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Overview
The Update Order Details Tab is where you can generate a printable summary of your
enrolments, add Special Educational Needs for your candidates, and manage vouchers
including re-entry permits.

Generate Summary of Entries
If you would like to see a list of all entries before you submit your order you can
produce one via the ‘Update Order Details’ tab. Click on the button “Generate
Summary of Entries”.
This will produce a printable PDF document which you can view under the
“Attachments” tab. The document will show a list of candidate details and a summary
of fees. Please note that this summary does not show any discounts, these will be
added after the order is submitted and invoiced.

Special Educational Needs
Any Special Educational Needs forms you receive should be sent to Trinity’s London
office. The addresses to email to are:
drama-csn@trinitycollege.com or
music-csn@trinitycollege.com
Video: https://www.youtube.com/watch?v=zPJQolHwuyY
Please also ensure you tell your coordinator at Trinity that there are candidates with
special requests in the order.
Though it is possible to enter some details and requests through the portal this will not
ensure that the process will be completed.
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Re-Entry Permits and Vouchers
Video: https://www.youtube.com/watch?v=zPJQolHwuyY
If one of your candidates presents a re-entry permit or other voucher then enter all
candidate details as usual, ensuring that you select the existing candidate record with
the original identity number (the number allocated by TOL for previous enrolments
found printed on the re-entry permit).
When you have saved your enrolments click on the “Enrolment Details” tab. You will
then see a list of all candidates entered in the order. To add a voucher your order
status will need to be either Open or Re-opened. If you have already submitted your
order then see the below guide for how to re-open it:
http://www.trinitycollege.com/ReOpenOrder
Find the candidate within the list and select their line so it is highlighted in purple.
Now click the ‘Add Voucher’ button, select the voucher to be used in the pop-up
window, and click Add Voucher again.

If you are familiar with the portal from 2017 or before then you may expect the
voucher to only take effect once the order is submitted, however that is no longer the
case. Now, after it’s added, the voucher will show up as a separate line with the
discount appearing in brackets, and the pricing totals will recalculate accordingly.
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