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Foreword 

Scope 

This user guide is for the purpose of accredited training providers to enable them to use the e-professional system for the booking and management of exams and associated tools.  

Future functionality is expected to follow and this guide will be updated as appropriate.  

Versioning 

This guide will reflect the same version number as the application release.  

The current software release is: v1.8.3.3 

Copyright and Disclaimer 

Copyright BCS©2014 

All rights reserved. Apart from any fair dealing for the purposes of research or private study, or criticism or review, as permitted by the Copyright Designs and Patents Act 1988, no 

part of this publication may be reproduced, stored or transmitted in any form or by any means, except with the prior permission in writing of the publisher, or in the case of 

reprographic reproduction, in accordance with the terms of the licences issued by the Copyright Licensing Agency. Enquiries for permission to reproduce material outside those terms 

should, be directed to the publisher. 

All trademarks, registered names etc. acknowledged in this publication are the property of their respective owners. BCS and the BCS logo are the registered trademarks of the British 

Computer Society, charity number 292786 (BCS). 

Published by BCS Learning and Development Ltd, a wholly owned subsidiary of BCS, The Chartered Institute for IT, First Floor, Block D, North Star House, North Star Avenue, Swindon, 

SN2 1FA, UK. (www.bcs.org) 

Disclaimer 

Although every care has been taken by the authors and BCS Learning and Development Ltd in the preparation of the publication, no warranty is given by the authors or BCS Learning 

and Development Ltd as publisher as to the accuracy or completeness of the information contained within it and neither the authors nor BCS Learning and Development Ltd shall be 

responsible or liable for any loss or damage whatsoever arising by virtue of such information or any instructions or advice contained within this publication or by any of the 

aforementioned. 
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Introduction 

The e-professional Portal is a web-based interface (accessed via a web browser). It allows authenticated users to complete a number of tasks and business processes, regardless of 

location. By using a permissions based system, it is the login credentials that determine the level of functionality the user will have access to and what system interactions actions they 

can perform. 

There are three types of user roles; each one has a specific landing page. These are defined as: 

 BCS Administrator Portal 

 Training and Exam Provider (ATO) Portal 

 Candidate Portal 

This user guide covers the ‘Training and Exam Provider (ATO) Portal’. 

To access the Training and Exam Provider (ATO) Portal dashboard, enter the URL provided by BCS into your web browser address bar.  

Note: If you do not have a BCS profile you will not be able to use this system. You will need to contact BCS Accreditation to apply for a new accreditation, which will take you through an 

approval process to become an accredited organisation. 

This application is compliant with the following browsers: 

Recommended Not Recommended 

Optimised for these browsers 
The design is optimised in these browsers, but some 
elements and functionality may be missing or different. 

Functionality is expected to be working 
and free from any errors. 

Unknown 

 Internet Explorer 9.# 

 Internet Explorer 8.# 

 Firefox (Latest stable) 

 Chrome (Latest stable) 

 Safari (Latest stable) 

 

 Internet Explorer 10.#  (will move to A grade soon) 

 Internet Explorer 7.# 
 Firefox 3.# 

 Opera (Latest stable) 

 Browsers for iOS 

 Browsers for the Android OS 

 Internet Explorer 6.# 

 Chrome Beta Channel 

 

 
Caution: Using browsers that are not recommended as listed in the above table may produce unexpected results. 
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Login 

Note: You will not be able to login if you have not been accredited by BCS. To become BCS accredited, please contact the BCS accreditation team. 

 

To login to the portal, use the credentials supplied by BCS. 

Field Input 

 
The Login Page 

 

Email address Enter your organisation email address. 

Password Enter your password.  

If you have forgotten your password, click on the ‘Click here to reset your 
password’ link. The following popup will be displayed. Enter your organisation 
email address that you used for accreditation and login reset instructions will 
be sent to that email address. 
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Forgotten Password 

 

Timeout 

If there is a period of inactivity after you have signed in, the system will sign you out and you will see the message below.  

 

Log back into the system as normal to return to the screen you were working on. 
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The Training and Exam Provider (ATO) Portal for Accredited Organisations 

The Training and Exam Provider Portal allows providers to manage their exams, candidates, accreditation, invoices and account details. 

Dashboard 

Your dashboard with your details is displayed after you have logged in and it summarises 
the following information: 

 Upcoming exams 

 Exam actions 

 Accreditation 

 Results Summary 

 Using the onscreen tabs, you can access all the necessary functions available: 

 Exam Manager 

 Candidates 

 Accreditation 

 Invoices 

 People (SuperUser access level Only) 

 Account 

 

 
The ATO Dashboard Screen 
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With the on-page links you can jump to: 

 Upcoming exams - View all upcoming exams 

 Upcoming exams - Book a new exam 

 Accreditation - View the Accreditation dashboard 

 Exam actions - Allocate tutors and invigilators to exam sessions 

 Result Analyser Tool – View results summary data 

Note: If there are bookings with unread messages for you to action, you will see the 
following notification 
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Result Analyser Tool 

Click on the ‘Result Analyser Tool’ link to go to the next level of analysis. 

Note: The results summary for the last 12 months shows how many candidates and 
sitting have taken place in the past we month excluding resit candidates.  The data 
is only for examinations that have been booked on e-professional.   

