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Select ‘Edit’

Select the unit from the list and click on ‘Add to list’.
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16 Making Entries

To save the changes click on ‘Save’” and ‘Accept’. If the unit you want is not on the list then you need to
create a customised units list. Select ‘Candidates’ > ‘Customised Units’.

edexcel

Saturday 6 June 2009

advancing learning, changing lives

Home | Mailbox | Edit My Account | Ask a question

Select site:

Search by Candidate LAN N¥Q DiDA PLA
Search by Registration @

Search by Course

Diploma

Multiple Candidate Entries {Spreadsheet Upload) cations section of Edexcel Online.

Candidates >
Training Event »
Bookings

Access »
Arrang t
Centre Mark
Submission
Tracking »
Post Results >
Results »

Prior Achievement

Once you are in the Customised Units screen, the first thing to do is to select a session that you want to

Customised Units

Individual Candidate Entries jalifications are;

Estimated Entries

Reqgister Candidates {Principal Learning)

Relevant menu options for this qualification are listed on the left of the screen.
Principal Learning

Candidates must be registered with Edexcel for a Principal Learning qualification
before you can make unit entries. You may only register and enter candidates for
Principal Learning if the DCSF has approved your consortium and centre to offer the
Diploma through the Gateway approval process. For more information on how to add
a centre to your approved consortium please click here.

Please ensure you understand your consortium’s policy on which assessment centre
should be making entries within the consortium before proceeding. Support and
guidance can be found here.

Functional Skills

make your entries for and then press the ‘Get Subjects’ button.

edexcel

Other Edexcel Sit v

n
"

Tuesday 4 May 2010

Candidates »
0SCA >
Tracking »
Post Results »
Results »

advancing learning, changing lives

Home | Mailbox | Edit My Account | Ask a question

Centre number: |99999 ‘ﬂ DUMMY SCHOOL CENTRE - FOR TESTING P

Select site:  [C/O MS S J GRAY (99999 - NCN) v
BTEC GCE GCSE GNVQ KS/ALAN NVQ DiDA PLT Diploma

Customised Units

Session: June 2010 v Get Subjects

Save Selectior
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This will show you a list of units that are available in your selected examination session.

edexcel advancing learning, changing lives

Home | Mailbox | Edit My Account | Ask a question

Saturday 6 June 2009 Select site:
candidates » BTEC GCE GCSE GNYQ KS/ALAN NYQ DiDA PLA Diploma
0SCA > Customised Units *UAT*

Training Event »

Bookings . -
Session: January 2009 v Get Subjects

Access »

Arrangement
Tracking » Select Individual Units:

Post Results 2 Description Option Code(s) Selected *
Results 4 6BIO1:RIOLOGY 1

:E‘a";y";‘::“'ts 4 6BI02:BIOLOGY 2

6BS01:BUSINESS STUDIES 1
6CHO1: CHEMISTRY 1

6CHO2: CHEMISTRY 2
G6EBO1:ECON.2 BUS.STUDIES 1
G6ECO1:ECONOMICS 1
GELOL:ENGLISH LANG & LIT 1
G6ENO1:ENGLISH LANGUAGE 1
G6ETO1:ENGLISH LITERATURE 1
G6ETO2:ENGLISH LITERATURE 2
6FRO1:FRENCH 1

O000O0OO0OO0OO0OEOEO

Tick the boxes against any units you want to enter. This screen can be changed at any time.

If the unit includes option codes you will not need to pick between them as all of them will be available to
you. If you select an option code at this stage, it will be the default option code when submitting individual
candidate entries.

Once you are satisfied that your Customised List is correct click the ‘Save Selection’ button and return to
the candidate entry screen.
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9

Entry Confirmation Documents

You can find useful entry documentation on Edexcel Online at www.edexcelonline.com. To find this documentation
go to ‘Candidates’ and ‘Entry confirmation reports’.

