TRINITY

COLLEGE LONDON

Enrolling Trinity Stars Performers

Now that you have booked your exam the next step is to enrol your candidates.

1. Click on Manage enrolments for a GESE or Trinity Stars exam from the
Actions box.

@8 Centre Details A Candidates & Contacts 4fl Bookings @ Replacement Certificate Requests & Enrolments

Welcome Back Alex Stone. Today iz Monday, August 12, 2019.

Actions

Create an order

Book a GESE exam

I Maneage enrolments for a GESE or Trinity Stars exam I

Add Teacher/Applicant
Print labels

Book a Trinity Stars exam

2. Select the exam for which you wish to enrol candidates: click on the magnifying
glass icon.

@l Centre Details | Ml Candidates & Contacts | [l Bookings | /M Replacement Certificate Requests | M Enrolments | [l Exam Sessions ([l [EjEetint

Amend block booking

Select block booking order

Please select the block prder for which you want to manage enrolmentss

_I

Previous  Next
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You will see a list of your exam orders in the window. To select the correct exam order,
click anywhere on the row to highlight, then click OK.

Pick Order
n ‘Order# ‘V” ‘ @ 1-100f 10+
Order # Subject Area Type Status Reguested Sta
1-1357357099  INT ESOL Block Booking  Re-opened 31/10/2019 09:30
1-1359089410  Trinity Stars Block Booking  Re-opened 30/09/2019 09:00
1-1361484290  Trinity Stars Block Booking 1 9/09/2019 09:00
1-1357352850  INT ESOL Block Booking  Invoiced 18/09/2019 10:00
1-1359518900  Trinity Stars Block Booking  Processed 12/09/2019 09:00
1-1359499057  Trinity Stars Block Booking  Processed 09/09/2019 09:00
1-1356997499  Trinity Stars Block Booking  Re-opened 05/09/2019 09:00
1-1356996636  Trinity Stars Block Booking  Invoiced 02/09/2019 09:00
1-1358344480  Trinity Stars Block Booking  Inveiced 31/08/2019 09:00
1-1350485489  INT ESOL Block Booking  Re-opened 30/08/2019 10:00
4 3
©OOO
(=]

...then click Finish.

| Privacy Policy | Terms & Conditions | Help | -IRI N ITY d}

Required Information™

Cancel
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3. To enrol your candidates using the enrolment spreadsheet, click on Download
Spreadsheet and select Trinity Stars.

Candidate Enrolment 1 Enrolment Details | Attachments Written Exam Events

Mass Enrolment

Status

@ New ¥ Delete %3 Clear Gandidate

First Hame

|@ Download Spreadsheet - | |H Save Enrolments |
Music
st Mame
Drama

Internafional ESOL

International ESOL SELT

GESE China

GESE India

Arts Award Ex/BriSIGd

Arts Award Discover

Rock & Pop
Trinity Stars

UK ESOL

PPAD

TESOL TYLEC

Date of Birth

Existing
Candida...

Candidate

Mumber

Ethnicity

Gender ULN

4. Enter candidate details into the enrolment spreadsheet. You must complete all
columns headed in pink, using the drop-down menus to select the Exam Suite
and Examination/Product name.

COLLEGE LONDON

NITY

First Name Middle Name

Last Name

Date of Birth

‘or "Unknown*

Trinity Stars Enrolment Spreadsheet Template

#  Candidate Number Ethnicity Gender
dd/mm/fyyyy Leave If previously M/F
Blank cnrolled for Trinity
exam Select from values in cell

Ensemble Name External ID

If known

Exam Suite

Select from values in

cell

Examination/ Product Name

Select from values in Cell or see
values in 'List of Examinations’ Tab

- Drag & drop or copy & paste the following rows to the “Enrolments” webpage |-

test1 |
:

test2
test3
testd
test5
testti
test?
test8
testd
testl0

slole el ek e e e e~
355156 & BB B 5 o=~ oo

testl
test2
test3
testd
test5
testt
test7
test8
testd
testl0

01/01/2000
02/01/2000
03/01/2000
04/01/2000
05/01/2000
06/01/2000
07/01/2000
08/01/2000
09/01/2000
10/01/2000

FHEE I S

Group Name
Group Name
Group Name
Group Name
Group Name
Group Name
Group Name
Group Name
Group Name
Group Name
Group Name

¢ Ensemble name: enter a name for the entire group

o Exam Suite: use the drop-down menu to enter Trinity Stars

Trinity Stars
Trinity Stars
Trinity Stars
Trinity Stars
Trinity Stars
Trinity Stars
Trinity Stars
Trinity Stars
Trinity Stars
Trinity Stars

