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Order Number 

The order number will be printed on the invoice arising from the registrations. It may be up to twelve characters 
(alphanumeric) and can be whatever you choose. The order number can be left blank but you should have a system 
in place to ensure that invoices can be reconciled to the registrations.
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Before selecting the individual unit to be registered for a learner that unit must be added to the list of  units 
available. This involves selecting which individual units you will be registering for so that you are not required to 
choose from all your approved units each time you register.

In order to do this you will need to select ‘Customised Units’ from the ‘Qualifications’ menu on the left-hand 
side. You will then be presented with a list of  all currently approved BTEC units in alphabetical unit title order. By 
selecting the units required and clicking the ‘Save’ button you will update your profile of  customised units to be 
used later. 
 
Selecting programme or apprenticeship

you wish to register the learners.

You will now be given a drop-down box listing all of  your currently approved programmes or apprenticeships. 

wish to register for is not listed please check your currently approved programmes in the ‘Qualifications’ menu.

Register online

After selecting all of  the header records that apply to all learners in a group you can now enter the individual 
learner details. Check all details carefully before registrations are processed, as the information will be used for the 
issue of  certification.

The register online option allows you to enter all the learner details individually. For large groups of  registrations, 
the register by spreadsheet option may be easier. The information required for each is the same.
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This field allows you to enter a reference for your own administrative convenience. It should be alphanumeric, up 
to a maximum 10 digits in length.

First Names

The first name must be no more than 20 characters including spaces.

Last Name

The last name should be no more than 30 characters including spaces.

Sex

Select either M for male, or F for female.

&
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This is a required field and should be in the format: dd/mm/yyyy.

Planned Completion

This date must be in the future and should be in the format: dd/mm/yyyy.

Many programmes have a completion date at the end of  1, 2 or 3 academic years. It is important that a planned 
completion date is entered as it is used to allocate an external verifier/external examiner and arrange verification/
review of  the programme’s assessment.

Study Mode

Choose the main mode of  study from the drop-down list.

Collaborative Partner Number

This is used for centres in collaborative arrangements and should be left blank unless the learner is attending a 
franchisee institution approved to offer the programme. This will enable Edexcel to ensure that the appropriate 
external verification/external examination processes are complete.

Combination (not NVQ programmes)

The drop-down box allows you to choose from the valid combinations and this will usually be A. The programme 
definition should be used to check different combinations; this can be found in the ‘Qualifications’ menu under the 
‘Reports’ option.

78��;7��+���8�
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used in the aggregation of  learner results across awarding bodies for the new Diplomas and for QCF programmes 
to allow credit transfer between awarding bodies.

or entries where the qualification or unit concerned is to be used as a component of  a Diploma. This is to enable 
Edexcel to provide the learner’s achievement data to the Diploma Aggregation Service (DAS) or where the 
programme is accredited on the QCF.
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Diplomas or QCF programmes.

Service (LRS) before submitting the learner’s entry/registration to Edexcel. Please ensure that the personal details 
(name, gender and date of  birth) being provided with the learner’s entry or registration match exactly the details 

and a query will be raised with you.

LRS website, www.learningrecordsservice.org.uk.

Completing the registrations

Once you have entered all of  the required information for a particular learner you need to click the ‘Add’ button. 
This will then start a list of  learners to be registered at the bottom of  the screen. You need to keep adding learner 
details until you have everyone for that particular course. At this point  you have the option to delete learners from 
the list using the ‘Del’ button, or to amend any details incorrectly entered using ‘Edit’ next to each learner’s name. 

Once you are happy that all information is correct, proceed by clicking the ‘Register’ button. The data will then be 
checked and, if  no problems are found, registration numbers will be displayed on screen. A confirmation report will 
be available at this point for you to print or save electronically for your records.

Possible errors

Any errors relating to the data entered will be displayed, with instructions in red advising you of  the problem — 
for instance, invalid characters in the name field or a completion date in the past. You will have an opportunity to 
correct the data before once more uploading it. 