9.1

9.2

9.3

Confirmation of entries

We want to help you ensure that your entries and candidate details are correct, to timetable your exams
and ensure that your candidates will be eligible for awards. To help you do all of this we will send you
the following documents after your entries have been processed. We will start sending these to centres
before the entry deadline, and then regularly after the deadline. We will normally send:

. Centre timetable

. Candidate list by subject

. Statements of entry (normally two per candidate)
. Confirmation of details for modular candidates.

We may also send you:

. A query list
. Confirmation of details for modular candidates - warnings.

We will send you the following documents separately, at a later date:

. Invoices for entry fees

. Attendance registers with examiner address labels attached to them

. OPTEMS (optically-read, teacher-examiner marksheets for the submission of coursework marks)
with moderator address labels attached to them

. Estimated grade sheets.

Confirmation of amendments to entries

If you make any amendments we will issue a revised statement within two weeks. You can download
updated statements of entry from Edexcel Online.

Understanding your entry confirmation documents

Statements of entry

It is worth encouraging candidates to check their details on this document as their name will appear on
the certificate as listed on the statement of entry. Candidates may also find it useful as a timetable.

If the word ‘Check’ appears on the statement of entry, a warning exists about the candidate’s entry which
you should investigate. The query will be on your queries outstanding list.

Candidate list by subject

This document is a list of all the candidate entries for each subject and, where appropriate, for each
option group or tier. Teachers may find this useful for checking that all their candidates have been entered.

Candidate list

This shows the details of each candidate entered by your centre, in candidate number order, for you to
check.

Centre timetable

This will help you plan your exams. It gives the dates and times for the examinations, together with the
total number of candidates entered for each examination.

Edexcel Information Manual 201 1-2012 — September 201 |



9.4

Making Entries

Query list

This printout lists discrepancies with the entries you have made. We recommend that you check this
document as early as possible to avoid problems during the exam period, or delays in the issuing of
results.

Messages that appear on your query list

We recommend that you check this document to ensure that your entries have been processed and
to ensure your exams and results go smoothly. There are various queries that might crop up, these are
explained as follows.

301 Two Papers in the Same Session

302 Three or More Papers on Same Day
304 Three or More Papers Same AM or PM
320 More Than Three Hours in Session

These errors indicate that a candidate has an examination clash. Please check the exam timetable and the
JCQ Instructions for Conduct of Examinations for guidance.

306 State Sex as ‘F’ or ‘M’

A character has been supplied in your entry in the sex field which is neither F or M. You can correct this
either by sending an EDI amendment file or through Edexcel Online.

307 Sex Not Supplied

The candidate’s sex has not been supplied with the entry. You can correct this either by sending an EDI
amendment file or through Edexcel Online.

308 Date of Birth Not Supplied
309 Date of Birth Incomplete

310 Date of Birth Not Possible
312 Date of Birth Not Numeric

There is an error on the date of birth. You can correct this either by sending an EDI amendment file or
through Edexcel Online.

313 Name has Invalid Characters

We can accept the following characters as part of the name: A-Z".: () /- .
We cannot accept any other characters, including accents, and we will therefore remove them. If a
candidate has an unusual name which includes any other characters please contact us.

314 Cand. Must Meet Coursework Reqt

316 Cand. Must Meet Coursework Reqt
318 Cand. Must Meet Coursework Reqt

You have entered a private candidate for a specification that includes a coursework or controlled
assessment element. As the entering centre you will need to authenticate the coursework and you may
need to submit coursework marks.

371 Forbidden Subject Combination

The candidate has been entered for a forbidden combination of subjects and one or more entries may
need to be withdrawn. Please check the entries you have made.
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9.5

372 Candidate Has No Subjects

This may indicate that we have a record of a candidate but you have not made any entries or an entry
code was invalid. You should check that the correct unit and/or specification codes have been supplied
with the entry, and if necessary send an EDI amendment file or update the record using Edexcel Online.

