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1. About this document

WJEC Connect is used to administer most of our externally verified on-demand
qualifications. The system facilitates the registration, quality assurance and certification
processes.

This document provides easy to follow guidance on how to register and certificate learners
using our WJEC Connect system.

Information on our requirements regarding assessment and quality assurance can be found
in the Centre handbook for externally verified qualifications.

2. Accessing the Connect system

WJEC Connect is a web-based system accessible at https://connect.wjec.co.uk/.

You should have been provided with a username and password to access the system. If you
have not received your login details, please contact connect@wijec.co.uk.

When you log in to WJEC Connect you will initially be taken to the 'Home' page. The 'Inbox’
displays all ‘forms' that have been created by you and/or have been 'assigned' to you by a
colleague within the centre. These forms are active and within the control of the centre.

Please note you may also have access to view your overall centre's ‘inbox' depending on
their access rights. If you can view the centre inbox, you will be able to see all forms that
have been created and that are currently active within the centre.

3. Registering and certificating your learners in 7 easy steps

Registering and certificating your learners is easy within WJEC Connect. This section takes you
through the following 7 main steps from starting a new registration to downloading and printing e-
certificates and transcripts.

Create a new registration

Select the qualification

Add your learners

Select the units ‘

Input leamer achievements

Request external quality assurance activity (centres without DCS status) ‘

Download e-certificates and transcripts


https://connect.wjec.co.uk/
mailto:connect@wjec.co.uk

Step 1. Creating a new registration

To start a new registration, select 'Reg/Cert’ at the top of the page and then select ‘Create a
Booking’.

wjec
Céoz Home / Cartref My centre / Fy nghanolfan _J

I Neil Owens (My details / Fy Manytion) | You last logged in at 09:08 on 23 February 2018 | Log out / Allgofnodi

Dogfennau Users / Defnyddwyr @ Sites / Saflecedd @ Staff / Staff
8| Leprners / Dysgwyr

You can choose to register your learners using an English medium or Welsh medium
registration form. The language in which you choose to complete the registration does not
have to match the language candidate(s) use for their assessment.

Qualification library / Llyfrgell cymwystefu [ eg/Ce

To make a new registration select the Learner Registration and Certification Form

Learner Registration and Certification

Please use this form to register learners and claim certification.

Step 2. Select the qualification

You must link the registration to the qualification your learners are working towards. To do
this, click ‘Please select’.

Create a booking

Se alification

Please select...

Create booking  [ege=hls=

A list of the qualifications your centre is approved to offer will then be displayed.

Select the required qualification from the list; a green tick should appear at the end of the
line.



Title Qualification type Qualification level
Other General Qualification v | Please sslact. ~
Qualification type Qualification level Title Qualification Number/Ofqual QN Status
Other General Qualification Entry Level 3 WIEC Entry Level Award in Self Development and Wellbeing (Entry 3) (8800A3) 610/1320/1 Live
Other General Qualification Entry Level 3 WIEC Entry Level Certificate in Self Development and Wellbeing (Entry 3) (6300C3) 610/1321/3 Live
Other General Qualification Level 1 WIEC Level 1 Award in Self Development and Wellbeing (630041) 610/1322/5 Live
Other General Qualification Level 1 WIEC Level 1 Certificate in Self Development and Wellbeing (6800C1) 610/1323/7 Live
Crther General Qualification Entry Level 3 WIEC Entry Level Award in Securing Employment (Entry 3) (6805A3) 610/1696/2 Live
Crther General Qualification Entry Level 3 WIEC Entry Level Certificate in Securing Employment (Entry 3) (6805C3) 610/1697/4 Live
Other General Qualification Level 1 WIEC Level 1 Award in Securing Employment (6305A1) 610/1701/2 Live
Other General Qualification Level 1 WIEC Level 1 Certificate in Securing Employment (6305C1) £10/1702/4 Live
COther General Qualification Entry Level 3 WIEC Entry Level Award in Preparing for Employment (Entry 3) (6810A3) 610/1608/1 Live
(Orther General Qualification Level 1 WIEC Level 1 Award in Preparing for Employment (6510A1) 610/1610/% Live

Showing 1to 10 of 33 entries

First || Previous n 2|3 4| Next | Last

Finished!

Once you have selected the correct qualification click 'Finished'.

Please note, you can only register learners for one qualification per booking form. If a learner
is completing multiple qualifications, you will need to complete a new booking form for each
qualification.

If the required qualification is not listed, please speak to your exams officer to ensure that
you have the relevant qualification approval to offer the qualification. If not, you will need to
complete the qualification approval process. Please refer to the Centre Handbook for verified
gualifications for additional information on the qualification approval process.

Once the booking has been generated, the form will show a booking reference number. This
can be used to quickly locate the registration in future and will be used in all communication
between WJEC and the centre.