 

 
Dashboard – Results Summary 

Field Input  

Qualifications Select from current or retired qualifications  

Time Period Select a From and To date using the dynamic calendar by clicking 
on the calendar icon to display a popup calendar. 

 

 

 
The Results Analyser Selection Screen 

Tutors Select a tutor from the list 

Resits Select to Include resits, Exclude resits or display Resits only 

Display Format Select to display by Qualification or Tutor 

 

Click [Run Analysis] 
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The Results Summary and Results Detail are displayed by the 
chosen Display Format. 

 

Note: Click on the ‘Run another analysis’ button to 
return to the Results Analyser Selection screen.   

 

 
The Result Analyser Summary Screen 

 

Double click on the Total line to drill down to the next level. 

Double click on the expanded Tutor or Qualification name to 
view the ‘Exam Results Analysis Detail’. 

Click on ‘Export analysis data to CSV’ to export the date into a 
spread sheet format.  

 
The Exam Results Analysis Detail Screen 
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Exam Result Candidate Analysis Report 

Exam result candidate data can be exported to a spread sheet 
format by clicking on the link ‘Export analysis data to CSV’. 

Note: Resit data is displayed separately in the drill down.  
Therefore, if an examination sitting contained a re-sit 
and a non-resit candidate, 2 difference sittings will be 
displayed.  This will also show as 2 sittings in the Exam 
Sitting summary for the booking when drilling down 
using the ‘Resits included’ option.   

Note: Candidates with results on hold will not be 
displayed in this report.  

 

 
The Result Analyser Summary Screen 

 

The report will display the candidate details for the selection with their grade. 
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Exam Result Analysis Report 

Exam result analysis data can be exported to a spread sheet 
format by clicking on the link ‘Export analysis data to CSV’. 

Note: Resit data is displayed separately in the drill down.  
Therefore, if an examination sitting contained a re-sit 
and a non-resit candidate, 2 difference sittings will be 
displayed.  This will also show as 2 sittings in the Exam 
Sitting summary for the booking when drilling down 
using the ‘Resits included’ option.   

 

 
The Result Analyser Summary Screen 

The report will display the exam sitting details for the selection with the pass rate. 
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Exam Manager 

e-professional will allow you to book all the exams you are accredited to deliver.  

Exam Manager options are accessed from the Exam Manager tab. When you move your mouse over the tab, a dropdown menu is displayed. 

How to book an exam 

To book an exam, move your mouse over the Exam Manager tab and click on ‘Book an exam’ from the dropdown menu. The ‘Book an Exam Session’ step 1 screen is displayed. 

 

 
The Exam Manager Tab 

 

Note: There are 6 steps to booking an exam, 5 of which require you to input some information, followed by step 6 which is the confirmation screen that informs you all the necessary 

information has been gathered.  
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Step 1. Session Information 

This screen captures exam session and venue information. You need to complete this screen before you can progress to the next stage. 

Note: The progress steps can be used to navigate to previous screens during the booking process. 

Field Input 
 

Exam format Select the exam format from a dropdown list. The options are: 

 Online (the exam is completed on a computer) 

 Paper Based (traditional paper exam paper is dispatched from BCS)  

 
Step 1/6: Book an Exam Session Screen 
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Field Input 
 

Date  Select the date from the dynamic calendar by clicking on the calendar 
icon to display a popup calendar. 

 

 Then select the date by clicking on the desired date on the calendar. 

 Once you have clicked on the date, the calendar will close and the date 
in numerical format will be displayed in the date field. 

 

Start time  Place your cursor into the Start time field and left mouse click, a time 
popup is then displayed. 

 Select the time by clicking on the desired hour and minute. 

 Once you have made your selection, click outside of the time popup 
and it will close. 

 The time in numerical format will be displayed in the Start time field. 
 

Course Type Select the course type by clicking the associated radio button. The options are: 

 Public  

 Client  

Note: If Client is selected, another field will appear where the client’s name is entered. 

Venue You have 3 options when selecting a venue: 

Option 1. Select a venue from the dropdown list. 

Option 2. If venues are available, select the venue by clicking the associated radio button. 

Note: Once a selection has been made, venue contact name, venue telephone number and specific venue instructions will be displayed. 

Option 3. Add a new venue. When this link is clicked, you will be led through a process to capture the required information. 
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Field Input 
 

  Country - dropdown list 

 Postcode/Zip - txt field. Any UK addresses found with this postcode are 
displayed. If the address for a venue you wish to use is not displayed, 
you can add it to the system. You will need to add the following 
information:  

 Company 

 Country (mandatory) 

 Building/Venue name 

 Address line 1 (mandatory) 

 Address line 2 

 Town/City (mandatory) 

 County/State 

 Postcode/Zip (mandatory) 

 

Click [Create] 

You then have the option to save this address so it can be re-used for future 
bookings. 

 
Add a new Venue Screen 

Venue contact 
name 

This is where a contact name for the venue is entered.  

Venue 
telephone 
number 

This is where the telephone number for the venue is entered.  

Specific venue 
instructions 

This is where any specific venue instructions are entered.  

After you have populated all mandatory fields, click [Continue] to carry on to the next step or cancel to cancel the booking. 
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Step 2. Select Exams 

This screen displays all the exams that you are accredited to deliver. 