373 No Opts: Those Shown Are Assumed
374 Invalid Opts — Default Assumed

If there is more than one option for a unit or specification you need to supply an option code when the
entry is made. If this is not supplied, or is incorrect, we will enter the candidate to a default option. Please
check that the correct option code is entered because if this is incorrect you may receive the incorrect
exam materials from us.

375 Non-Numeric Modular ID
376 13 Char. UCI Must Be Supplied
377 UCl in Incorrect Format

A valid UCI has not been supplied with the candidate’s entry. It is vital that the correct UCI is quoted each
time a candidate is entered. If the correct UCl is not supplied, candidates will not have all their results
credited to them. Please confirm the correct UCI by sending an EDI amendment file or by using Edexcel
Online.

378 Cash-in — No Units Entered

A candidate has a cash-in entry but there are no units on the current series. The warning is issued even if
the candidate has taken units in a previous series. The cash-in entry will not create entries, and we will not
send you any examination materials.

380 EDI duplicate subject/option supplied
381 EDI duplicate subject, different option supplied

You have submitted an EDI file which contains duplicated entries or options for a candidate. We will not
process the duplicates. Please check the option codes confirmed for the candidate.

Confirmation of details for candidates taking modular qualifications

This document lists candidates entered for a modular qualification and shows the unit results achieved in
previous exam series.

If the candidate has no previous unit results, the message ‘NONE (NEW CANDIDATE)’ will appear.

If units taken in a previous examination series are not shown this may be because of an error in the UCI
on the candidate’s records. Please check your records or contact us to investigate.

Confirmation of details for modular candidates — WWarnings

If our system identifies any problems with the UCI numbers you have supplied then we will send you a list
of warnings. These include:

No UCI supplied, no UCI found
If the candidate already has a UCI then please submit this using an EDI amendment file or through Edexcel
Online.

No UCI supplied, UCI found by Edexcel

We have located a UCI for the candidate and have included it for you. Please check that this is the
correct UCI.
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UCI supplied, different UCI found

You have supplied a UCI and we have identified that the candidate has a record with a different UCI. In

this case we have found that the UCI already on our system is the correct one and have amended your
entry appropriately. Please amend the UCI on your records to the UCI we have used.

UCI supplied, personal details do not match
Using a UCI you have supplied, we have identified another candidate on our records with the same UCI

who has different personal details (name, gender or date of birth).

Here is an example:

Problem — UCI supplied, personal details do not match

CLP 741X JUNE 2010 EDEXCEL 174710 20:25:45 PAGE 42
CONFIRMATION OF DETAILS FOR MODULAR CANDIDATES — WARNINGS

CENTRE 99999 EDEXCEL CENTRE

DETAILS Vel SUPPLIED AVAILABLE UNITS BANKED
PERSONAL DIFFERENT UCI SUPPLIED FOUND ON BANK ucl UNIT
DETAILS ON BANK WITH ENTRY IF DIFFERENT ~ CHANGED (YEAR TAKEN/UNIFORM MARK)
0004 Y 100480960004F 6683 6684
SUPPLIED DETAILS FORD: LOU 10/12/90 M (0706/82) (0801/90)
BANK DETAILS FORD: LOU 12/10/90 F

Either it is a different candidate, in which case you should create a new UCI and submit an amendment, or the
candidate is the same, in which case you should check that their details are correct. If the banked details are
incorrect then please contact us and we will amend them. Please check the Contact Information section of this
Information Manual for details of how to get in touch with us.

|0  Registration and Entry Fees

10.1 About our fees

We charge entry fees for each unit or subject entry. We publish our fees in price lists which are available
on our website at www.edexcel.com. We reserve the right to:

. alter entry fees at any time, although we will not normally do so without giving you adequate notice

. refuse to accept entries from a centre, if the centre has a debt outstanding to Edexcel at the date
of submission of entries

. withhold certificates from a centre, if the centre has a debt outstanding to Edexcel at the date

when certificates are issued.

10.2 Registration fees

When you register a candidate we will charge you a registration fee which will cover the cost of a number
of unit entries.

Re-sits and absences will be counted towards the units used as part of the registration.