Step 3. Select the units
Once you have added your learners to the registration, you need to select the units they are
completing.

A list of the unit titles available within the qualification will be displayed. Please refer to the
gualification specification for full details of the units available within the qualification and any
rules of combination, including any barred units. units to be selected.

Select the required units by hovering over the unit title and using ‘left click’. Once all units
have been chosen, select ‘Save changes’.

Booking components for Registration form for W.J.E.C. for

Filter on units:

ha

Save changes [eI@ Slile=iks

nges

WIJEC Entry Level Award in Self Development and Wellbeing (Entry 3)

£, QG: WIEC Entry Level Award in Self Development and Wellbeing (Entry 3)

S

) 8819 Planningajourney Entrylevel 3 1credic

) 8818 Understanding personal hygiene and presentation forwork EntryLevel 3 1credit

) 8817 Managing personal finances Level 1 2 credits

J 8815 Maintaining sexual health and wellbeing Level 1 2 credits

) 8814 Understanding contraception Entrylevel3 2credits

) 8816 Managing ownmoney Entrylevel 3 Leredit |

) 8813 Understanding physical wellbeing EntryLevel 3 2 creits




Connect will validate the selection of units chosen and if it does not meet the requirements
for the qualification, e.g.in the required credit value and/or the required credit at the level of
the qualification, an error message will appear letting you know what action is required.

Your changes could not be saved because the following issues would result in an unachievable qualification structure.

« Group QG - Number of credits (4) is fewer than the minimum number of credits required for the group (6).
s Group QG - Number of credits achieved at Entry Level 3 (2) is fewer than the minimum number of credits at that level required for the group (4).

WIEC Entry Level Award in Self Development and Wellbeing (Entry 3)

&gﬁ QG: WJEC Entry Level Award in Self Development and Wellbeing (Entry 3)

< Group descriptiol try Level Award in Self Development and Wellbeing (Entry 3), learners will need to achieve a minit

Minimum sub-components: 1

Mandatory within group: Yes

Minimum credits at level: 4

Level specified for minimum credits at level check: EntrylLevel3

‘ i) 8819 Planning ajourney Entrylevel3 1credit |

‘ E' 8818 Understanding personal hygiene and presentation for work Entrylevel 3 1credit |

Once the correct combination of units have been generated, select 'Submit Registrations’
at the bottom of the page.

Please note once registrations have been submitted, learner registration fees will be
generated and applied. Please ensure all details are accurate before submitting.

Once registrations have been submitted to WJEC, no additional learners can be added to be the
booking. If you have additional learners, you must submit a new booking.

Step 4. Add your learners

To add a learner to the booking, go to the overview page and click ‘Learner Details'.

About this form

Learner details Please use this form to register learners and claim certification.

 Start date 29/03/2023 (change start date) | ¥ Booking open for registrations

Add/remove components Show qualification structure

Show booking pie chart

Submit registrations Submit for Quality Assurance Request form closure

Once active, you will be able to add learners to the booking form. You can manually add a

new learner or, if a learner has previously been added to the system, you can use the Add
existing learners option.

There is an option to bulk upload your learners to Connect prior to starting a booking. For
information on how to do this, see the additional guidance on adding multiple learners.




(D Public comments (0) (D Private comments (0)

Add a new learmner Ajid existing learners

Import or export learners/results Certificates

Add a new learner
(manually)

This allows you to add individual learners manually to a
booking. When adding a new learner, you must complete the
mandatory fields:

i. First Name
ii. Last Name
iii. ULN

iv. Date of Birth
v. Gender

The remaining fields (middle or other name, previous family
name and country) are optional.

Once the learner details have been completed click 'create
learner and add to booking'.

You will need to repeat this process for every learner you
intend to register on the booking.

Add existing learners

If you are registering a learner that has previously been

registered through Connect, e.g for another qualification or
using a bulk upload (see the additional guidance on adding
multiple learners), the learner’s details will be stored on the
system, and you can use the add existing learner function.

To search for an existing learner, enter the learner details
and click '‘Search Learner'.

To access a list of all learners that are stored on Connect,
leave the learner details blank and click 'Search Learners'. A
full list of learners should appear.

Either click 'select all', which will add all the learners to the
booking or look through the list and click on the individual
learners that are required.

A green tick will show against the learner(s) and the learners
name(s) will now be displayed at the top of the form.

Check that the correct learners have been added. To remove
any learners that have been selected in error, click ‘remove’,
next to the learner’'s name.

Once you have selected all the learners required, click 'Add
these learners’.

Once you are satisfied that all learners have been added, and you have checked that the
details provided for each learner are correct, click 'Finish working on this section’.

The learners have now been added to the booking and you will now be taken back to the
overview. A message will be displayed at the top of the page to show that the learner(s) have
been successfully added (Your edits were successful).