The exams are listed in a hierarchical order that you can expand/collapse by 
clicking on the icon to the right of the exam group. You need to complete this 
screen before you can progress to the next stage. 

 

When an exam group hierarchy has been fully expanded, the exam title(s) for that 
group are displayed.  

You will notice the expand/collapse icon is now replaced by a check box.  

Click in the checkbox(s) of the exam(s) you wish to select for your exam session 

After you have populated all mandatory fields, click [Continue] to carry on to the 
next step or cancel to cancel the booking. 

 

 
Step 2/6: Book an Exam Session Screen 

Note: If an exam is unavailable in the desired exam format, it cannot be 
selected.  

Another exam session will need to be created with the appropriate exam 
format to select the exam. 

 
Example Exam Unavailable selection 
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Step 3. Candidates & Papers 

This screen displays the previously selected exams and asks you to refine your requirements. 

Note: Where more than one language is offered, a language selection needs 
to be made to move to the next stage to enter candidate numbers attending 
the examination sitting. 

 
Step 3/6: Book an Exam Session Screen 

 

You need to complete this screen before you can progress to the next stage. 

After you have populated all mandatory fields, click [Continue] to carry on to the next step or cancel to cancel the accreditation application. 
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For every exam selected, the following fields are displayed: 

Field Input 

Languages required for this paper Where an exam paper has been translated, the language options are listed and are selected by clicking in the check boxes.   

Note: Where more than one language is offered, a language selection needs to be made to reveal the fields to enter candidate numbers attending 
the exam session. 

 If the exam is only available in English, the check box is greyed out. 

No. of candidates taking this paper This is the total number of candidates that the exam session is expected to host (including resit candidates). 

When a figure has been entered, additional fields are displayed; these are course tutor, course start date and course end date. See below for 
further details. 

How many of these are taking a 
resit? 

This is the number of candidates resitting the exam that the exam session is expected to host.  If all candidates are re-sitting then this will be the 
same as the number of candidates taking this paper. 

Is extra time required due to 
language? 

If you have candidates sitting an exam in a language that is not their mother tongue, then they may be eligible for time extension. 

When you click the radio button, you will be required to identify candidates requiring extra time after you have completed the booking. 

Any other reasonable adjustments If you have a candidate sitting an exam who requires a reasonable adjustment to be made (e.g. they require a scribe, large print paper, extra time 
for reasons other than language etc…) 

When you click the radio button, you will be required to identify candidates requiring reasonable adjustments after you have completed the 
booking. 
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Course tutor You are required to enter the course tutor details into this field. If the course tutor is not known, you will be required to update this booking with 
the course tutor details before the booking process can be completed and the exam pack can be produced. 

Course start date The date entered must be earlier than the course end date. 

 Select the date from the dynamic calendar by clicking on the calendar icon to display 
a popup calendar. 

 

 Then select the date by clicking on the desired date on the calendar. 

 Once you have clicked on the date, the calendar will close and the date in numerical 
format will be displayed in the date field. 

 

Course end date The date entered must be later than the course start date. 

Select the course end date using the same method as the course start date.  

 

After you have populated all mandatory fields, click [Continue] to carry on to the next step or cancel to cancel the booking. 
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Step 4. Invigilator 

 

This screen displays your exam invigilator requirements. 

You can use your own accredited invigilator, or BCS will source one on your behalf (UK 
Only).  

You need to complete this screen before you can progress to the next stage. 

 
Step 4/6: Book an Exam Session Screen 
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Field Input 

Are you supplying your own 
invigilator? Y/N 

This question is answered by selecting either Yes or No from a drop down menu. 

 Yes – You are going to use your own accredited invigilator 

 No – You require BCS to source an invigilator on your behalf 

Invigilator If Yes is selected from the dropdown list, this field is displayed. 

Select the name of the accredited invigilator that you are going to use. 

Where should papers be 
sent? 

Select exam paper dispatch address by clicking on the related radio button. 

The choices are: 

 Exam Venue 

 Invigilators Home Address 

 A Different Address 

Depending on what has been selected, the following fields may/may not be visible. 

Exam Venue address If Exam Venue was selected: 

The venue address will be displayed and you will be asked to enter the delivery contact name and a delivery telephone number. 

Invigilator Home address If Invigilator’s Home Address was selected: 

The invigilator’s address is displayed from the accreditation area of the system.   
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A Different address If A Different Address was selected: 

Click on the Add a new address link to enter a different address you will be led through a process to capture the required information. 

 Country - dropdown list 

 Postcode/Zip - txt field. Any UK addresses found with this postcode are displayed. If the address for a venue you wish to use is not displayed, 
you can add it to the system. You will need to add the following information: 

 Address line 1 (mandatory) 

 Address line 2 

 Town/City (mandatory) 

 County/State 

 Postcode/Zip (mandatory) 

 

Click [Create] and you will be returned to the main screen. 

You will need to enter the delivery contact name and a delivery telephone number. 

 

After you have populated all mandatory fields, click [Continue] to carry on to the next step or cancel to cancel the booking. 
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Step 5. Submit Booking 

This screen displays a summary of your booking. 

Click on the underlined fields in green to go back to the relevant booking screen and 
make any corrections. 