Additional entries made over and above the number of entries covered by the candidate registration are
charged at an additional unit fee rate.

You could register a candidate for a smaller qualification (eg a 3-unit GCE in Applied Subjects) and enter
them later for additional units to allow them to complete the larger qualification (eg a 9-unit GCE). This

will, however, cost you more than if you had registered them for the 9-unit GCE in the first place.

If you make late entries for units, within or over your registration allowance, you will be charged late
entry fees.
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10.3

10.4

Late registrations and registration withdrawals

We ask centres to register candidates at the start of the academic year in which they begin their study
(usually from | September) and before the deadlines specified. We will charge late fees for registrations
received after the deadline. Please check the Key Dates section and relevant subject sections of this
Information Manual for the deadlines.

You can withdraw candidate registrations at any time. We will issue a full refund of the registration fee if
(a) the candidate has not been entered for any units, or (b) if the candidate has been entered for units but
the high late fee for those entries has not passed.

You can reactivate withdrawn registrations at any time. If you were refunded the registration fee when
you withdrew the registration we will charge you the cost of a new registration.

Late entry fees

Each exam series has an entry deadline and high late fee date. We will charge late entry fees if you make
entries after the deadline. A late entry is normally double the published fee. If the entry is made after the
high late fee date, the fee will be three times the published fee.

We will charge late or high late fees if units are added, or there is a change in option. We will also charge
a late fee for requests for awards (cash-in) made after the entry deadline. There is normally a fixed fee for

this, please check this in the fee documents.

If you make late entries for units, whether as part of a registration allowance, or above this allowance, you
will be charged late entry fees.

The following table shows the charges and refunds we may apply:

Transaction Between late fee date and high late From high late fee date
fee date

Ngw unit or .subject for a new or Double fee Triple fee

existing candidate

Withdrawal of a unit or subject Full refund of entry fee No refund*

entry

Transaction B'etween amendment fee date and From high late fee date
high late fees date

Change of option Normal fee Double fee

Request for subject award (cash-in) | Late fee Late fee

— modular specifications only (See the Edexcel price lists) (See the Edexcel price lists)

10.5

*We will refund unit entry fees if the entries are withdrawn because of candidate ill-health or death, if supporting evidence is
provided by the date of the examination.

Transfer of entry fees where candidates are registered

If a candidate transfers from one centre to another, we will issue a refund of the initial registration fees
to the original centre, and the new centre will be charged the normal registration fees. If the transfer
request is made after the deadline, we will charge late fees. Any refunds for transfers fall under the
normal rules on entry refunds, please see the section entitled Refund of Fees (part | | of this section of
the Information Manual).

It is possible for a candidate to remain entered at their original centre, but to sit one or all of their exams

at another centre. This is known as a transferred candidate arrangement (see the Transfer of Entry section
(part 4 of this Information Manual)). We may charge a fee for this service.
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Invoices

We will periodically send you invoices and credit notes for entries and registrations. You can view invoices
on Edexcel Online.

Accessing invoices using Edexcel Online

. Log into Edexcel Online — www.edexcelonline.com.

. Click ‘Home’ link at the top of the page.

. From the menu section (at the left hand side of the page), click ‘View Invoices’.
. Click ‘View Summary Invoices’.

. You can search by invoice number or date range, once located click View’.

You can export or save the invoice and will be able to view the subject or programme and any candidates
to which the invoice applies. Any invoices showing a minus figure are credit notes.

You will only be able to access this information if you have the ‘Invoice Enquiries’ profile activated. Your
Edexcel Online Administrator can give you this profile if it is required.

Who to Contact

If you have any queries about the charges on the invoice please contact us at serviceoperations@edexcel.
com.

If you have any queries about payment of your invoices please contact our Finance Department.

Payment

Payment of all fees is due thirty (30) days from the date of the invoice. Payment cannot be withheld unless
you dispute the amount of the charges by notifying us in writing, within twenty-one (21) days of receipt of
an invoice, giving full details of the amounts disputed and the reason such charges are disputed.