The registration will also be rejected if  it is found that a registration already exists for that learner and programme. 
If  this is the case the learner will be highlighted in green and their existing registration number will be displayed. You 
will need to remove this learner from the list to be registered before continuing. Where a record is highlighted in 
green you can view the specific error message by ‘hovering’ the mouse pointer over the highlighted record.

Register by spreadsheet

This option allows you to use a standard format of  an Excel spreadsheet template which can be downloaded in 
order to provide learner details. The spreadsheet, once downloaded, can be completed offline either by the person 
who intends to make the registrations, or sent to another member of  staff for the updating of  learner details to be 
uploaded at a later date. This might be a more convenient way of  registering large numbers of  learners on different 
programmes.

(components of  the Diploma only), completion date and collaborative partner number — is the same, and in the 
same format, as required when registering individual candidates. It is essential that no amendment is made to the 
column headings in Row 1, that the correct order of  columns is maintained and that no columns are deleted.

Sex

Type either M for male, or F for female. 

Info Manual 2011-12 Chapter 11 Vocational Registration_V8.pdf   7 05/08/2011   12:35:10



Vocational Registration

Edexcel Information Manual 2011–2012 – September 2011

8

11

Study Mode

It is important that the correct letter is entered for each learner in the study mode column. This should be one of  
the letters shown below and must be in this format:

A Full time 

B Short full time 

C Sandwich 

D Block release 

E Part-time day 

F Part-time day/evening 

G Evening only 

H Open learning 

J Distance learning 

K Open and/or distance learning 

L Flexible 

Z 
Assessment only (APL). This is only available in cases where a learner has approached you on the basis of  a 
complete portfolio of  previous qualifications or experience. 

 

Combination (not NVQ programmes)

Every programme should include a combination which will be a single letter and must be entered in this column. 
For most programmes there is only one combination, which will be A. If  you are unsure please check the 
programme definition for combinations. This is not required for apprenticeship registrations or individual units.

Individual unit registration by spreadsheet

This spreadsheet has the addition of  unit code columns. At least one valid unit code must be entered for each 
learner in the unit code column. 

Uploading the completed spreadsheet

When your spreadsheet has been completed and saved you are ready to upload it to Edexcel. Click on the 
‘Browse’ button to locate the file on your computer and, once selected, click ‘Upload’.

Once registered, the registration numbers of  the learners will be listed in the right-hand column and you will be 
able to access the confirmation report for your records if  you wish. 

Possible errors

Any errors relating to the data entered will be displayed with instructions in red advising you of  the problem. 
Examples might be invalid characters in the name field or a completion date in the past. You will have an 
opportunity to correct the data before uploading it once more. 

Possible reasons for errors are:
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Registrations that cannot be made online

If  you are unable to make a registration electronically, due to special circumstances, you will need to submit the 
request in writing to serviceoperations@edexcel.com, giving all of  the required information. Registrations that you 
will not be able to make online include:

email to serviceoperations@edexcel.com.

3 How to make Adult Basic Skills Registrations using Edexcel Online

Completing the eSA1 

saved on your personal drive so it can be accessed easily at a later time.

Once the eSA1 has been saved it is now ready to be populated with the candidates’ details for whom you wish to 
make an entry.
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The following rules must be observed when completing the eSA1 to enable quick and easy processing:

in ‘Entry 1’, ‘Entry 2’… up to ‘Entry 6’
unit entry codes, as specified in this Information Manual. The 

student’s������
	�, surname, gender and�

������#���! should be specified in the format shown. Where 
entries are being made for previously registered candidates, all details must be stated in exactly the same 
way as the initial registration. 

Failure to do so will result in candidates being issued with a duplicate registration, leading to problems with 
certification.
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be used in the aggregation of  learner results across awarding bodies for the new Diplomas.

or entries where the qualification or unit concerned is to be used as a component of  a Diploma, in order that 
Edexcel can provide the learner’s achievement data to the Diploma Aggregation Service (DAS).

Diplomas.

learner’s entry/registration to Edexcel. Please ensure that the personal details (name, gender and date of  birth) 
being provided with the learner’s entry or registration match exactly the details on the LRS. Edexcel will check the 

LRS website, www.learningrecordsservice.org.uk.