 

 
Step 5/6: Book an Exam Session Screen 
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Booking summary 

The booking reference details 

Field Definition  

Your Booking Id The Booking Id refers to your reference that you are using for this exam session.  This 
booking ID is unique and cannot be used for more than one booking.   

 

Purchase Order Number This is the purchase order number that will be used when raising an invoice for the exam 
session.  A purchase order number can be used for more than one booking.  This may be a 
mandatory field that can be set in My Organisation under the Account tab in the Payment 
Preferences field. 

 

Invoice for the attention of The name of whom the invoice should be sent to.  This is populated in My Organisation 
under the Account tab in the Finance Contact field. 

 

 

After you have populated all mandatory fields, click [Submit Booking] to carry on to the next step or cancel to cancel the booking. 



Copyright © BCS 2014 
e-professional User Guide for ATOs 

Version 1.8.3.3 May 2014         Page 28 of 83 

 

Step 6. Confirmation 

Once the booking process has been successfully completed, you will see the confirmation 
screen. 

 

 
Step 6/6: Book an Exam Session Screen 

 

From this screen you can: 

 View/modify this booking (clicking this will take you to the Exam Booking screen for this exam). 

 Create new booking based on this booking data (clicking this will copy the details of this booking into a new booking) 

 Make another booking (clicking this link will take you to  Step 1of the Book an Exam Session process) 

 View all bookings (clicking this link will take you to the Exam Bookings default tab All upcoming exams tab).  
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View/modify this booking  

To view or modify this booking, click on the ‘View/modify this booking’ link and the 
following screen will be displayed with the following tabs: 

 Booking 

 Candidates 

 Messages 

 Audit 

 Results 

Note: If there is an outstanding action, the tab will have an alert like the one shown 
below. Click on the tab to carry out the required actions. 

 

To view/modify a booking using Exam Manager click on the green underlines qualification 

name of the booking. 

 

To create another booking based on this booking click on the ‘Create new booking based 

on this booking data’ link.  This will copy all the booking details with the exception of: 

 Exam date and start time 

 Exam paper selection 

 Number of candidates and resit candidates 

 Your booking ID and purchase order number 

 

View/modify Exam Booking Screen 
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Booking Status Summary 

 
Exam Status Summary 

The Booking Status Summary located on the right side of the screen provides an overview of the exam status, 
and where in the booking process it is, highlighting any outstanding actions. 

Hover your mouse over the Yes to see the date of that status. 

Booking Exam Status: 

Open – open and can be modified 

Locked – locked by BCS and cannot be modified 

Pack Produced – exam pack has been produced by BCS 

Pack Sent – exam pack has been sent by BCS 

Candidates Confirmed – caniddates have been confirmed and results are available 

 

Note: This is a static summary that has no interactivity. 

 



Copyright © BCS 2014 
e-professional User Guide for ATOs 

Version 1.8.3.3 May 2014         Page 31 of 83 

Booking Tab 

When you click on the Booking tab, you see a see screen summarising the exam session that has been booked.  

You can modify the following details by clicking ‘Modify’ and then editing the test in the following fields: 

Field Input 

Your ID Your reference identification number. 

Exam date and time The date and time you have requested for the exam. 

Course date The course dates for which the exam is being booked.  

Course Type The type of course Public or Client. 

Exam Venue The location of the exam. 

Extra time/adjustments If adjustments have been requested. 

Paper languages The language(s) requested and number of candidates for each. 

Course tutor Who the course tutor is. 

Invigilator The name of the exam invigilator. 

Delivery address for papers Where the exam papers will be posted. 

Purchase order number The purchase order that will be used when raising the invoice. 

Invoice contact The name of whom the invoice will be sent to. 

 ‘Add another exam to this session’ – click this link to add another exam to this booking. 

‘Create new booking based on this booking data’ – click this link to create a copy of this booking into a new booking. 
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Candidates Tab 

 

When you click on the Candidates tab, you see a see screen summarising the candidates 
and/or exam slots for the booked exam session.  

 

 

Candidates Screen 
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Add Candidates to a Booking 

To register candidates for this exam slot, complete the following steps;  

Click on the ‘Register candidate for this slot’ link and enter the candidates email address. 

 
Register Candidate – Step 1 

Enter the candidate first name and surname  

Is this a resit – please enter the name of the original course tutor 

 

 
Register Candidate – Step 2 
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Add Extra Time/Reasonable Adjustments 

Extra Time required due to language?  If Yes is selected then enter the reason into Why is 
extra time required? 

 

Reasonable Adjustment required? If Yes is selected check the box for the adjustment 
reason.  A further box is displayed for additional text. 
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Check the box for the adjustment(s) requested.  A further box is displayed for additional 
text. 

 

 

Click [Save]  

Note: When the candidate details are saved, an email is sent to the candidate inviting them to register with BCS through the Candidate Portal. 

To add another candidate slot, click on the ‘Add another candidate slot’ link and another slot is automatically created. You can then register a candidate for that slot, using the 

previous process.  
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Messages Tab 

When you click on the Messages tab, you see any messages relating to the booked exam 
session. 

The messages are displayed as a thread, and can be sorted by ‘Date of last reply’ or ‘Date 
of original message’. 

