same units.  

 

 
 
When you have selected your learner(s), go to ‘Mark units’.  

 
All units for this product will show and you will need to mark the units that you would like to claim. You can do this by 

clicking in the select box, clicking on the row or in the results column.  
 
Where applicable, you can also add achieved units as being Credit Transfer, Equivalence or Exemption by selecting the 

relevant type of achievement. 

 
When you have completed all the units for your learner(s) select ‘Save Units’ and you will be taken back to the ‘Claim 
learner certificates’ screen. 

 
Units will be saved even if you don’t make your claim at this point; please remember to always come back and make your 

claim so these can be sent to your EQA if needed and your certificate can be despatched. 
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The ‘New Claim Status’ field will now be populated for each learner you have claimed. The system will calculate this for 

you.  
 
If you have selected any learners that are not ready for certification yet, they can be deleted from the claim by selecting the 

remove learner from claim icon. You can also amend the learner’s name here. 
 

You must confirm the address that you would like the certificates delivering to, complete the Internal Quality Assurer (IQA) 

name in full, tick the declaration box and submit. If you would like a Purchase Order Number to show on any certification 
orders, you can complete this here.  
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Click ‘Submit’ when you’ve checked all information is accurate and you are ready to proceed. 
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You can review your claim before it is finalised. It is worth checking that you have claimed all the units the learner has 
achieved, and the expected status is showing correctly. You can view the claimed units by selecting learner units. If you need 

to make any amendments, select ‘Return to claim’ before proceeding. Otherwise select ‘Claim Certificates’ to submit your 
claim.  

 

 
 

 
 

 
 

 
 

 
 

 
 

Upon claiming certificates, the below confirmation message will be displayed. This will include claim reports detailing what 
has been claimed.   
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Claiming certificates for Graded products 
 
Your selected learners will show as below, each one will have a new claim status depending on any previous certification 
history. This is automatically calculated and will show as ‘Full’ or ‘Partial’ depending on which units have had grades banked 

for them. The grade is the overall grade if the learner has achieved enough units for a full certificate.  
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You can view which units a learner has had banked, by selecting the learner and clicking on ‘View units’. 

You must confirm the address that you would like the certificates sending to and then select ‘Claim’. If you would like a 
Purchase Order Number to show on any certification orders, you can complete this here. 
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You can review your claim before it is finalised. It is worth checking that you have claimed all the units the learner has 
achieved, and the expected status is showing correctly. You can view the claimed units by selecting learner units. If you need 

to make any amendments, select ‘Return to claim’ before proceeding. Otherwise select ‘Claim Certificates’ to submit your 
claim.  

 

 
Upon claiming certificates, the below confirmation message will be displayed. This will include claim reports detailing what 
has been claimed.   
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Claiming Certificates for V Cert Products 
 
Your selected learners will show as below. Your learners will be displayed with a ‘New Claim Status’. This is automatically 
calculated and will show as ‘Full’ or ‘Partial’ depending on which units have had grades banked for them.  

 
The grade is the overall grade if the learner has achieved enough units for a Full Certificate. If you select a learner, you can 

see the grades for each unit that has been banked. If you don’t wish to claim for a learner at this time, you can remove them 
from the claim by selecting the remove learner from claim icon. 
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You must confirm the address that you would like the certificates sending to and then select ‘Claim’. If you would like a 
Purchase Order Number to show on any certification orders, you can complete this here. 

 

 
 

 
 

 
 

 
 

 
You can review your claim before it is finalised. It is worth checking that you have claimed all the units the learner has 

achieved, and the expected status is showing correctly. You can view the claimed units by selecting learner units. If you need 
to make any amendments, select ‘Return to claim’ before proceeding. Otherwise select ‘Claim Certificates’ to submit your 

claim.  
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 Upon claiming certificates, the below confirmation message will be displayed. This will include claim reports detailing what 
has been claimed.   

Certification - General Information 
 
You can only claim certificates for up to 100 learners, from a single batch at any one time. 
 
If you have Direct Claims Status (DCS) your claim will be sent straight to be printed, and your certificates will be issued. Your eCertificates will 
be available to view immediately. 
 
If your centre does not have DCS for the product you are claiming for, you can still claim certificates using Online Certification. Your claim will 
be sent to your External Quality Assurer (EQA) who’ll be able to ‘sign off’ the claim following an EQA review (if required). Certificates will then 
be sent to print, and your eCertificates will be available to view. 
 
I would say once your claim has been signed off, certificates will be printed and despatched the next working day. 
 