Once you have finished completing the eSA1 save a copy to an accessible drive on your pc.

Info Manual 2011-12 Chapter 11 Vocational Registration_V8.pdf   10 05/08/2011   12:35:11



Vocational Registration

Edexcel Information Manual 2011–2012 – September 2011

11

11

Uploading the eSA1

Registrations

spreadsheet’, then click on ‘Register Candidates’.

Select the appropriate qualification type from the drop-down list ‘Qualification Type’.

State the candidates’ enrolment date in this format DD/MM/YY. The enrolment date must be the day the 
registrations are being made. Completion of  the field ‘Cohort’ is optional. 

Click on ‘Browse’ to locate the eSA1 which is to be uploaded.

Click on ‘Upload’.

The candidates as indicated in the eSA1 will be listed on the screen.

Click on ‘Submit’. The candidates will now be allocated a unique registration number.

Registrations and entries
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Select ‘Upload eSA1 spreadsheet’, then click on ‘Register Candidates and Make Entries’. If  candidates detailed in 
the eSA1 are already registered this option should still be selected. 

Note: Previously registered candidates will not be assigned a new registration number provided all details used 
are exactly the same as those used when creating the initial registration.

Select the appropriate qualification type from the drop-down list ‘Qualification Type’.

Select the appropriate entry type from the drop-down list ‘Entry Type’. If  multiple entry types have been specified 
in the eSA1 the eSA1 should be uploaded separately by selecting the appropriate entry type on each occasion.

State the candidate’s enrolment date in the format DD/MM/YY. The enrolment date specified must be the day the 
registration is being made.

The field ‘Cohort’ is optional.

Click on ‘Browse’ to locate the eSA1 which is to be uploaded.

Click on ‘Upload’.

The candidates, as indicated in the eSA1, will be listed on the screen.  All candidates who have been registered 
previously will be highlighted in blue. Any candidates who were not registered before will, at this stage, be assigned 
a registration number.

Click on ‘Submit’. A pop-up screen will then be displayed indicating the proposed entries. You will then be given the 
option to withdraw any candidates before the entries are finalised.

If  all entries are correct click on ‘Save’. A message will then be displayed stating ‘The entries have now been made’. 
Click on ‘Finish’.
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4 How to Submit Entries via EDI

There are two EDI formats which will support BTEC registrations: EDIFACT and JCQ. 

EDIFACT file formats may be found under the ‘Requirements for Centre Management Information System (Centre 
MIS) Providers’ on the Edexcel website (www.edexcel.com).

JCQ file formats may be obtained from the JCQ website: www.jcq.org.uk .

EDIFACT

EDIFACT supports the following activities:

JCQ

JCQ supports the following activities:
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Please refer to the Edexcel website for a list of  software packages that support EDI. Advice on the operation of  a 
software package should be sought from the software provider. Edexcel is unable to provide technical support for 
specific software issues.

Becoming an EDI centre

Centres do not need specific approval to operate EDI with Edexcel. However, there are certain key details that 
we require to enable Edexcel to provide the full range of  EDI services. Please provide Edexcel with the following 
information:

acknowledgement files 

receipt and processing acknowledgements: this should be a generic address where possible (eg exams@
thecollege.ac.uk).

Please forward the above information by email to eprocessing@edexcel.com.

Testing

There is no need to send a test file of  data prior to starting to use EDI to Edexcel but when the first file is sent 
email eprocessing@edexcel.com to advise that you have sent a file. We will inspect the file and monitor its progress 
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to ensure that there are no formatting or processing problems.
Should you want to send a test file prior to starting to use EDI please contact Edexcel as above for advice on how 
to proceed.
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and send it to:
<your centre number>@edidata.edexcel.com.

Note: Please note that this is an automated file receipt address and any correspondence will not be replied to and 
non-EDI formatted files will not be processed.
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registrations in the same way that you send other Edexcel entries; you will need JCQ EDI basedata.