Note: Messages cannot be deleted after they have been posted. 

To confirm the message has been read, click on the Read checkbox to the right hand side 

of the message date. 

 

 
 Messages Screen 
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Composing new or responding to messages 

Field Definition   

[Compose new message] Click on this to compose a new message. You need to give the 
message a subject in the subject field and then add content to 
the message field. Click [Post Message] to submit the message. 

 

 

 

‘Click to reply’ When the message has been posted, others can reply to it by 
clicking on the ‘Click to reply’ link, and then enter their reply in 
the text field that is displayed. Click [Post reply] to submit it to 
the thread. 
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Audit Tab 

The Audit tab displays a historical record of any changes made to the exam booking at 
field level.  

Note: It does not record messaging or candidate additions, but it does capture 
candidate registration deletion. It does not show date of status change. 

It records: 

 Who made the change 

 When the change was made 

 What the change was 

 The exam session it relates to 

The results can be sorted to show either the oldest or newest change first. 

 

Audit Screen 
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Results Tab 

The Results tab displays all the exam results. 

If the exam has not taken place yet ‘Exam has not taken place yet.’ Is displayed 

Grade – Pass, Fail or Distinction 

Pending – the candidate has not yet registered on e-professional 

Held – for evidence of ID, pre-requisite, extra time or reasonable adjustment approval 

 

 Click  to View result breakdown by section available only for written exams. 

 

Click on [Export to CSV] to export these results into a spread sheet format. 

 

Results Screen 
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How to Manage Exam Bookings 

To manage your exam booking, move your mouse over the Exam Manager tab and click on ‘Exam Bookings’ from the dropdown menu. The ‘Exam Bookings’ screen is displayed.  

 
The Exam Manager Tab 

There are five tabs to provide the functionality required to manage the following: 

 All upcoming 

 Need candidates 

 Need tutor 

 Need invigilator 

 Cancelled 

 
 

The list will show the first 5 bookings in order of the BCS Reference number.  To view the 

full list click on  

 

To view/modify a booking click on the green underlines qualification name of the 

booking. 

To create another booking based on this booking click on the ‘Create new booking based 

on this booking data’ link.   

 

 
The Exam Bookings Screen – All Upcoming 



Copyright © BCS 2014 
e-professional User Guide for ATOs 

Version 1.8.3.3 May 2014         Page 41 of 83 

All upcoming exams tab 

Exam Manager defaults to the All Upcoming tab. 
 
 

Filtering 

The following filters can be applied to the listings. 

Filters 
  

 

User filters to search for exam bookings Start date Filter by start date 

 End date Filter by end date 

 Qualification Filter by examination/qualification 

 Venue Filter by venue 

 Search ID Filter by BCS Id, Your Id or Purchase order number 

Additional Filters   

Click on Show additional filter options to view more filter options Tutor Filter by tutor 

 Status Filter by status (open/closed) 

To search 

Apply the necessary filters and click on the ‘Apply filter’ to return filtered results 

or 

Enter the Search ID and click on the ‘Search’ button. 

New search 

Click the ‘Reset Filter’ or ‘Reset Search’ to clear the search parameters. 
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Need candidates tab 

 This tab will display a number when an examination has a mandatory requirement for 
candidates to be registered before the examination takes place. The number shows the 
number of exam sittings not candidates. 

1. Click on the Need candidate tab and the following screen is displayed, 
summarising all exam sessions that have been booked that have candidate slots. 

2. Click on the qualification and you will be taken to the ‘Exam Booking’ screen. 

3. Click on the Candidates tab and follow the on screen prompts to add a 
candidate. (See Candidates on page 32 for more details) 

 

Note: This will not show for empty candidate slots for examinations where pre-
registration is not mandatory.  

 

 

 
The Exam Booking Need Candidates Screen 
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Need tutor tab 

This tab will display a number when an examination requires a tutor to be added to 
the booking. 

1. Click on the Need tutor tab and the following screen is displayed, summarising all 
exam sessions that have been booked that require tutor details. 

2. Click on the qualification and you will be taken to the ‘Exam Booking’ screen. 

3. Under the heading Course tutor, click on the Modify tab and follow the on 
screen prompts to add tutor details. (See View/modify this booking on page 29 
for more details) 

 
The Exam Booking Need Tutor Screen 
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Need invigilator tab 

This tab will display a number when an examination requires an invigilator to be 
added to the booking. 

1. Click on the Need invigilator tab and the following screen is displayed, 
summarising all exam sessions that have been booked that require invigilator 
details. 

2. Click on the qualification and you will be taken to the ‘Exam Booking’ screen. 

3. Under the heading Course invigilator, click on the Modify tab and follow the on 
screen prompts to add invigilator details. (See View/modify this booking on page 
29 for more details) 

 

 
The Exam Booking Need Invigilator Screen 
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Cancelled tab 

Click on the Cancelled tab and the following screen is displayed, summarising all 
exam bookings that have been cancelled.  The list does not contain cancelled exams 
in with a sitting date the past. 

 

 
The Exam Booking  -  Cancelled Screen 

 

 

 

 



Copyright © BCS 2014 
e-professional User Guide for ATOs 

Version 1.8.3.3 May 2014         Page 46 of 83 

 

How to View Exam Results 

To manage your exam booking, move your mouse over the Exam Manager tab and click on ‘Exam Results’ from the dropdown menu. The ‘Exam Results’ screen is displayed.  