Unless good reason is given for non-payment of invoices by the due date, late payment interest at the rate
of 8% plus current bank rate, as per the Late Payment of Commercial Debts (Interest) Act 1998, will be
charged.

Cheques or BACs transfers should be made payable to Edexcel. Remittance advices should be addressed
to the Edexcel Finance Department. Bank details:

HSBC Bank plc

City of London Corporate Office
Level 27

8 Canada Square

London

El45HQ

Account no. 51214012
Sort code 40-02-50
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Il  Refund of Fees

1.1 Refunds of entry fees

We will give a full refund of entry fees if the entry is withdrawn before the high late fee date. On and after
that date, we will not issue refunds for withdrawals. The only exceptions are listed below.

1.2 Late entry fees

If an entry is made after the entry deadline, a late fee will be charged. Late entry fees will not be refunded.

1.3 Exam cancellations

We will make every effort to ensure that all exams will take place as published. In the unusual event that
an exam does not take place, we will refund the fees for that exam, but will not be under any further
liability to centres or candidates.

I1.4 lliness or death of a candidate

If a candidate is unable to attend exams or other assessment because of a medical condition, we may
refund entry fees. If you need to apply for this please supply supporting evidence (eg doctor’s note).

In the event that a candidate dies, we will issue a refund for any units which have not been taken. If
any units have been taken, it may be possible for us to issue a posthumous award. Please contact us at

serviceoperations@edexcel.com for guidance.

12 Eligibility for Award

In order to be eligible for an award, a candidate must be entered for, or have taken, all the required units and have
met any other eligibility criteria (eg terminal requirement). The eligibility rules are listed in the qualification sections
of this Information Manual and the qualification specifications available at www.edexcel.com.

Your candidates could appear to be ineligible for a number of reasons.
Unique Candidate Identifier (UCI)

The UCl is used to aggregate candidate units for modular qualifications. Each candidate must have one UCI across
all of their records for our system to give them an overall result.

Before results are issued we try to identify any candidates that have mistakes in their UCI. If a candidate is entered
with different personal details then this may be more difficult, so please ensure that when entering your candidates

you take care to enter all details correctly.

You can check that the UCls and personal details are correct in your MIS or on Edexcel Online. If a candidate has
results with more than one UCI, please contact us to make the corrections.

Award/Specification (cash-in) codes

If any entries or cash-in codes are incorrect then the candidate may be ineligible. You can make amendments using
EDI or Edexcel Online. Please note that the last date for withdrawals is 14 days before the publication of results. If
you are unable to withdraw entries please contact us.

Credit transfer

If a candidate has completed partial achievement at another awarding body then you will need to request a credit

transfer using the appropriate JCQ form. If the credit transfer has not yet been completed they may show as
ineligible. If you have any concerns, please contact us.
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Candidate does not have the required units

If a candidate has not been entered for enough units they may not be eligible for an award. The qualifications
sections in this Information Manual contain the eligibility requirements for each award. If you need any help please
contact us.

GCE in Applied subjects

You can claim any award that a candidate is eligible for, regardless of their initial registration, as long as they have all
the units and cash-in for that award.

This allows you to claim an AS and/or an A level for a candidate who will ultimately complete an A level (Double
Award), without the need to transfer or top-up the registration.

Claiming a DiDA qualification

You can claim any award that a candidate is eligible for, regardless of their initial registration, as long as they have all
the units and cash-in for that award. You can check candidates are eligible using Edexcel Online.

This allows you to claim an Award and/or a Certificate for a candidate who will ultimately complete a Diploma,
without the need to transfer or top-up the registration.

Terminal and re-sit requirements

Additional requirements have been introduced by Ofqual for GCSE 2009 and all subsequent modular GCSE
specifications to ensure grading consistency. All awarding bodies now follow these requirements.

You can find out more in the document entitled Rules for new GCSE Specifications: Terminal requirements, re-sits
and cashing in, available on the JCQ website at www.jcg.org.uk and on our website at www.edexcel.com/gcse?2009.