There are two EDI formats that support Edexcel EDI:

EDIFACT file formats were developed by Edexcel to support the electronic administration of  our vocational 
learners. The formats may be used for vocational programmes and individual units. They support the provision of  
centre specific basedata from Edexcel to centres, learner registration and results reporting from centres to Edexcel, 
as well as the provision of  registration number and results confirmation from Edexcel to centres.

Note: 

registrations.

The formats support learner registration and registration amendments from centres and the provision of  overall 
results from Edexcel.
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Ordering EDIFACT basedata

�/��%&'Y?�*�#
��

�
������
���
���/*%�@��`^@�\����X�����
�
�?
����/
�����X����������������

Click on ‘EDI Basedata’ on the left-hand menu.

Select Basedata Format as ‘EDIFACT’.

Select Approval Year required (basedata will be available for two year approvals. From 1 July, the next two 
academic years will appear. After this date, you will have to contact Edexcel should you require basedata for old 
approvals).

Select either ‘All Programmes’ or a single programme number from the drop-down list. You cannot request more 
than one single programme at a time.

Select either ‘Include Units’ or ‘Exclude Units’. If  you exclude units you will still receive all units attached to each 
programme. This is a list of  all units approved at your centre that you will only need if  you are offering stand alone 
individual units.

Press ‘Submit’.

If  there is a problem with producing basedata for you, an error message will appear asking you to contact 
Customer Services. They will log your call with the Operations Management team who will investigate the matter 
and get back to you.

If  the request is accepted a basedata file will be emailed to your user email address. If  you click on the file you will 
be able to view the basedata or save to file.
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Ordering JCQ basedata

Note: JCQ BTEC basedata includes Entry ALAN and ESOL basedata.

Click on ‘BTEC’. 

Click on ‘EDI Basedata’ on the left-hand menu.

Select Basedata Format as ‘JCQ’.

Select Basedata Subtype as ‘Registrations 9B’ or ‘Results Entry 7B’ (9B should be used for initial registrations in 

candidates’ overall grades in August under Board 15 (Edexcel Key Skills Assessments).

Select Approval Year required (basedata will be available for two year approvals. From 1 July the next two 
academic years will appear for registration 9B basedata and the previous and current years for result entry 7B. 
After this date, you will have to contact Edexcel should you require basedata for old approvals).

Select either ‘All Programmes’ or a single programme number from the drop-down list (you cannot request more 
than one single programme at a time).

Press ‘Submit’.

If  there is a problem with producing basedata for you an error message will appear asking you to contact Customer 
Services. They will log your call with the Operations Management team who will investigate the matter and get back 
to you.

If  the request is accepted, the basedata will be sent to you as a zipped file to your user email address. If  you right 
click on the file you will be able to view the basedata or save to file.
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Registration by EDIFACT EDI

EDIFACT basedata

EDIFACT basedata contains details of  all programmes and their unit structures and all units approved at your 
centre. This can be downloaded into your software package to enable you to register learners onto all vocational 
programmes and individual units and to report unit grades.

Edexcel operates a centre and programme approval process through which centres are allocated their own 
programme number for each approved course. Therefore, vocational basedata, unlike that relating to General 
Qualifications, is unique to each individual centre.

You can download your centre’s basedata from Edexcel Online. You can request all programmes or a single 
programme. When you order all programmes you will automatically receive all programmes and a list of  all units of  
that qualification type approved for your centre.

We are unable to provide basedata for programmes for which you do not have approval. If  you are still awaiting 
approval for one or more programmes, we would suggest that you request basedata for the centre as a whole and, 
when you receive confirmation of  approvals, request a refresh of  your basedata. Please do not delay registration 
of  your main registrations whilst you are awaiting approval. Send an amendment file of  registrations for those 
programmes once approval is received.

%&'Y?�*������������

It is essential that EDI registration files contain all the required centre, programme and learner details. Programme 
registrations should include the appropriate header and footer lines, one registration header line per programme, 
and one registration detail line per learner. The registration header must include registration type (R or S), your 
centre number, programme number, date of  learner enrolment and form/order number.
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will contact the centre to obtain the enrolment date.
 
