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Trinity Online Centre portal web address:  

www.trinitycollege.co.uk/portal  

NB:  If you have a touchscreen enabled device please disable before logging in.  

    

Overview  

An order must be created in Trinity Online before any candidates may be enrolled.  An order may be re-

opened even after you have submitted it to add further late entries or transfers, see the separate guide for how 

to do that:  

www.trinitycollege.com/ReOpenOrder  

  

Only one order should be created per exam session.  

  

Creating an Order  

  

Click on the enrolment tab, this will take you to the Enrolments screen, below.  If you already have an open 

order then you can click on the order number to go into it.  

  

 

    

If you have used the portal before 2018 then you may expect to fill in more information at this stage, however 

you will find all the other fields are greyed out.  This is because the rest of the information is filled in from the 

details page inside the order, so click the order number now to go to the screen below.  
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Select the ‘Digital’ from the Delivery Method drop down selector.  

  

Set the ‘Requested Start date’, Set the start date as tomorrow, no end date is required. 

  

The order number will now appear towards the top left of the screen and should be used in any 

correspondence relating to the session.  The order details can be changed by clicking into the appropriate field 

and overwriting the information.  Note that there is no save button, changes are saved automatically.  If you 

wish to change dates or the number of examiners requested then please inform your Trinity contact.  The order 

is now ready for you to start enrolling candidates, see the separate guides for more information:  

www.trinitycollege.com/IndividualDigitalEnrolmentsCJandRP 

www.trinitycollege.com/IndividualDigitalEnrolmentsDS 

www.trinitycollege.com/DigitalEnrolmentsUsingSpreadsheetCJandRP 

www.trinitycollege.com/DigitalEnrolmentsUsingSpreadsheetDS  

   

For information on written exam enrolment see the separate guide:  

www.trinitycollege.com/WrittenEnrolments  

  

  