 
The Exam Manager Tab 

To help you find the exam results you are looking for, you can filter by: 

 Date range 

 Examination 

 Tutor 

 ID 

To search 

Apply the necessary filters and click on the ‘Apply filter’ to return filtered results 

or 

Enter the Search ID and click on the ‘Search’ button. 

New search 

Click the ‘Reset filter’ or ‘Reset search’ to clear the search parameters. 
 

To view the results tab in a booking click on the green underlines qualification name of 

the booking. 

To create another booking based on this booking click on the ‘Create new booking based 

on this booking data’ link.   

 

 
The Exam Results Screen 
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BA or SD Written Exams 

How to book a BA or SD Written exam 

To book a BA or SD written exam, move your mouse over the Exam manager tab and click on ‘Book BSD exam’ from the dropdown menu.  The ‘Book BSD Exam Session’ screen is 

displayed.  

Note: The BSD options in the menu will appear only for ATOs accredited to deliver BA or SD written exams. 

 
The Exam Manager Tab 

This screen captures the qualification, date and PO number (if applicable) of the BA or SD exam session. 

Field 

Qualification 

 

Exam Date 

 

 

 

PO number 

Input 

Select the qualification from a dropdown list.  The list displays the BA or SD 

exams that you are accredited deliver. 

Select the date from the dynamic calendar by clicking on the calendar icon 

to display a popup calendar.  

 

This is the purchase order number that will be used when raising an invoice 

for the exam session. This may be a mandatory field that can be set in My 

Organisation under the Account tab. 

Click on [Submit Booking] to save the booking. 

 
Book BSD Exam Screen 
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How to manage a BA or SD Written Exam 

To manage a BA or SD written exam booking, move the mouse over the Exam Manager tab and click on ‘BSD exam bookings’ from the dropdown menu.  The ‘BSD Exam Bookings’ 

screen is displayed 

 

The Exam Manager Tab 

 

The BA or SD written bookings are listed in date order.  Once a BA or SD written booking 

has had the results uploaded to it by BCS, it will longer appear in the list. 

 
The BSD Exam Bookings Screen 
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To modify a BA or SD Written Exam 

To modify a booking, click on the name of the qualification and the following screen will 

be displayed: 

Click [Update] to save the changes or Cancel to cancel the booking. 

  
The Modify BSD Exam Session Screen 
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Candidates 

To manage your candidates, click on the ‘Candidates’ tab. The ‘View/Edit Candidates’ screen is displayed.  

 
The Candidates Tab 

How to view candidate details 

To view candidate details, enter the candidate’s name or email address into the search 
field and click ‘search’. 

The following candidate details will be displayed: 

 First Name 

 Last Name 

 Email address 

If a candidate has not yet registered, an exclamation symbol  is displayed next to the 
candidate’s name. 

 
 

 

 

 
The Candidates Screen 
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Click on a name in the list to see upcoming exams and exam history in e-professional. 

Note: Only examinations that have been taken through your organisation in e-
professional will be displayed. 

 
 

 

 
 

The Candidates Details Screen 
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Accreditation 

From the dashboard, click on the ‘Accreditation’ link on the menu bar 

 

The Accreditation Tab 

 

From here you can 

 View existing accreditations 

 Manage your delivery team people and roles 

 Renew/Re-apply for accreditations 

 

 
The Accreditation Dashboard 
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How to view existing accreditations  

To view your accreditation status, click on the [View Existing Accreditations] 
button. 

 
Accreditation – View Existing Accreditations Screen 

The ‘Current’ tab displays a summary of all your current accreditations. 

The ‘Expired’ tab displays a summary of all your expired accreditations. 

The ‘Rejected’ tab displays a summary of all your rejected accreditation 
applications. 

The ‘Abandoned’ tab displays a summary of all your abandoned 
accreditation applications. 

 

 

 
View Accreditations Screen 
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How to manage delivery teams, people and roles 

To manage your delivery team, click on the [Manage delivery teams, people 
and roles] button and you will be taken to the Manage delivery team screen 

 
Manage delivery team people and roles  

The Manage Delivery Team screen provides you with the following options: 

 To manage people by certification, select a certification from a 
dropdown list 

 To manage a person, select a person from a dropdown list 

 To hide archived people from the results view, click the associated 
checkbox 

 To exclude system admins from the results view, click the 
associated checkbox 

 To add a new course director, tutor, administrator or invigilator, 
click on the ‘Add new person’ link. 

 

 
Manage Delivery Team 
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Manage people by certification 

Select the desired certification from the dropdown list. 

The list of certified team members are displayed in the All people tab. 

The following tabs are available if you want to see team members grouped 
by role: 

 All people 

 Course Directors 

 Course Tutors 

 Invigilators 

 Course Admins 

 Administrators 

Select the team member you want to modify from the displayed list. 

You will be directed to their personal details screen. 