The form/order number will be quoted in the corresponding registration fees invoice and helps to identify learners.

Individual unit registrations should include the appropriate header and footer lines, one registration header line per 
programme, one registration detail line per learner and one or more registration module detail lines per learner. 
The registration header must include registration type (I), your centre number, the date of  learner enrolment and 
form/order number. The programme number field must be blank.
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The form/order number will be quoted in the corresponding registration fees invoice and will help to identify 
learners.
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Edexcel will validate:
 

the format of  the content to ensure that it may be processed. 

An automated email receipt acknowledgement will be sent to the email address on record. (See part 1.4, 
‘Becoming an EDI centre’.)

The learner details will then be processed through our learner registration process and an automated email 
processing acknowledgement sent as above.

The processing acknowledgements contain details of  any processing rejections generated by our system. This is for 
information only and does not require any immediate action. Edexcel will review all rejected learner registration 
data to resolve errors and will only contact you if  necessary.
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generate a new processing acknowledgement email to the centre.
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Edexcel will send files of  BTEC registration numbers to centres daily (.ern files) for all learners registered by EDI 
during the previous week. These files may be downloaded into your system to record the BTEC registration 
numbers of  your learners. 

These files will be in version 6 of  the EDIFACT file format regardless of  the format version of  the registration file 

have multiple registrations.)

Edexcel is only able to send automated .ern files for learners registered by EDIFACT EDI.

The .ern files will be sent to centres via the transmission record we hold on record for your centre. This does not 
need to be the same method by which registration (.erd) files were sent to Edexcel. For example, if  a file is sent via 
a carrier we are able to send the .ern file back by email. If  you require this it is important that we have up-to-date 
EDI contact details for your centre (see above, ‘Sending EDIFACT registration files (.erd)’).

Should you require a file of  registration numbers in .ern format for learners not registered by EDI, this may be 
obtained by emailing eprocessing@edexcel.com .
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Registration by JCQ EDI

Obtaining basedata

JCQ basedata contains details of  all programmes approved at your centre. This can be downloaded into your 

and Entry/On-demand Functional Skills programmes.

BTEC operates a centre and programme approval process through which centres are allocated their own 
programme number for each approved course. Therefore, BTEC basedata, unlike that relating to General 
Qualifications, is unique to each individual centre.

We are unable to provide basedata for programmes for which you do not have approval. If  you are still awaiting 
approval for one or more programmes, we would suggest that you request basedata for the centre as a whole and, 
when you receive confirmation of  approvals, request a refresh of  your basedata. Please do not delay registration 
of  your main registrations whilst you are awaiting approval. Send an amendment file of  registrations for those 
programmes once approval is received.

You will be able to download your centre’s basedata from Edexcel Online. You can request all programmes or a 
single programme.

Basedata is only issued for programmes that have current year approval. In June each year the default is changed to 
the forthcoming academic year.

]�^������������

It is essential that EDI registration files contain all the required centre, programme and learner details.
Programme registrations should include the appropriate header and footer lines and one detail line per learner. The 
detail line must include the learner number and UCI.

E7999990000006261010

The JCQ format does not permit you to report enrolment and completion dates. Therefore, we will default the 
date of  learner enrolment to 1 September this year, and the completion dates to 31 July two years hence for BTEC 
Level 3-5 Certificates and Diplomas and to 31 July next year for all other qualifications.

In December we will send you a list of  all your programme registrations and the allocated completion dates. You 
will be able to update the completion dates by returning the list.
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Registration and amendment files should be created under Board 13 (Edexcel Registrations and series 9B 
(September).

Upon receipt of  a file at Edexcel, your centre number will first be validated to ensure that the file can be allocated 
to your EDI account. Once this has happened the format of  the file will be validated to ensure that the content may 
be processed. Then, when this has taken place, an automated email receipt acknowledgement will be sent to the 
email address we hold on record for your centre (see part 1.4, ‘Becoming an EDI centre’).

