TRINITY

COLLEGE LONDON

Create Trinity Stars Timetable & print materials

Once you have received the invoice and confirmed the details with Trinity, you must
create an exam timetable for the Trinity Stars session, to do this follow all steps in this

guide.

1. Click on My Exam Sessions from the Quick Links box.

@88 Centre Details | & Candidates & Contacts | #fi Bookings | @ Replacement Certificate Requests | & Enrolments

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

Actions

Create an order

Book a GESE exam

Menage enrolments for 8 GESE or Trinity Stare exam

Add Teacher/Applicant

Print labels

Book a Trinity Sters exem

Quick Links
My candidates

My forecaste

Help

2. You will see a list of all exam bookings. Click on the correct exam date, which is

shown in the Start column

Examiner Visits ¥

1828504381 INT ESOL UKI

1828621242 INTESoLukI [l 1
INT ESOL UKI

141 INTESOLUKI [l 1
B382441  INT ESOL UKI
428355974 INT ESOL UKI

INT ESOL UKI

V2.0823

147022018 09,

02/2018 15 Unscheduled 24

@

I Replacement Certificate Requests

Je

TRINITY ©

Q

°



3. Go to Timetable Candidates

@l Centre Detzils | Wl Candidates & Contacts s | @ Replacement Certificate Requests | Wl Enrolments
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4. Amend the Start Time and ensure that this matches the start time given on the
initial booking and agreed with Trinity

‘ Timetable Candidates 1 View Biography

En;i$" Gra... Product (ﬁ\l::.ﬂ::) First Mame Last Name Appli...  School Ensemble Venue
12 Stage Trinity Stars Stage 1 15 tester
1 group
4 4 [ w il | (Previous/Mext Page) | Viewing page 1 Displaying exams 1-1 of 1
Days Other
Date Start Time [ Type: v w | mins agg
01 August 2019 09:00 (0 minutes)
(Thursday)
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5. You are now ready to timetable your Trinity Stars group:
i) Click and hold on the Trinity Stars Stage 1 entry in the left-hand box;
i) Drag the selection over to the right-hand box and release;

iii) Go to the Other box and, using the drop-down menus, select Type =
Feedback, and 30 mins, then click Add;

iv) Now drag and drop the feedback from the Other box to the end of the
timetable in the right-hand box;

Attachments | View Biography

(S0 Gra... Product OIEEr First Name: Last Name Appli... School | Ensemble  Venue
Seq. (Minutes)

ltinerary

4 40 I il et i e e — o exams
Days Other
Date Start Time | TVP! | Feedback » | mins pgg

01 August 2019 10:00 Break (0 minutes)
(Thursday) Feedback
Group Discussion
Other
End of day
Workshop
ISE 0 Portfolio Marking
| ISE I Portfolio Marking
ISE II Portfolio Marking
ISE I1I Portfolio Marking
ISE IV Portfolio Marking
E1 Group Discussion & Admin
E2 Group Discussion & Admin
E3 Group Discussion & Admin
L1 Group Discussion & Admin

17 Grann Nicriesinn % Admin

V) Click Save

“ Reset Timetable 3¢ Remove ltems

Start Duration Mame Subject Venue
Seq.

= 01 August 2019 (Thursday)
12 10:00 15 tester group Trinity Stars Stage 1
10:15 3o Feedback (30 minutes)
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6. Click Generate Materials to prepare the printable copy of the timetable

I Replacement Certificate Requests | -

Comments

w Biography

Envoim Duration
e Grade Product oo} Ensemble - Venue

“1 Reset Timetatle X Remave Hems

Enrolment
Seq

st Ouration Name Subject

01 August 2019 (Thursday)
2 1000 15 foster group Trinty Stars Stage 1
1015 ® Feedback (30 minutes)

7. To access all other exam paperwork, go to Enrolments, find your order in the list
and click on its order number

g8 Centre Details | M Candidates & Contacts | [l Bookings

[ Replacement Certificate Requests [l JESlGInEREN [l Exam Sessions

| | | ®

Order # Candidates  Requested Start Dat Venue
1-1317957351 Trinity Stars 4 18/03/201910:00  Trinity’s Test Centr.. Processed
1-1317955371 Trinity Stars 4 20/03/207910:00  Trinity's Test Centr... Processed
1-1317956607 Trinity Stars 1 03/07/201910:00  Trinity's Test Centr... Delivered
1-1317954931 Trinity Stars 1" 02/07/201910:00  Trinity's Test Centr... Processed
1-1316479884 Trinity Stars 11 01/08/2019 09:00  Trinity's Test Centr.. Processed
1-1316481711 Trinity Stars 13 30/04/2071910:00  Trinity's Test Centr... Open
1-1317739341 Trinity Stars 13 01/07/2079 10:00 Processed
1-1315955501 Trinity Stars 13 01/06/2079 10:00 Processed
1-1315955362 Trinity Stars 0 27/03/201909:00 Trinity's Test Centr. Open
1-1316481701 Trinity Stars o 27/03/201910:00  Trinity's Test Centr.. Open
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8. Click Generate Reports, Generate, then OK

Order: 1-1316479884

Submit
Order Information Pricing Details Comments
Centre Number: 55075 deque: Start Date: 01/08/2019 09:00 Total Gross Price: £550.00

Trinity Stars Re d End Date: 01/08/2019 17:00

Venue: (Trinity's Test Centre (UK E Exam 1 = £0.00
Wenue Mumber: |55075 E Total Exam Duraticn: 0 Day, 2 Hours and 0 Minute Total Net Price: £550.00
Status: nvoice Total: £550.00

g Status: Processed

nt: £0.00

Qutstanding Amount: £550.00

Candidate Enrolment Ew olment Detalls (el Written Exam Events
Email Appeintment Slips Generate Summary of Entries Add Voucher

Candidate Name Candidate Birth D Examination Exam Type Price Vouch:
b 12 Trinity Stars Stage 1 Practical £0.00
o 13 Trinity Stars Block Booking - 2 ... £550.00

9. To access the paperwork, go to Attachments

Candidate Enrelment | Enrolment Detail xaminer Visits | Written Exam Events

Attachments
Attach Filz dified Size (In KB) Attachment Type Type
(Sortable)
1-LS0D95 Inveice Order (Base) pdf 14/02/2.. 96 Invoice
Non-timetabled 1-1316479884 Trinity Stars Marksh... pdf 07/03/2.. 68 Marksheet
Trinity Stars Feedback foerm pdf 07/03/2.. 92 Feedback Form

Your timetable and Trinity Stars paperwork is now prepared.
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