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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@wjec.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. 

 

  

https://connect.wjec.co.uk/
mailto:connect@wjec.co.uk
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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. Please note not all steps need to be followed if only scheduling a test.   

Schedule test only follow steps 1-3 then step 6. Steps 4 and 5 are for controlled tasks 

only. 
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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’.  

  

 

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. 

To make a new registration select the General Pathways – registration/certification booking 
form  

 

Step 2. Select the qualification 

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

 

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.  

 
 

Once you have selected the correct qualification click 'Finished'. 
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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 
qualifications 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. Add your learners 

 

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

  
 

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. 

 

Please note that the Unique Learner Number (ULN) is compulsory. The ULN is allocated by 

the learner Registration Service, more information about ULN's can be found on the 

Learning Records Service (LRS).  

 

https://www.gov.uk/education/learning-records-service-lrs 

 

  

https://www.gov.uk/education/learning-records-service-lrs
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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 WJEC, please see 
remove from booking under 5. Additional guidance. 
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Step 4. Input learner achievements 

 

To locate your registration, search for the booking from the Reg/Cert tab i.e., B/WJEC/6895 
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.  

 

N.B. Step 4. Applies to qualifications with controlled tasks only. 

 

 
 

When using the advance search: 

i. Select ‘General Pathways’ in the Form Type, and 

ii.  Use the ‘From’ and ‘To’ fields to filter the date range in which the registration was 
created. 

 
 

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). 
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Inputting learner achievements using the grading view 

 
 

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 product 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.  

 

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'. 
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Inputting learner achievements using the ‘Manage learner assessments and outcomes’ 
options 

 

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:  

• 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.  

• 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.  

• 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:  

  

  

    

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

  

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):  

  
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:  

  

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:  

• Registered but achieved – Learners who have been registered but have had no result 
entered.  

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

• Achieved but not claimed – all learners who have a result entered but have not been 
claimed.  

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

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

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

• Awarded but not certificated – all learners who have been awarded the unit/qual but 
have not been certificated.  

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

• On hold – ALL learners who are currently on hold.  

• Open – this shows all open bookings with the outcomes.  

  

    
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.  

  

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

  

 

  



 

14 

  

When validation has taken place, the information displayed is up to date, the green tick will 

be displayed:  

  

 

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

 

Step 5. Submit controlled task results (centres without DCS status) 

After inputting all learner outcomes, use ‘Submit the ‘Controlled Task’ option to notify us that 
you have learners awaiting external quality assurance.  

N.B.  

Step 5. Applies to qualifications with controlled tasks only for Essential Skills Wales EAoN, 

EComms, EDLS and Employability. 
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You will receive a notification email to say that your outcomes have been submitted the 

Controlled Task. 

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. 

 

Step 6. Schedule a confirmatory test 

 

To schedule a test session, go to the Reg/Cert tab at the top of the page, select the 

relevant booking and click 'Learner details'.   

 

To schedule test only please follow Steps 1-3 to add leaners to your booking, then 

straight to Step 6. 

 

 
 

Click 'Session View' 
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Click 'Add Session'  

 

 
 

Complete details below and the test session will default to 10 weeks.  Once these details 

have been completed click 'Create Session'. 

 

 
Once you create a session you will need to add learners. Click ‘session details’ and click 

‘add learners/components’. To make it easier to select learners you are able to filter by 

component, insert English or Welsh and this will show all available learners for that test. 

Please note separate guidance is available for remote invigilation candidates, visit our e-

Assessment pages for Remote Invigilation (wjec.co.uk) 

 

 
 

If you want to book learners onto the session, select the tick by the learner and click ‘Add 

selected learner assessments to session’.  

 

You may need to create multiple sessions, within a booking as some learners may be 

sitting at different times and on different days. 

 

Once the sessions have been added click ‘Assign Learners to session’ and select the 

relevant learner(s) from each session. Once all learners have been assigned, you will need 

to confirm the examination session by finalising each session.  

 

To confirm the session, you will need to go back into each session and click ‘Finalise 

session’.  

https://www.wjec.co.uk/home/administration/e-assessment/remote-invigilation/
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The information about the session will be displayed and you will be asked to confirm again 

that you want to finalise the session.  