After successful validation of  a file the learner details will then be processed through our internal learner 
registration programme. Once this has happened an automated email processing acknowledgement will be sent as 
described above.
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5 Registration Fees
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The programme on which the learner registers, and the type of  registration, determines the fee due. The 
registration fee covers learner registration, external verification, onscreen testing and certification. (Please 
see the Fees Information published on the Edexcel website.)

A late registration fee will be charged for BTEC programmes where the learner’s registration is received 
by Edexcel after the registration deadline. (Please see the Fees Information issued separately.)

������?���
������
�����
�!��-��	�����!
������+�
����
����������������
����@��������!�z�!��������������
�
on an Edexcel-approved Apprenticeship Scheme. 
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Learners who have gained a non- accredited qualification where top up is not available (eg Legacy and 
Customised) will be entitled to re-register to complete one further qualification of  the same type/subject 
area and level, for half  the normal fee applicable at the time of  re-registration. For example, a student who 

If  a previous registration on a programme leading to a qualification has expired, and no qualification has 
been issued, learners may be re-registered on a currently approved programme of  the same type/subject 
area and level, for half  the normal fee applicable at the time of  re-registration.

Special registrations are not available through Edexcel Online. As such, any requests for registrations 
should be emailed to serviceoperations@edexcel.com and should include centre number, programme 
number, enrolment date, learner name, date of  birth and completion date.

Note: Special registration is not applicable to BTEC nationally accredited programmes or BTEC Short 
Courses.

For BTEC nationally accredited programmes, where learners are topping-up their qualification (eg from a 
Certificate to a Diploma), the top-up should be submitted through Edexcel Online. In such cases, centres will 
be charged the appropriate top-up fee. (Please see the Fees Information published on the Edexcel website.)

5.3 Other charges
There may also be a charge for transferring between programmes, where the fee charged for the original 
registration is less than the price for the programme to which the learner is transferring. 

A late registration fee will be charged where the learner’s BTEC registration is received by Edexcel after 
the registration deadline. (Please see the Fees Information published on the Edexcel website.)

5.4 Invoices
Invoices are normally issued weekly by the Edexcel Finance Department.

on the ‘Register Students’ screen. This will then be printed on the corresponding registration invoice.

Centres submitting registrations by EDIFACT EDI or through Edexcel Online are able to use their own 
numbers to identify learner groups, as appropriate. The reference number may be any alphanumeric 
reference of  up to twelve characters. 

Invoices for registrations submitted by JCQ EDI will show the form reference as 13 xxxx (ie Board 13 
Edexcel registrations, file extension .xxxx). 
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Fees are due within thirty (30) days of  the date of  the Edexcel invoice and should be made payable to 
Edexcel and sent to the Edexcel Finance Department - please see the Contact Information section of  this 
Information Manual. Any queries should be raised promptly as failure to pay by due date will affect learner 
registration and certification.
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6.1 Outcomes
The outcome of  registration is the creation of  an individual record for each learner on an approved 
programme or unit at a specified centre. A specific learner registration number for the qualification is 
allocated and the award will be identified by this number. The code numbers listed below are essential 
components of  registration and subsequent award issue, and are represented as:

Field ��
����+����


Learner registration number

Centre number ������?
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�����
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���������
centre site.

BTEC programme number

BTEC individual module number

Apprenticeship Scheme number

If  incorrect, or insufficient, registration information has been submitted we will contact you requesting 
additional information.
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Registration leads to the production of  a list of  learners with the allocated registration numbers. 
Listings will normally be produced weekly and will include all registrations processed that week. 

6.2 Registration lists
Registration lists report back all registration details, with the registration number, and the centre reference 
number where submitted. Learners are listed by registration number within a programme in the order in 
which they were entered.

Centres are requested to verify details, especially the learner names, and report any necessary changes 
to Service Operations as soon as possible. Learners not listed will normally have already been queried by 
Edexcel or will appear in a subsequent listing.

6.3 EDI centres
For centres registering by EDIFACT EDI, registration numbers will be transmitted to the centre 
electronically in order to update the appropriate systems.
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