Trinity Stars (Member) Stage 1
Trinity Stars (Member) Stage 1
Trinity Stars (Member) Stage 1
Trinity Stars (Member) Stage 1
Trinity Stars (Member) Stage 1
Trinity Stars (Member) Stage 1
Trinity Stars (Member) Stage 1
Trinity Stars (Member) Stage 1
Trinity Stars (Member) Stage 1
Trinity Stars (Member) Stage 1
Trinity Stars Stage 1

¢ Examination/Product Name: use the drop-down menu to enter the correct

Trinity Stars Stage - against each learner this must include “(Member)”

o After the last learner, enter a row including only: Ensemble name (to match
the group name against each learner); Exam Suite (Trinity Stars);
Exam/Product (the correct Trinity Stars Stage - without "Member”)
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Trinity Stars Enrolment Spreadsheet Template

COLLEGE LONDON
# | FirstName Middle Name ~ LastName  DateofBirth #  Candidate Number Ethnicity Gender ULN | Ensemble Name External ID Exam Suite Examination/ Product Name
Leave dd/mm/yyyy Leave If previously M/F  Ifknown Select from values in Cell or see
Blank or "Unknown' 83 enrolled for Trinity Select from valuesin  values in "List of Examinations' Tab
exam Select from values in cell cell
- Drag & drop or copy & paste the following rows to the "Enrolments” webpage L
testl test1 01/01/2000 M Group Name Trinity Stars Trinity Stars (Member) Stage 1
test2 test2 02/01/2000 ™M Group Name Trinity Stars Trinity Stars (Member) Stage 1
test3 test3 03/01/2000 ™M Group Name Trinity Stars Trinity Stars (Member) Stage 1
testd testd 04/01/2000 M Group Name
tests tests 05/01/2000 ™M Group Name
test. tests 06/01/2000 M Group Name
test7 test? 07/01/2000 M ‘Group Name
tests tests 08/01/2000 M Group Name
} tests testg 09/01/2000 ™M Group Name Trinity Stars (Member) Stage 1
V testio testlo  10/01/2000 ™M Group Name Trinity Stars Trinity Stars (Member) Stage 1
Group Name Trinity Stars Stage 1
1R 2560

Once you have entered all learners into the spreadsheet, highlight all rows
populated - click and hold your left mouse button on the number 7 (row header)
and drag your mouse cursor down to the very last row of candidate data.

Copy the information and paste into the exam portal (below), then click Save

Enrolments

Enrolment Details | Attachments Written Exam Events

Mass Enrolment

@ Mew < Delste !\", Clear Candidate @Duwn\oaﬂ Spreadshest -

Hsave Enrolments

Stalus First Name Middle Name Last Name Date of Birth C':::i(";;g_
1 testi testi 01012000 ®
2 test2 test2 0200172000 @
3 tests tests 030012000 ®
1 testt testt 0410172000 ®
s tests tests 0510172000 @
& tests tests 06/012000 ®
7 test? test? 0710172000 @
g teste teste 0810172000 @
] tests tests 091012000 ®
0 test10 test10 1010172000 ®
1 [ - No candidate -] [~Nocandidate--] [ Unknown @

5. Once you have enrolled and saved all

il Centre Details | [l Candidates & Contacts Il Bookings Il Replacement Certificate Requests m
My

Candidate Ensemble = Exter...
Number Ethnicity Gender ULN Name D
M Group
Name
W Group
Name
) Group
hame
) Group
Name
W Group
Nams
) Group
hame
M Group
Name
) Group
hame
) Group
hame
W Group
Name
—No (& & Group
candidats —] Name

learners, click on Submit.

Exam Suite Product
Trinity Stars Trinity Stars (Member) Stage 1
Trinity Stars Trinity Stars (Member) Stage 1
Trinity Stars Trinity Stars (Member) Stage 1
Trinity Stars Trinity Stars (Member) Stage 1
Trinity Stars Trinity Stars (Member) Stage 1
Trinity Stars Trinity Stars (Member) Stage 1
Trinity Stars Trinity Stars (Member) Stage 1
Trinity Stars Trinity Stars (Member) Stage 1
Trinity Stars Trinity Stars (Member) Stage 1
Trinity Stars Trinity Stars (Member) Stage 1
Trinity Stars Trinity Stars Stage 1

Exam Se: ns

rmation Pricing Details Comments
rinity Stars [ Sales Order Form Applet e [31/05/2019 12:00 =]
—
n: 0 Day, 0 Hour and 0 Minute £0.00
£0.00
£0.00
Mass Enrolment
@ New ¥ Delete Y% Clear Candidate €] Download
Status First Name Miadie Name Last Name Date ofBinn | S0 Canddale Ethnicity  Gender uL Eiaemoie | B
1 testt testt 01/01/2000 @ M Group
Name
2 testz testz 02/01/2000 @ M Grovp
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Your Trinity Stars learners are now enrolled.

To create your exam timetable and print your exam materials, please go to the ‘Creating
Trinity Stars timetable and print materials’ guidance.
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