 

 
 

When you select Finalise the session this will send the booking request to surpass.  
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Once the session has been finalised you should return to the overview and click 'test 

scheduled'. 

 

 
 

The key codes and pin numbers will be added to the session for all registered learners. The 

examination officer should print out the Invigilator pack before learners sit the confirmatory 

test. 

 

 
 

The invigilator pack will print out the attendance register, Invigilation report and the Test 

Key code for all learners within the session. 
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The attendance register and the invigilation report must be signed and retained for 

inspection purposes. 
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The test key code should be given to the learners to enable them to access the Surpass 

system. 

 
 

 

 Sitting the Confirmatory Test 
 

To sit the test centres, log in to (https://connect.surpass.com) with your username and 

password. If you have not received your login details then please contact  

e-assessment@wjec.co.uk 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once logged in, click on 'Test Administration' and then 'Invigilate'. 
 
 

 

 

Once on the Invigilate tab, you should see a listing of your learners including key codes and 

PINs.  

 

  

 

mailto:e-assessment@wjec.co.uk
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If you have several qualifications scheduled, you can filter them out by using the button at 

the top of the Subject column: 

 

 
 

 

 

Learners should go to: https://connect.surpass.com/secureassess/htmldelivery 

 

Once here, they can select the 'Live Test' language; English and Welsh are available. 
 

Learners will then enter their Key code and confirm their details. They will then be asked for 

the PIN. This is available on the 'Invigilate' tab in Surpass or by printing the invigilator 

pack in Connect 

 

 
 

The Invigilate tab allows you to see the status of each test; which learners are in progress 

etc. It also allows you to pause / resume tests for candidates. This is done my selecting the 

learner's test in the list and pressing 'Pause' at the bottom of the screen. Select the test and 

click on 'Resume' for the test to continue. 

 

At the end of the test session, please ensure that you see green ticks by learners who have 

sat the test – this shows that the submission of answers has been successful. 
 

The rest of the process is fully automated. The test is automatically marked and these 

results should then show in Connect. 
 

Select the 

qualification 

you want to 

filter out 

https://connect.surpass.com/secureassess/
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**Pease note it will take at least 10 minutes for the result(s) to appear in Connect** 

  Re-sitting the confirmatory test 

 

Learners who fail a confirmatory test can re-sit through Connect.  
 

On the original booking form go to the overview and click ‘Learner details’. Click ‘’ and 

click ‘grading view’. Select the relevant learner and click on ‘Other requests’.  
 

Click on the resit option and click 'Request resit’. 

 

If learner has more than one resit, the resit request, must be made against the original 

component. 

 

 
 

The centre must create a new session for the learners requesting a resit. Please ensure 

that the word ‘resit’ is somewhere within the title when creating a session name. This 

makes it easier to identify those submitting a resit. 

 

Once the session has been created a new keycode and pin number will be generated for 

the learner. 
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Once learners have achieved the controlled task and confirmatory test the system will 

automatically validate the results and award the qualification.  

 

If the qualification has been fully achieved the ball will turn green, indicating all components 

have been achieved. (Fully achieved). 

 

If no components have been achieved the ball will be red. (Not achieved). 

If some of the components have been achieved, then the ball will turn yellow (Partially 

achieved). 

 

 
 

For learners who have achieved the qualification, certificates will be automatically 

generated and sent to the centre. 
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Step 7. Download e-certificates 

 

E-Certificates, transcripts and learner transcripts can be accessed through the General 
Pathways 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. 

  

   

 

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 on the booking who are expected to 
achieve 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’.  

  

  
  

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

 

Click Download 'Sample import file'  

 

Complete the spreadsheet and save to your computer.  

 

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. 

 

 

  

Click on  'upload learner data'   then click  'documentation section' .   
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Click 'Uploaded Files' to check that all learners have uploaded successfully.  

 

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.  
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Understanding the stages 

 

The ‘Latest stage’ will be updated once the ‘Controlled task’ button has been selected.  The 

stages are also updated via the booking on the left-hand side. 
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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@wjec.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 qualifications@wjec.co.uk. 

  

mailto:connect@wjec.co.uk
mailto:qualifications@wjec.co.uk
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