If you need to remove learners before the registrations are submitted to WIEC, please see
remove from booking under 5. Additional guidance.
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Step 5. Input learner achievements

To locate your registration, search for the booking from the Reg/Cert tab i.e., BIWJEC/1021
and select the booking to which you want to add passes to your learners.

If you know the reference/booking number assigned to the registration, you can type this in the
search field. If you do not have this information to hand, use the advance search to locate the
booking.

[} Michelle Morgan (My details / Fy Manylion) | You last fogged ~«at 1

Home / Cartref My Centre /Fy nghanolfan Documents/Dogfennau Users / Defnyddwyr @ Sites/Safleoedd @ Staff/Staff@ Qualification libraky | Lehrners / Dysgwyr
[ comec |
[ ]
Search bookings Create a booking

Search: advanced searc download

When using the advance search:
i.  Select ‘Registration and Certification’ in the Form Type, and

i. Usethe ‘From’ and ‘To’ fields to filter the date range in which the registration was

Search bookings Cancel search Create a booking

Searching bookings by Learner Registration and Certification Open Forms created between 05/12/2022 and 05/12/2022

Search: advanced searc download
Reference Title Product title Product DCS Current Arrived Latest stage - Latest stage Status Days

reference owner date old
Registration form for WIEC Entry Level Award in Self Developmentand Not. 06 December  Results submitted - 06 December .
B/WIEC/1378 \}E.C.for Wellbeing (Entry 3) approved 4O 2022 Awaiting QA 2022 £osnll L detall
7 Registration form for Entry Level Certificate in Self Development and R Not 05 December Results submitted 05 December

B/WJEC/1381 \y JEC for Wellbeing (Entry 3) approved A€ 2022 Awaiting QA 2022 open: o
Showing 1to 2 of 2 entries

First Previous Next  Last Show 10 v entries

Select the required booking form to be able to update learner achievements.
Once the booking form has loaded, click ‘Learner Details' and then ‘Grading View’.

Please note that the grading view can only be used for adding passes to a small number of
learners. For larger cohorts (over 25) the ‘Manage Learner assessment screens’ need to be
used (see page 10).



Inputting learner achievements using the grading view

apply passing grade to all | daim a

Candidate 11 DOB: 20/11/2005, REF: 91321, ULN: 1000000051

P 6800A1|610/1322/5 WIEC Level 1 Award in Self Resultz not entered Mot yet claimed Mat yet granted Mot yet certificated Mot placed on
Development and Wellbeing

Cannot be claimedas  Cannot be awarded Mot yet eligible for

PASS5 BASED ON STRUCTURE, INTERNALLY ASSESSED not yet achieved as not yet claimed certification
WUEC Level 1 Award in Self Development and Wellbeing Clzim Awiard Paper and -
certificate
Fa Pass

AW R RA D EF

Aszazzment not yet recorded
C 6900E3 Planning a journey Entrylevel3 1 credit Results entered Mot yet grantsd Mot yet cartificatad Mot placed on
20/03/2023 hold
MANUAL, INTERNALLY ASSESSED Award T 1T —
Planning a journey Hald
2l @
Othe: A W R RA D EF
Aszezzed on 20/03/2023
C 68%8L1 Managing personal finances Levell 2 credits Results entered Claimed Mot yet granted Mot yet certificated Mot placed on
20/03/2023 hold
MANUAL, INTERNALLY ASSESSED Award Tt - —
Hald

Managing personal finances

- 2

A W R RA D EF

Aszeszad on 20/03/2023

The grading view is split into two sections

P (Product) which will be awarded by WJEC once all the units have been externally
verified and achieved. The 'Pass' button will turn Green once the full qualification has
been awarded.

C (Component) Click the 'Pass' button if the learner has achieved and the button will
turn green or 'fail' if the learner has not achieved and the button will turn red.

Grading for all learners (back to learners)

Filter assessments earner view | grading view | session view

_EI;I:I_:‘._:ESS == -
Candidate 10 DOB: 18/12/2002, REF: 91320, ULN: 1000000051
P 6800A1)610/1322/5 WIEC Level 1 Award in Self Results not entered Mot yet claimed Not yet granted Not yet certificated Mot placed on hold
Development and Wellbeing
Cannotbeclaimedas  Cannot be awarded Mot yet eligible for Hold
PASS BASED ON STRUCTURE, INTERMALLY ASSESSED not yet achieved a3z not yet claimed certification
WIEC Level 1 Award in Self Development and Wellbeing Claim Awizrd Paper and e-certificate
Fa Pass
Other requests A W R RA D FEF
Ass=szment not yet recorded
C 6900E3 Planning a journey Entrylevel3 1credit Results not entered Mot yet claimed Not yet granted Not yet certificated Mot placed on held
MANUAL, INTERMALLY ASSESSED Cannotbeclasimed as  Cannot be awarded E-certificate Hold
Planning a journey not yet achisved aznotyet claimad
Claim Award
@ -~
Other requests A W R RA D EF
Azsecsment not yat recarded

There is an option to apply a pass to all the learners within the booking by clicking 'apply
passing grade to all'. This will apply a pass to all units within the booking.