 
Manage Delivery Team – by Certification 

Add Invigilator 

To add an  invigilator click on the ‘Add new person’ link 

 

 
Manage Delivery Team 



Copyright © BCS 2014 
e-professional User Guide for ATOs 

Version 1.8.3.3 May 2014         Page 56 of 83 

 

Field 

Qualification 

 

 

User to be 
created as 

 

 

 

 

Input 

Select the qualification from a dropdown list.  Invigilators are approved 

at an organisation level not a qualification level.  Select a qualification to 

add an invigilator. 

 

Select Invigilator. 

 

Click on [Continue]  

 

 

 
The Add User Accreditation Screen 
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Enter the following details for the invigilator.  The name and address are used in the exam booking 
process in the Exam Manager. 

 First name (mandatory) 

 Surname (mandatory) 

 Email (mandatory 

 Telephone 

 Date of birth (mandatory – if not known then select any date) 

 Country – dropdown list 

 Address Line 1 (mandatory) 

 Address line 2 

 Town/City (mandatory) 

 Country/State 

 Post code/Zip (mandatory) 

Click on [Save and Continue] 

 

The following message will be displayed 

 

Send the signed copy of the completed NDA to BCS Accreditation. 

 
The Add Invigilator Screen 
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Add Tutor 

To add a new tutor click on the ‘Add new person’ link 

 

 
Manage Delivery Team 

Field 

Qualification 

 

User to be 
created as 

 

 

 

 

Input 

Select the qualification from a dropdown list 

 

Select Course Tutor. 

 

Click on [Continue]  

 

 

 

 
The Add User Accreditation Screen 
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Enter the following details for the tutor.  The name is used in the exam 
booking process in the Exam Manager. 

 First name (mandatory) 

 Surname (mandatory) 

 Email (mandatory 

 Telephone 

 Date of birth (mandatory – if not know then select any date) 

 Already registered with 

BCS – if the tutor is already accredited with BCS to deliver training 
for a different course 

Other EI – if the tutor is already accredited to deliver a BCS course 
with another EI 

None – if the tutor is not accredited to deliver BCS training with any 
EI 

 

Click on [Next] 

 

 

 
The Add Course Tutor Screen 

If the tutor is already registered with BCS 

Enter any other relevant information. 

 

Click on [Next]. 
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Upload evidence and/or optional evidence as requested 

 

Click on [Upload] to browse to attach documents 

 

 

Click on [Save]. 

 

The following message will be displayed 
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If the tutor is already registered with another EI 

Enter any other relevant information 

 

Click on [Next] 

 

 

Upload evidence as requested. 

 

Click on [Upload] to browse to attach documents. 
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Click on [Save] 

 

The following message will be displayed 
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If the tutor is not registered with BCS or another EI 

Click the Add button to enter data for each section 

 Work Experience as a Course Tutor 

 Work Experience in the Subject Area 

 Academic/Professional Certifications 

 Professional memberships 

 Any other relevant information 
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Adding Course Tutor/Subject Area Experience 

Enter the details of 

 Start Date (mandatory) – drop down list 

 Finish Date (mandatory) – drop down list 

 Organisation (mandatory) 

 Summary of Duties (mandatory) 

 

 

 

Adding Academic/Professional Certifications 

Enter the details of 

 Qualification name (mandatory) 

 Exam board (mandatory) – drop down list or enter into the text 

box below 

 

Adding Professional Membership 

Enter the details of 

 Professional body (mandatory) 

 Level/Grade 

 Date joined (mandatory) – drop down list 
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Adding other relevant information 

Enter the details into 

 Other information 

Click [Next] 
 

 

Upload evidence as requested. 

 

Click on [Upload] to browse to attach documents. 

 

Click [Save] 

 

The following message will be displayed 
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Manage People 

You can access team member’s details by either by selecting the desired 
team member from the dropdown list on the Manage Delivery Team 
default landing page or by clicking on the team members name when 
managing people by certification.  

You will see a screen with two tabs, ‘Personal details’ and ‘Roles’.  

The ‘Personal details’ tab is the default landing page for this tab. It 
displays the individual’s name, date of birth and contact details, 
certifications, memberships and if previously entered, associated 
information. 

 
 

Manage Delivery Team - Roles 
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Note: Greyed out fields cannot be modified from this screen. 

You can modify field information or click ‘Add’ to add information. 

Click [Update] to apply changes. 

 

Manage Delivery Team – Person Details 
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How to renew/re-apply for accreditations 

To renew an accreditation, click on the [Renew/Re-apply Accreditations] button 

and you will be taken to the Renew Accreditation screen 

 

The list shows accreditations due for renewal in the next 3 months in order of 
expiry date 
 
Those highlighted in red have expired within the last month and have not been 
renewed.  
 

 

Renew Accreditations List 

Hover over a line and it will highlight the certification.  Click to renew.  The Request 

Accreditation Renewal box will open. 
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Confirm that people and materials have remained unchanged (as this is the norm 

generally)  

 

Note:  If new people are to be added or roles changed then this needs to be 

done in the Manage People Section first. 

 

 

If No is selected for either section then a message will be displayed advising you to 

contact BCS Accreditation to process the renewal changes. 
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If Yes is selected for both sections the renewal is submitted and a confirmation 

screen will be displayed. 

 

 

The qualification will be greyed in the Renew Accreditations list and show status 

With BCS.   Once approved by BCS the qualification will no longer appear in the 

renewal list.  You will be sent the renewed Accreditation certificate by BCS 

Accreditations. 
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Invoices 

To manage your invoices, click on the Invoice tab. The ‘Invoice List’ screen is displayed.  

