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Free Exams Officer Training Events.
New dates for 2012

We have just released new dates for our free face to face Exams Officer training events beginning in February
2012. So if you are new to the Exams Officer role or just fancy a bit of a refresher, then please come and join us.

We focus our training on either General Qualifications or BTEC covering things like:
* Qualification Approval, Registrations, Entries and deadlines
* Eligibility, UCI/ULN and QAN numbers
* Edexcel Online functions, certificates and post results

The face to face events are very popular so book your place by visiting our website at www.edexcel.com/
examsofficer and selecting Free Training. Find the event that you want and then go to www.edexcelonline.com
to book your place. Alternatively call us on 0844 463 2535 to book.

See you there.

Association of Colleges Annual
Examinations Officers’
Conference 2012

This conference is taking place on the
23rd and 24th February at The ICC
in Birmingham. We will be attending
with our own exhibition stand and
breakout sessions. It is a great
opportunity for you to ask us any
questions, give us your feedback and
make suggestions to improve our
service to you. To book yourself a
place and see what’s on offer, please
visit the AOC website www.
aoccreateevents.co.uk/exams2012

We look forward to meeting you.

ALWAYS LEARNING PEARSON



Upcoming Key Dates:
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Below are some of the most important key dates coming up in January. For a full list, please check the Key Dates
section of the Information Manual or visit www.edexcel.com/keydates

Centre Hosted Network Events

Date
03 January 2012
06 January 2012

[0 January 2012

[0 January 2012

[0 January 2012
10 January 2012
[0 January 2012
[l January 2012
12 January 2012
[2 January 2012
I3 January 2012
I3 January 2012
17 January 2012
28 January 2012

29 January 2012

31 January 2012

31 January 2012

Qualification
Functional Skills
Functional Skills

GCE

Principal Learning

Level | & 2 Projects and Extended
Project

GCSE, GCE

GCSE, International GCSE, GCE,
Principal Learning

GCSE
GCSE
Functional Skills
Functional Skills
Functional Skills

Functional Skills
GCSE

GCSE

GCSE, GCE

BTEC

Exam series
Nov-1 |
Jan-12
Jan-12
Jan-12
Jan-12
Jan-12
Jan-12
Nov-1 |
Nov- | |
Feb-12
Feb-12
Nov-1 |
Nov-11

Mar-12

Mar-12

Jun-12

Description

Enquiries About Results and Access to Scripts services
available

High late fee date

Last date for submission of coursework and receipt by
Edexcel of coursework marks

Last date for submission of coursework and receipt by
Edexcel of coursework marks

Last date for submission of coursework and receipt by
Edexcel of coursework marks and documentation

Final date for Edexcel to receive estimated grades

First date for Edexcel to receive special consideration
requests

Restricted release of results to centres only

Release of results to candidates. Enquiries About
Results and Access to Script services available

Entry deadline

Late fee date

Last date for Edexcel to receive applications for
Enquiries About Results and Access to Scripts

Certificates issued from this date
Final date for entries

Late entry fees may be charged from this date

Final date to submit Form JCQ/CCA - Centre
consortium arrangements for centre assessed
coursework

Deadline for requesting deletion of learners registered
in September/October 201 |

Do you want to host an Exams Officer network event at your centre! We would like exams office staff from
centres in your local area to get together as a community.
The event would last approximately one and a half hours at a time that suits you. We will include the following
agenda items but you can also add items of interest to your or your centre:

All'you would need to do is provide us with a room for a couple of hours and some
light refreshments. We would be happy to bring the biscuits along!
If you are interested then please let us know your name and centre number. Please

Edexcel updates
Edexcel Online system — new features and updates
the Educational landscape
upcoming deadline dates
question and answer session

confirm your interest by emailing EOEvents@edexcel.com.
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BTEC Bulk Top up

You told us that the top up facility on Edexcel Online was time consuming. We have listened and have made
some changes so that now you can top up many students at the same time. A job which might have taken an
hour or more can now be completed in five minutes.

To top up your students -

[ Go to the BTEC section on Edexcel Online

2 From the ‘candidates’ menu select “Top up within centre’
Candidates 4 Search by Candidate
0OSCA > Search by Course
Training Event » Claim Reporting
Bookings Reqgister Candidate
gg{: ;g;’salas l:‘E b Transfer within Centre
Approvals — > Transfer from another Centre
other centres & Top up within centre

Higher awards
Top up from another centre

BTEC Security Reports

Qualifications »

Tracking

BTEC Security Candidate Image Upload

FEnwm Nuuasiac

3 Select the appropriate session.

Topup Candidates within Centre

Session

2011/12 (D Registrations)
2010/11 (C Registrations)
2009/10 (B Registrations)
2008/09 (A Registrations)
2007/08 (Z Registrations)
2008€/07 (Y Registrations)

4 Select the current programme from the drop down menu and click search. (Only programmes that have
students who are valid for top up will be displayed. To be topped up a student must have had a final
certificate on the current qualification. If the student has not yet achieved a final certificate at the current
level then they can be transferred instead).

Topup Candidates within Centre ®
Session [ 2010/11 (C Registrstions) v
Please complete any one of the following boxes.
Current v
Programme
o e A S T et o R S o e S R e e s i e i
~Select-
Registration BN228 Workskills (Entry 3) (Qcf) (For Pre-18 Registrations Only From Sep 11) Edexosl Btec Entry Level Award (Workskills Qcf).E
Number BN220 Workskills (Qcf) (For Pre-18 Registrations Only From Sep 11) Edexocsl Btec Level 1 Award (Workskills Qcf):1
BN221 Workskills (Qcf) (For Pre-18 Registrations Only From Sep 11) Edexcsl Btec Level 1 Certificate (Workskills Qcf):1
BX477 Personal And Socisl Development (Entry 2) (Qcf) Edexcel Entry Level Award (Foundation Learning 4-7):E
BX479 Personsl And Socisl Development (Entry 2) (Qcf) Edexcsl Entry Level Awsrd (Foundstion Learning 4-7):E
BX480 Personal And Scocisl Development (Entry 2) (Qcf) Edexosl Entry Level Certificate (Foundation Learning 12-20):E
DA128 Retsil Knowledge (Qcf) Edexcsl Btec Level 2 Certificate (Specislist 12-20):2
DH202 Information Technology (Specislist) Edexosl Level 2 Btec Certificate:2
DHE27 Heslth And Social Care Edexosl Level 2 Btec Certificate:2
5 You should now see a list of students who can be topped up. (Again only students valid for top up will

be listed. If a student is not listed, they may not have been issued a final certificate).
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The JCQ A2C Project

The A2C Data Exchange Project is being delivered by the JCQ
in conjunction with MIS suppliers and awarding organisations.
The purpose of the project is to improve the EDI process that
is currently being used to transfer data files and to support the
growing range of qualifications that are available.

AVCO Systems are in the process of inviting centres to
download the A2C Migration Application. Once you have
access to the JCQ Migration Application, you should use it for all your EDI file submissions to awarding
organisations.

More information can be found on the JCQ A2C website - http://a2c.jcq.org.uk/
The Edexcel Exams Officer Community

Communities
Join our

' Examinations officers
community

The Exams Officer Community is a place where like minded people can gather and share resources, experiences
and problems. Take a look at what people are talking about and get involved! http://community.edexcel.com/
examsoffice/default.aspx