Once the passes have been input for all learners, click ‘Claim’ and click 'Save changes'.



Inputting learner achievements using the ‘Manage learner assessments and outcomes’
option

The cross-booking screen functionality allows the centre and to be able to enter grades for
each assessment and outcomes directly through search screen rather than through the
booking form. This means that the grades and outcomes can be entered across multiple
bookings, through the ability to search by centre, qualifications and units and having all
learners displayed, based on registration dates.

Most of the rules that are applicable to a booking are still applied here:

e Grades can only be entered onto the screen once a booking is locked — if the form is not
locked they will show as read only.

e If the form is in our control you will not be able to enter a grade for an assessment or
claim — it will show as read only.

e Any auto functionality rules that have been applied to the unit or qualification will be
applied when the grade has been entered or saved.

Cross Booking Tabs

The Manage Learner Assessment screen is available through the REG/CERT module, within
the Manage Learner sub-menu:

-

wjec [E Forms () Actions Documents @ Users [§] Centres & Qualifications &|Reg/Cert gij Reports Governance
cbac e

== &/ Search bookings B Create a booking =] Certificates =] Certificate validation =~ « Manage learners

[ cswiir |

Manage learner assessments

Search learners | Create a single learner | Upload learner data | Uploaded files | Merge learners | Manage learner assessments | Manage learner outcomes

Centre

First name Last name ULN Internal reference Date of birth

2 w|f s vl - v clea

Include inactive learners

Booking Form Reference

Qualification

Unit

Failed/Ungraded Absent Withdrawn Registered from... to...

BST= (e W 103 =1 Bl Copy filters to "Manage learner outcomes

Please provide some detailed criteria for a search.

This screen is used to enter the assessment grades, or to view and report on grades
entered. There are multiple search fields available, with the Centre, Qualification and Unit
fields allowing for assessments to be displayed across bookings:
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Manage learner assessments | 1 o \

=
Loarsers it sare  List rame [ Irterres reforeace Date of theth Pezede. Incude insstivs learers.
R
Qualication Unt
Aomer wtbdrmen WovstEred from... toe
o =] omme =] am <] n <] ome -
P -]
—
n—_m-um_m_wm o — T —
s = . — — —— -
R : e an T

You can filter the data returned, by entering the details and selecting the ‘Filter’ button:

Searchirg lmarner avwsments by Graiing Foes Befurmnce « 10 Qialifiestion « Crmabe A3 Lival 1 hwae i Inkerrw Sebls Seatiss = Rogatwsd  From = 0100/ I06  To = B0/

Fitas: [ amee [ |
e p—— .. | ... |

2 rows retursed

T T T T T T T N

Sarah Philigs Lymey's Test Gerre 0 Q00008 Imerviow sils Irserview skiis 0.0 s

Rcbart Varsder Lyrmey s Tant Cartre " Quo0oee mierven wihy Irtmrvaew akids e Pans .

[ooe T ooms

The user can either enter a grade per assessment or they can apply the grade across all assessments through the Actions optic

Searching learner assessments by Qualifications = Creatio AD Level 1 Award In Interview Sidls  From = 01/10/2016 7o = 28/10/2018
Filters:  Lewrnur, buuking. uni o sssesanss Srade clear filte
Actions: Chow s graces m m
25 rows et
I e e e
Sarah Philsps g"ﬁz’ Tet QUDIDTs Interview skiils Interview skills
Sarah Philips g’:‘z‘ Test A0 : QUO0D0S Presentation skills Presentation skills 0.00 Pass v_}
Sarah Philips  pheeysTest A0 QU007 proving € ication Skils G ation Skills ~ 0.00  Pass -
Sarah Philps mﬁ’ Test AOD QUOooD13 Listening Skils Listening Skils 0.00 Pass '_}

At any point, the results in the grid can be downloaded through the Download option, this
will show the assessment grade but also the latest outcome (achieved, claim, award,
certification or on hold):

