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Enrol Reading and Writing candidates 
 

 

When you log-in to the Trinity portal you will be taken to your Home page (below). 

 

Important: 

 

If you are re-enrolling existing candidate’s (ie candidates with a prior exam 

history with Trinity) you should join them to their existing candidate ID 

number. If the candidates are not enrolled under one candidate ID for all parts 

of their exam, they will NOT receive an all modes certificate.  

 

 
 

 

 

 

 

1. From the Actions box, click on Enter candidates for an existing SfL Reading 

or SfL Writing booking. 

 

2. Click on the selection widget to launch a list of your booking orders. Highlight 

the correct date that has been pre-booked by clicking on the arrow on the left 

hand side, click OK, and click Finish. 
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3. This will take you into the order, into the ‘Candidate Enrolment’ tab (The order 

number will be displayed in the top left hand corner). There are two ways to input 

enrolments – either, by entering candidates one by one directly into the system 

or, by using the ‘mass enrolment spreadsheet’ (see step 4 for instructions on how 

to enrol candidates on a ‘mass enrolment spreadsheet’). 

 
  

i. To enrol candidates one by one click New.  This will create the first line for your 

entries. 

 

 

 

 

 Enter the Candidate details, First Name, Last Name and Date of Birth. You have 

the option to choose ‘Unknown’ from the calendar if the candidate has not 

provided a date of birth. 

 To add an existing candidate that has been previously enrolled, enter the 

candidates name and date of birth then click on the question mark under the 

‘Existing Candidate?’ column.  

 If you are re-enrolling existing candidate’s (ie candidates with a prior exam 

history with Trinity) you should join them to their existing candidate ID number. 

If the candidates are not enrolled under one candidate ID for all parts of their 

exam, they will NOT receive an all modes certificate.  

 Select the Exam suite and the Product for each candidate from the drop down 

menu. 

 

 
 Once all candidate enrolments have been made, click Save Enrolments and then 

click Submit.  Please note, only submit the order once all candidates have been 

enrolled.  As long as you save the candidates details you can come away from the 

order without submitting. 

Click here to see if candidate 

details exist on the system. 
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 Once you have entered your candidates, go to step 5 

 

4. To enter candidates using the ‘mass enrolment spreadsheet’ click Download 

Spreadsheet and select UK ESOL from the drop down box.  

 

 

 
 

 

 

 
   

 Enter your candidate details onto the spreadsheet, all columns highlighted in pink 

must be completed (fields for Gender, Exam Name and Examination Product have 

drop down menus). 

 Alternatively, you can add the Candidate number, Exam Suite and Examination 

Name/Product only into the mass enrolment spreadsheet.  

 

 
This will populate the correct candidate information into the candidate enrolment 

section of the portal. This is a simple way to join your existing candidate records.   

 

 When you have entered all candidates to the spreadsheet you need to highlight 

all rows populated (making sure that you copy the entire row, including all blank 

cells). 

 Copy and paste the highlighted rows to the exam portal Mass Enrolment area. 
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 Existing Candidates - You will have the option to choose previously 

enrolled candidates. To do this, once you have uploaded the spreadsheet, 

click on the question mark under the Existing Candidate? column.  If the 

candidate exists from a previous enrolment, then select that record from 

the drop down menu. 

If you are re-enrolling existing candidate’s (ie candidates with a prior exam history 

with Trinity) you should join them to their existing candidate ID number. If the 

candidates are not enrolled under one candidate ID for all parts of their exam, they 

will NOT receive an all modes certificate.  

 

 

 
 

 

5. Click Save Enrolments to save all candidate details, once saved Click Submit to 

submit your order. 

 

 

Your candidates are now enrolled for the Reading and/or Writing exam. 
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Candidate enrolment - Hints & Tips 

 

 Candidate names - When you enter your candidate names you must make 

sure that the spelling is correct. The names that you enter here will be 

printed onto both the exam paperwork and certificate. 

 

 Date of Birth - When you enter the date of birth you must use the 

following format, DD/MM/YYYY.  

 

 Gender - When entering candidate gender you should use the drop down 

menu from the spreadsheet. 

 

 Exam Suite - When entering Exam Suite you should use the drop down 

menu from the spreadsheet. 

 

 Exam Name - When entering Examination Name you should use the drop 

down menu from the spreadsheet. 

 

 If you are re-enrolling existing candidate’s (ie candidates with a prior 

exam history with Trinity) you should join them to their existing candidate 

ID number. If the candidates are not enrolled under one candidate ID for 

all parts of their exam, they will NOT receive an all modes certificate.  

 

 

 

 

 

 

 

 

 