I3 Results

We issue results electronically via EDI and on Edexcel Online on the scheduled results day. The date that results
are issued is listed in the Key Dates section of this Information Manual, and in the results guidance available on our
website at www.edexcel.com/results

13.1 Results documentation

You can obtain various results documents from Edexcel Online.

13.2 Post-results services

You can find out about our post results services such as Enquiries About Results and Access to Scripts, in
the Post-results Service section of this Information Manual.

13.3 Decline grades

This option is no longer available and was removed by the JCQ in 2007. Candidates who now wish to re-
sit a GCE may do so without having to decline their previous grade.

3.4 Requests for awards after unit results have been issued

If you want to request a subject award (cash-in) after the entry deadline you will be charged a late fee. We
will accept these requests up to four weeks after the results have been issued.

If you need to make a request please email serviceoperations@edexcel.com. You will not be able to cash-
in using EDI or Edexcel Online.
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13.5 Uniform mark scales

The following qualifications are awarded using uniform marks:
. Applied GCSE
. GCSE modular subjects
. Functional Skills
. GCE AS and A level qualifications
. Project qualifications
. DiDA qualifications.

Guidance explaining how we convert raw marks to UMS and grade candidates is available at www.edexcel.
com/results .

|4 Certificates

We will issue certificates to your centre for you to distribute to candidates, by the dates listed in the Key Dates
section of this Information Manual. We only produce certificates for whole qualifications.

If your centre has an outstanding financial obligation to Edexcel then we may choose to withhold certificates from
your centre.

4.1 Early certification

If you require your certificates earlier than the published date, please contact us at eprocessing@edexcel.com
and we will try to meet your needs.

The JCQ have agreed that certificates will not be issued until after the deadline for late award claims for all
GCE qualifications, including GCE in Applied subjects and DiDA qualifications. This means that we will not
issue these certificates earlier than at least two weeks after this deadline.

14.2 Uncollected certificates

If your candidates do not collect their certificates you should retain them for a minimum of 12 months.
After this time, you can destroy them securely. Please do not return uncollected certificates to Edexcel. If
the certificates have been destroyed and 12 months has elapsed, we will not issue replacement certificates,
but can issue a Certifying Statement of Results. For more information please visit: www.edexcel.com/

replacementcertiﬁcates .

4.3 Withholding certificates from candidates

Certificates are, and remain at all times, the property of Edexcel.

If you are considering withholding a candidate’s certificate over a financial dispute with a candidate, or for
any other reason, you must seek the prior consent of Edexcel. We reserve the right not to permit you to
withhold a certificate.

You may choose to apply late entry fee costs to candidates who do not pay the initial entry fees when
required. This decision is entirely at the discretion of your centre. We recommend that you ensure that
you receive all necessary payments from candidates before entering them.

4.4 Replacement of certificates

We will not issue replacement certificates unless the original has been damaged, destroyed or lost by the
centre. We will issue a Certifying Statement of Results in all other cases.

If you have lost a certificate at your centre or in the post, you can apply for a duplicate on behalf of the
candidate by contacting serviceoperations@edexcel.com. If the certificate is damaged, please return the
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original for replacement. There may be a fee for this service. If a candidate has lost their certificate they
can apply to Service Operations (Past Records) for a Certifying Statement of Results. The Certifying
Statement of Results is an official copy of the final examination results held by Edexcel. There is a fee for
this service.

Certificate amendments

If a certificate needs to be corrected please send it back to us as soon as possible. If it is returned late
then we may charge a standard replacement certificate fee.

If you have made a Post-results enquiry and a grade has been changed then please return the certificate to
us with a covering letter. We will not charge for the amended certificate.

4.5 Certifying statement of results to a third party

Some official bodies may request copies of documentation from us. We will charge for this service for
up to five statements of one examination type. If there are two examination types, there will be a higher
fee. If you would like more information about this service please contact our Service Operations (Past
Records) team.
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