‘ | 'Atmmmmsamnlr. |

Current ‘ ‘unv“mpo[lmxfmpo /grading  session (It | | ‘iAvmdu | ‘ unmm l Onhold  Valication
Leamer __|Centre owner __ Bocki _nencref nenttitle icable) Mark Grage _Acheved _Claim date _Awarded _ date lete
Robert Mars Lynsey's Test AO B/CAO/10  QUODOOS  Present: resenzatiol Is 0 Pass TRUE 16/10/2018  TRUE 16/10/2018  TRUE 16/10/ 201 FALSE FASE TRUE
arah Philips Lynsey's Tes! 40 B/CAO/10  QUODDO5  Presencation Presentation skills 0 Pass TRUE 16/10/2018  TRUE 16/10/2018  TRUE 16/10/2018  FALSE FALSE TRUE
arah Philips Lynsey's Tes! A0 B/CAO/10  QUODD0T  Improving Cc Improving Communication 0 Pass TRUE 16/10/2018  TRUE 16/10/2018  TRUE 16/10/2018  FALSE FALSE TRUE
Robert Mars Linsey's Tesi AQ B/CAO/10 QUO0OT  Improving Cc Improwing Communicatior 0 Pass TRUE  16/10/2018 TRUE  15/10/2018 TRUE  16/10/2018  FALSE FALSE TRUE
fiobert Mars Lynsey's Test AQ B/CAD/10  QUODDCS  Intarvew skl Intervew skills 0 Pass TRUE  16/10/2018 TRUE  16/10/2018 TRUE  16/10/2018 FALSE FALSE TRUE
arch Phil ips Lynsey's Tes! AQ B/CAO/10  QUODDCY  Interdew ski Interview skills 0 Pass TRUE 16/10/2018  TRUE 16/10/2018  TRUE 16/10/2018  FASE FALSE TRUE
arah Philips Lynsey's Tes! AQ B/CAO/10 QUO0C11  Understand 1 Understand the delivery o 0 Pass TRUE 16/10/2018  TRUE 16/10/2018  TRUE 16/10/2018  FASE FASE TRUE
Robert Mars Lynsey's Tes! A0 B/CAO/10  QUOD011  Understand 1 Understand the delivery o 0 Pass TRUE 16/10/2018

Once the user has entered the grades, they can see the latest outcome by using the
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Copy filters to Manage learner outcome:

This will take the user onto the Manage Learner Outcome screen.

Cross Booking Tab — Manage Learner Outcome

The Manage Learner outcome is available through the REG/CERT module, within the
Manage learner sub-menu. The user can use it directly and enter the search criteria or you
can link to the Manage Learner Assessment tab and when you copy the filters the
information will be pulled through under the Registered status:

Quattic o

WD OB X0 Lt T A hretse S

Searcng tewmer outcoraes vy RGN+ GHES D L 1 Aad & SVER SHE. WS S RPEEEE VoS
P Actieves  Camec  Awmted ~ Conteaes  Covac [l
s Clamed ~ Awarted — Cetficaes — Oono — ([ (ol
P
Saan Poies Lymmeys Text Comre Qsccoe Creatic A0 Lo 1 Amar I merview s e @ soon @ et B 18/ 22m8

Qqocoen [ 02y

Qquoctes

= Comy
e aoxes
o

QR Unestans the cemery f Sorsers v10/258 o 8730208 o .0I0E

Bter Mersen ey oy Compen Uy’ LS e ey of C s /a0 o0 n 10742508 ” MOODME

The status drop down allows the results to be filtered based on their status, to allow the user
to see results (if required) based on the status of the learners:

e Registered but achieved — Learners who have been registered but have had no result
entered.

e Registered — ALL learners who have been registered against this qual/unit no matter
what the final status is.

e Achieved but not claimed — all learners who have a result entered but have not been
claimed.

e Achieved — ALL learners who have an achievement against the unit/qual not matter
what the final status is.

e Claimed but not awarded — all learners who have a claim against the unit/qual but have
not awarded.

e Claimed — ALL learners who have a claim against the unit/qual no matter what the final
status is.

e Awarded but not certificated — all learners who have been awarded the unit/qual but
have not been certificated.

e Awarded — ALL learners who have an award against the unit/qual no matter what the
final status is.
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e Certificated — ALL learners who have been certificated against the unit/qual no matter
what the final status is.

e On hold — ALL learners who are currently on hold.

e Open — this shows all open bookings with the outcomes.

Please select...
Jegistered but not achieved |
- Al 1S

Achieved but not claimed

Achiceed

Claimed but not awarded

Claimed

Awarded but not certificated
St et ifiq

Certificated

On hod

Open

The outcome can be added per learner/assessment or the user can use the Actions options,
and this will be applied to all relevant learner/assessments. So, if the Claimed action was
ticked this would only be applied if the learner/assessment is showing with Achieved ticked,
as a grade had been entered. It wouldn’t claim any learner/assessment if the grade did not
have the Achieved ticked. This is the same for Awarded, the Claim box must be ticked and
the Certificated can only be ticked if the Award box was ticked.