Certification claims received before 6pm will be printed and despatched the following day. Timescales for centres outside of the UK will vary. 
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Viewing Previous Claims for Certificates 
 

You can view your certificate claim history by selecting ‘Certification’ from the Portal menu and clicking the ‘Previous 
Claims’ option.   

Here you can search for previous claims using batch number, session, product code, learner forename and/or learner 
surname.  

 
After searching and locating your previous claims, you can access the claim report by downloading it from the ‘Download’ 

column in the search results. 
 

 
  



 

 
Visit ncfe.org.uk    Call 0191 239 8000 

 
 
Page 91 of 96 

 
Version 1.9 
 (31/05/2022) 

eCertificates 
 
You can view and download electronic versions of your learner’s certificates by selecting ‘Certification’ from the Portal menu 
and clicking the ‘eCertificates’ option.  To do this, you will need the eCertificates permission to be active on your portal user 

account.  

 
Here you can search using batch number, learner forename, learner surname, NCFE learner number or product code. 
 

On completion of your search, you can view your learner’s eCertificate, by selecting ‘View Certificate’ in the far-right 
column.  

 
The eCertificate will be available to view as a PDF. 

 
 

You can also download 
multiple eCertificates at 

once. To do this, select the 
learners you require, or you 
can ‘Select all certificates 

on the page’ (the amount 
shown here will depend on 

how your permissions are 
set up), or if the amount of 

learners searched on results 
is more than one page, you 

can ‘Select all 
certificates’. You can also 

enter a reference to which 
will help identify this 

request once processed  
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Once you have selected your learners, select the ‘Request Multiple eCertificates’ 

option. 
 

 You will receive an email when the multiple 
eCertificates are available. Go to 

‘Download eCertificates’ from the 
‘Certification’ Portal menu. 

 
While the request is being processed it will 

display as ‘Pending’, however once 
completed, ‘Select Download 

Certificates’ and your requests will be 
there.  

 
Please Note: eCertificates are only 

available for 4 hours after you have made 
the request.  
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Managing Users  
 
To create or edit users navigate to ‘My Account’, then ‘Manage Users’. 

 
From here you can Change your learner Administrator, create, edit and delete new users. Within this you can also change  

user permissions  
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To create a new user, select the ‘Create a new user’ button and the following appears 

 
 You can then enter the persons name, email address and desired Username here.  

 
You can give them the following permissions: 

• Search – Access to the search screen which allows a user to view batches, reports and results 

• Product, Tribal/Bulk & MIS Registration – Allow a user to register learners onto the portal via the Key-in, 
Bulk CSV and MIS registration methods. 

• My Learners – Allow a user to search and edit a batch’s details such as transfer, cancelling, withdrawing 
as well as editing any details. This also includes adding any paper modifications or access arrangements. 

• Bookings – Allow a user to make a booking for a registered learner onto a controlled or external 
assessment. 

• Assessment Results – Allow a user to view the results of a learner’s assessment  

• Moderation – Allow a user to submit a schedule of assessment and grades for T-Level assessments 

• Submit Unit Grades – allow a user to submit user grades for non-T-Level qualifications 

• Claim Certifications – allow a user to submit a claim for a certification 

• Read only Certification Area- allow a user to view the Certification screens without being able perform any 
functions 

• eCertificate – Allow a user to view and download learner certificates  

• Users – Allow a user to access the Users page to which would allow them to give and take permissions or 
delete users. 
 
Once you have decided which permissions are to be given and details are correct, select ‘Save’. After a brief 
moment the changes will update on the system and the process completed  
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Document information 
 
All the material in this publication is copyright© NCFE 2021. 
 

Owner: Product Owner  
 

Change History Record 
 

This section summarises the changes to this document since the last version. 
 

Version Description of change Approval Date of Issue 

V1.0.0 Updated guide with new NCFE branding Product Owner October 2021  

V.1.1.0 Updated Controlled Assessment section Product Owner October 2021 

V.1.2.0 Updated Saved units in Certification Product Owner October 2021 

V.1.3.0 Updated Booking information, Submit grading and Search Product Owner November 2021 

V. 1.3.5 Updated Functional skills text Product Owner November 2021 

V. 1.4 Updated Registrations, bookings and eCertification sections Product Owner January 2022 

V. 1.5 Updated information on controlled assessments and registrations Product Owner January 2022 

V. 1.6 Updated information on registration and results  Product Owner March 2022 

V. 1.65 Updated information on submission of grades Product Owner March 2022 

V1.7 
Updated information on submission of grades via CSV and User 
Permissions added 

Product Owner April 2022 

V1.8 Updated Controlled assessment and DCS information text Product Owner May 2022 
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