 
The Invoice Tab 

How to view invoices 

To help you find the invoice you are looking for, you can filter by: 

 Date type:  Due Date, Exam Date or Invoice Date 

 Certification 

 Start Date 

 End date 

To search 

Apply the necessary filters and click on the ‘Apply filter’ to return filtered results 

or 

Enter the Invoice, credit note or PO number and click on the ‘Search’ button. 

New search 

Click the ‘Reset filter’ or ‘Reset search’ to clear the search parameters. 
 

 

 
The  Invoices Screen 
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Click on an invoice to display the details on the right hand side of the screen. 

Click on the underlined invoice number in green to open the invoice as a pdf document 
 

 

If a credit  note has been raised against an Invoice  is displayed against the line item.   

Click on the underlined credit note number in green to open the credit note as a pdf 
document 

 

Click on the name of the qualification in green to view the booking.   

 

 

Note:   This link is not available for BA or SD Written examinations. 

 

 

 
The  Invoices Screen – Example of Highlighted invoice 
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People 

To manage users access, click on the People tab and select ‘Create User’ to create a new user or .View User. to view and manage users.   

 
The People Tab 

 

How to create Users 

To create a new user, move your mouse over the People tab and click on Create User 
from the dropdown menu.  The ‘Create User’ screen is displayed. 

Enter the email address and select a role: 

 Administrator  - Access to Exam Manager, Candidates, Accreditation, Invoices 
and Account tabs 

 Reporting User – Access to the Result Analyser Tool Only on the dashboard and 
Account tab 

 SuperUser - Access to Exam Manager, Candidates, Accreditation, Invoices, 
People  and Account tabs 

Click [Continue]  

 

Note:  Only one role is required for a user.   

 
 

 The Create User Screen 
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Enter title, first name and surname 

Click [Create] 

 

The new user will receive an email message.   

The user is required to click on the enclosed link to complete their registration and gain 

access to the system. 
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How to view Users 

To view users, move your mouse over the People tab and click on View Users from the 
dropdown menu.  The ‘User Management’ screen is displayed. 

There are three tabs 

 Administrators 

 Super Users 

 Reporting Users 

 

 
The User Management Screen 

Click on a user to view their details 

 
User Management - User Details Screen 

How to make a User Inactive 

To make a user inactive or active again, view the user. 

Click on the Super User tab to mark a user inactive or active. 

Click on modify 

Check the Active box as required 

Click [Update] 

A new user is automatically created as an active user. 

 

 
User Management – User Active Screen 
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Account 

 

My account 

My account options are accessed from the Account tab. When you move your mouse over the tab, a dropdown menu is displayed, click on ‘My account’. 

This screen has two tabs: 

Personal details tab 

This is where you can modify : 

 Name 

 Address 

 Email 

 Telephone number 

 

 
My Account – Personal Details 
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Password tab 

This is where you can modify your password. 

 You will need to enter your current password and then input your new 
password twice. 

 Click [Update] to change your password or Cancel to abandon any 
changes. 

 
My Account – Change Password 
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My Organisation 

My organisation options are accessed from the Account tab. When you move your mouse over the tab, a dropdown menu is displayed, click on ‘My organisation’. 

This screen lists your: 

 Organisation details  

 General enquiry details 

 Main contact details 

 Candidate contact information that will be displayed in the candidate 
portal with the candidate result 

 Finance details 

Note:  The fields will be pre-populated.  To change your organisation 

name or address please contact the BCS Accreditation team. 

Make any modifications required. 

 
My Organisation – Organisation details 



Copyright © BCS 2014 
e-professional User Guide for ATOs 

Version 1.8.3.3 May 2014         Page 79 of 83 

Enter General Enquiries and Main Contact details 
 

 
My Organisation – General Enquiries and Main Contact Details 
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Enter Candidate Contact Information 

 

The details entered here will be displayed in the candidate portal for 

candidates who have sat examinations with your organisation that have 

been booked through the e-professional system.   

 

 Your Display Name – pre-populated from the Organisation name 

 Your website URL – pre-populated from the Website address 

 Your email address – enter an address that candidates can 

contact your organisation for further information for further 

training requirements or re-sits. 

 Your logo – click on Browse to upload your logo to appear by your 

Organisation name in the candidate Portal 

 Result pass message text – Prepopulated with suggested text and 

can be edited for your organisation 

 Result fail message text - Prepopulated and can be edited for your 

organisation 

Note: The text should be for information purposes to candidates 
only.  Review regularly to make sure it is up to date.  This data will 
be reviewed by BCS who will contact you if there are any issues. 

 

 

 
My Organisation – Candidate Contact Information 
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Enter Finance details 

All Finance Contact fields must be populated for BCS to invoice against 

bookings. 

  

Additional invoice addresses can be added by clicking on the [Add 

Additional Invoices] button and  you will be led through a process to 

capture the required information 

 

Payment Preferences – select yes for a purchase order to be entered in a 

booking as mandatory. 

 

Mandatory fields need to be completed before saving changes. 

 

Click [Save] to apply changes. 

 

 
My Organisation – Finance Details 
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Notes 
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