Searching learner outcomes by Qualifications = Creatio AD Level 1 Award in Interview Skills Status = Registered From = 01/10/2016 To = 28/10/2018

Filters: ¢ £ unt Achieved Claimed Awarded Certificated On hold n

Actions: Claimed Awarded # Certificated Cn hold ﬂ

If you clicked on the booking form you would also be able to see it was awaiting through the
message below:

COB: 04710/ 1959, REF: 12653, ULN

&P Mansigrades for wis learnee have changed since this Sodking was st vatdated for ichiewemant

Q QUOCODY | £01/8798)0 Croatio AD Lavel 1 Award 0 bt rot artared Mat gt elaimad et yot geartae
Interview Skils

Crewtio 4G Level [ Aswrrd in interriom Skils
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When validation has taken place, the information displayed is up to date, the green tick will
be displayed:

Duaincaion

g “ s Senp
une
s - [

beyesnc o Ocuoter s . Octoter o
Sawchirg boarver e ron by Qua it « Crmatha A Lt | Admard b ke St Sius + Reyuternd  Fime < 01/O/0N TE IR
St Avevid Cavesd Avarded Carufcates On ot u

sctioes Climed — Awarted  Certrcated — Oenat [

38 rows swasmed

e Jomow __Jeestire_[vswscorpomen et Juowrompontcze______ Powed | Jaweed | Jawwoss | Jowesnates | Joonse [
faras Bobee Lyrusys Toz Ceatsm cpencas Creatio AD Laws: # Amard 11 It rview el woon o wnxe @ weae o wanm v
© cpecces Croutio 40 Lows: 3 Anard b1 Fearviem Scdis wawou g wund g waane g W

ey Premetysos ik woon @ CUTT T WA

Qusers 1 o wae ® WNALe

T 17O (oRTe TR Sedlt w8 wHEe o wNRke

et Irgrovng Canme i Sl woon @ ®“ouse @ 1WaLe

Qo ok wweon g wauke g WNALE

00 Imevae i 165002018 o WINNE ] wNQNS

e Undeneanc e detvery of guacan WX @ waka g wRane

Qugesns \mocreees e cuinery of sran [PE e O AL TTE T wncun

If your centre has been awarded Direct Claim Status (DCS) for this qualification

Step 6. Request external quality assurance activity (centres without DCS status)

After inputting all learner outcomes, us the submit for ‘Quality Assurance’ option to notify us
that you have learners awaiting external quality assurance.

Submit registrations Submit for Quality Assurance Request form closure

You will receive a notification email to say that your outcomes have been submitted for
Quality Assurance.

For information on our external quality assurance processes, please refer to the qualification
specification or our Centre handbook for externally verified qualifications.

Once the externally quality assurance has been successfully completed, we will release the
results back to you. You should receive an automated email to let you know that results are
available.
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Step 7. Download e-certificates and transcripts
E-Certificates, transcripts and learner transcripts can be accessed through the Registration
and Certification Booking form.

Click on ‘Learner details’ and the e-certificate will be found under the ‘Certification tab’. E-
certificates will only be provided for units.

# Learner det (O Public comments (0) (D Private comments (0)

Complete this section with details of the learners you wish to register and when ready update their details prior to making a claim for certification Work on this section
for the learners. The section also supports requests for reasonable adjustments, special considerations and/or RPL per learner. !

Note: learners cannot currently be registered on this booking.
Import or export leamers/results | Certificates
learner view | grading view

Filter @ registered learners on name or learner ref

Learner Reference ULN Date of birth Booking status

= 1000000051 17/11/2004
Work on this section = Back to form overview
& Learner detail ( Public comments (0) ( Private comments (0)

Certification for this booking (back to learners)

Certificates printed

Filter

System identifier Date Booking Certificate run description Status

898737 17/08/2020 13:23:23 1 certificate for Alex Morgan Successful (e-certs PDFs
898733 17/08/2020 13:22:35 1 certificate for Alex Morgan

Showing 1to 2 of 2 entries

Show 10 v |entries

First | Previous Next | Last

4. Closing a booking

Bookings remain open until a centre instructs us to close them.

Whilst there is no requirement to close bookings, doing so helps to ensure that only active
registrations are displayed on your system.

Bookings should only be closed when all learners included in the booking who are expected
to achieved the qualification have done so.

To close a booking go to the overview and click ‘Close Booking’.

Once we close the booking no further action can be taken.
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5. Additional guidance

Removing learners from a booking before submitting registrations

To remove learners before the registrations are submitted to WJEC, go to the overview and
click ‘Learner details’. Click ‘Work on this section’.

Find the learners you want to remove and click ‘registration details’.

Learner Reference ULN Date of birth Booking status

Adam Brooks - 3185114468 19/01/1965 NONE ACHIEVED

Click ‘remove from booking’ to remove the learner from the booking.

Ch?w‘”g‘? componer

it

| remove from booking

@ Marks/grades cannot be entered for this learner until you have submitted the booking form to lock/confirm the registrations.

Q 9940L1 | 601/6859/6 WJEC Level 1 Essential Results not Not yet claimed  Not yet granted Not yet Not placed on
Communication Skills / CBAC Dyfarniad Lefel 1 entered certificated hold
mewn Sgiliau Cyfathrebu Hanfodol Cannot be Cannot be S -

claimed as not  awarded as not  Not yet eligible for Hold
PASS BASED ON STRUCTURE, INTERNALLY AND EXTERNALLY ASSESSED yet achieved yet claimed certification
WJEC Level 1 Essential Communication Skills / CBAC Claim Awiard

Dyfarniad Lefel 1 mewn Sgiliau Cyfathrebu Hanfodol

UNGRADED PASS

& Learner details (D Public comments (0) (D Private comments (0)

Are you sure you want to remove learner Bryce Fingershop from this booking? The leamer won't be removed from the system.

ACMN TR CRCE Tl cancel without remaving
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Understanding the overview page

The overview page displays how many learners are registered on the booking and their
current status. This should be 'not achieved' as no components have yet been awarded.

This is reflected by the large red ball (at the bottom of the page below the units), which is
interactive and updates as learners achieve components within the qualification. Learner
achievements are shown as fully achieved (green), partially achieved (yellow) or not
achieved (red).

Add/remove components Show qualification structure Hide Booking Pie Chart

1learners registered on this booking. There are no achievements.

B Not achieved ® Fully achieved » Partially achieved

100% (1) Not achieved

Submit registrations Submit for Quality Assurance Request form closure
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Adding multiple learners using the bulk upload option

To add multiple learners to the system, go to the Learners tab at the top of the page.

IEINeil Owens (My details / Fy Manylion) | You last logged in at 13:13 0n 2

&
o i Home / Cartref My centre / Fy /D Users / Defny © Sites/ © Staff /Staff @ Qualification library / Llyfrgell cymwysterau Reg/Cert (I
| commecr J

Click on'upload learner data' then click'documentation section'.

/~ N\

Upload learner data Search learners | Create a single learnedl| Upload learner data

uploaded file:
Please have a look at the documentat ction for more details about the CSV formats required.

Data format

Please select... ¥

Description

Find the file you want to upload...
Choose File | No file chosen

Upload data file

Click Download 'Sample import file'

e —

Import format: Historical learner data ( Download sample import file

Notes
Import formats
1. The format detalled below Is known officlally as Creatio Learner Data Format.

2. This format s used for the import of Leamer data faside or outside the context of a particular booking.

Field name Label Data type Required? Description Values

’ Data
length
Certification

Nt

GivenName Eirst name. Stein (351 Roouired _ The leamers first name.

Complete the spreadsheet and save to your computer.

— . e ——
n Home Insert Page Layout Formulas Data Review View Acrobat

j *Cut Calibri 11 A= S Wrap Text General v H £
I;t 53 Copy ~ A 0 .00 | C d': |
aste v - - = / ' v a0y . o, <0 . on ona
v J Format Painter B I U & A = £ Merge & Center B oo 9 | %0 5% Formalttlingv

Clipboard ] Font P} Alignment i Number *
F12 - 5|

| A c E | F | G | o P
1 Firstname (required) Last name (required) ULN (required) Date of birth (required) Gender (required)
2 GivenName FamilyName ULN DateOfBirth Gender
3 4
4 4

When you are ready to upload to the system, choose the saved file and click 'upload data
file".

Single learners can also be added to the ‘Learner screens’ before creating your booking.

Search learners | Merge learners | Manage learner assessments | Learner assessment reporting | Manage learner outcomes | Morelearner actions.. ¥

Create a single learner

Upload learner data
Uploaded files
External Takeup Dashboard

Internal reference Date of birth Include inactive learners

- v - v - v & cear O
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Upload learner data
Please have a look at the d

Data format

Please select... ¥

Description

Find the file you want to upload...

Choose File | No file chosen

1 for more details about the CSV formats required.

Upload data file

Click 'Uploaded Files' to check that all learners have uploaded successfully.

Upload results

Filter results

Dateuplosded @ Uploadedby  Format  Centre Booking File name Deseription Status Result
S N
— ichelle Norgan  L#3Me" JEC Test . AR ®

Click 'file details'. This will display all the learners uploaded and added to the system.

Learners not uploaded will show as failed and a reason given. These learners will need to
actioned and re-loaded.

FamilyName=CANHA

ULN=1548546886; GivenName=KATIE; FamilyName=CLARKE
DateOfRirth=01/04/1995; Gender-Famale;

ULN=1195010698; Givenha
DateOfBirth=19/09/1997; Gen

D; FamifyName=CONROY;

ULN=6185071111; GivenName=KIRSTY; FamllyName=COOK

DateOfBirthe11/11/1996; Gender-Female;

FamilyName=COOK;
male;

ULN=4247614621; Givenhar
DateOfBirth31/07/1997;

JARD; FamityNarme=CRABE
=male

FamityName-DANIELS:

JLN=5863447264; GivenName=SCOTT; FamilyName=DAVIDSON;
DateOfBirth=12/12/1998; Gender=hale:

ULN=1356921786; GivenName=. milyName=DAVIES;

DateOfBirth=12/07/1995; Gen

Uploaded file: Learner data (back to upload results)
System 1D =548

Centre N/A

Status. Partially successful

Filter results

Family, Given  Centre Learner ref Learnerref Dateof o
name name reference (Centre) (a0) birth
caeiam TIA 0170311997
CLARGE  KaTIE 0170471995
CONROY  EDIVARD 19/09/1957
COOK  KIRSTY 111719%
cook A /0771997
CRABB EDVARD 2971071995
DAMELS  CRAIG 01/0171998
DAVIDSON  SCOTT 12/12/19%

Jame 12/07/19%5

DAVES  CARLA 0170171995

milyName=DAVIES;

Statuz

Errors

I Noe

ot b processed because a potential dupticate learner exists in the
reate this user manuai

possibly at another
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Learner Progression

If a learner wishes to progress and achieve the larger qualification i.e. if a learner achieved the
Award and wishes to achieve a Certificate, a new booking for the larger qualification is

required. The units already achieved from the smaller qualification also need to be added to the
new booking

Please refer to the Specification Rules of combination and any barred unit combinations.

Original booking for Entry level Award — units already achieved

B/WIJEC/1395 - Registration form for W.J.E.C. for - Overview

_ About this form

Learner details Please use this form to register learners and claim certification.

srtification

WJECEDITS
VAN TR TPl (GE S L Ei G| | 8 Booking locked for registrations on 08/12/2022 (first locked 08/12/2022) ( )

Fees
WJECEDITS : " " . . .
& Notyet edited Hide Qualification Structure Hide Booking Pie Chart

Self ¥ WIEC Entry Level Award in Self Development and Wellbeing (Entry 3)

(Entry 3)

QG WIEC Entry Level Award in Self Development and Wellbeing (Entry 3)

| ) 8812 Understanding social media wellbeing entry Level 3 2 credits |

_ | 1 8810 Understanding self-esteem Entry Level 3 2credits |

| @ 8808 Understanding emotional resilience Entry Level3 2 credits |

L 4
1registered on this booking. 1 achieved (in relation to product), 0 partially achieved (some components have been awarded) and 0 no
achievement (no components have been achieved).
mber 2022 v
W Not achieved M Fully achieved @ Partially achieved
ingQA
mber 2022 v

Create a new Booking for the Entry level Certificate to include the original units for Entry level
Award and new units for the Certificate. When the new units are awarded, the system will
validate and the Higher-level Qualification will be awarded.

B/WJEC/1396 - Registration form for W.J.E.C. for- Overview

_ 0_' The components for this booking were successfully updated.

T About this form

Learner details Please use this form to register learners and claim certification.
CENTRE EDITS

If Development  Start date 08/12/2022 (change start date) | v Booking open for registrations

Add/remove components Hide Qualification Structure Show booking pie chart

- % Entry Level Certificate in Self Development and Wellbeing (Entry 3)

QG WIJEC Entry Level Certificate in Self Development and Wellbeing (Entry 3)

‘ 1 8812 Understanding social media wellbeing EntryLevel 3 2 credits

‘ 1 8810 Understanding self-esteem entry Level3 2 credits

‘ ) 8808 Understanding emotional resilience EntryLevel 3 2 credits

18 QA ‘ (1 8807 Understanding personal identity Entrylevel3 2 credits

‘ 1 8804 Developing coping strategies for work EntryLevel 3 2 credits

‘ ) 8303 Building confidence Level 1 1crecit

‘ ) 8802 Understanding confidence Entry Level 3 2 credits




The ‘Latest stage’ will be updated once the ‘Submit Quality Assurance’ button has been selected.
The stages are also updated via the booking on the left-hand side.

Search bookings

Cancel search Create a booking

Searching bookings by Learner Registration and Certification Open Forms created between 05/12/2022 and 05/12/2022 clear search
Search: advanced search download
Reference  Title Product title Product DCs Current Arrived Latest stage Status Days
reference owner date old
Registration form for WIEC Entry Level Award in Self Developmentand Not. 06 Decemb - 06 December
B/WIEC/A378 WwiEC for Wellbeing (Entry 3) approved A0 2022 2022 oeeni] & detalls

Form stages edit status flags

Registrations in progress
CEMTRE EDITS <«
MNot updated

Registrations submitted

WIEC EDITS

Michelle Morgan 05 December 2022 «
T11:54:01

Results submitted - Awaiting QA

WIEC EDITS

Michelle Morgan 06 December 2022
TI1:-53:0F
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6. Further information and support

For additional information on how to register and certificate learners through the Connect
system, please e-mail connect@wijec.co.uk.

We welcome all feedback on the Connect system including suggestions on changes that
could be made to the system and/or this guidance to improve your experience. Please email
any feedback to gualifications@wjec.co.uk.
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