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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:

e  BCS Administrator Portal
e Training and Exam Provider (ATO) Portal
e 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 optlm!sed |.n these brom{sers, but s_ome Functionality is expected to be working Unknown
elements and functionality may be missing or different. and free from any errors.

. Internet Explorer 9.#

. Opera (Latest stable)
. Internet Explorer 8.#

. Browsers for iOS
. Firefox (Latest stable) . Internet Explorer 10.# (will move to A grade soon)

. Firefox 3.# . Browsers for the Android OS

. Chrome (Latest stable) . Internet Explorer 7.#

. Internet Explorer 6.#
. Safari (Latest stable)

. Chrome Beta Channel

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

Copyright © BCS 2014
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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
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.

Copyright © BCS 2014
e-professional User Guide for ATOs
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ﬁ e-professional putting you in control

Please login using your email address and password.

Email address * |

Password *

@ Copyright BCS 2014 | Legal and Privacy Notices | BCS is a registered charity: No 292786

The Login Page
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Forgotten Password

Forgotten your password?

o If you cannot remember your login details, enter your em

A = hers and we will send you login reset
instructions.

Send password email

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.
e Expired session
Somry, but your user session has expired and you will need to login again.

Log back into the system as normal to return to the screen you were working on.

Copyright © BCS 2014
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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:

e Upcoming exams
e Exam actions
e  Accreditation
e Results Summary
Using the onscreen tabs, you can access all the necessary functions available:
e Exam Manager
e Candidates
e Accreditation
e Invoices
e People (SuperUser access level Only)

e Account

Copyright © BCS 2014
e-professional User Guide for ATOs
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_/ Logged in as: BCS ATO Super User Logout

D -
E e-professional putting you in control
D=

Dashboard
HellO BCS, here’s a glance of your account as it stands today. B 2 new noification(s
Upcoming exams Exam actions
APR .
ISTQB-BCS Certified Tester Foundation Level 0 require candidates to be registered
17 Fleming Way, Svindon, Wiltshire, SN1 2NG
7 require a tutor to be allacated
APR
ISTQB-BCS Certified Tester Foundation Level
10 Fleming Way, Svindon, Wiltshire, SN1 2NG
0 require an invigilator to be allocated
APR
ISTQB-BCS Certified Tester Foundation Level
10 Fleming Way, Svindon, Wiltshire, SN1 2NG
View all upcoming exams | Booka new exam
Accreditation Results summary for last 12 months
At a glance for all currently held accreditations:
0 require a renewal decision to be made
Exam sittings Candidates Pass Rate
0 have recently lapsed
70 102 60%

Accreditation dashboard

View more detailed analysis with data filtering using our Results
Analyser Tool

@® Copyright BCS 2014 | Legal and Privacy Notices | BCS is a registered charity: No 292736

The ATO Dashboard Screen
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With the on-page links you can jump to:
e Upcoming exams - View all upcoming exams
e  Upcoming exams - Book a new exam
e  Accreditation - View the Accreditation dashboard
e  Exam actions - Allocate tutors and invigilators to exam sessions

e 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

i 1 new notification(s)

Copyright © BCS 2014
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Result Analyser Tool

Click on the ‘Result Analyser Tool’ link to go to the next level of analysis.
Results summary for last 12 months

. At a glance for all currently held accreditations:
Note: The results summary for the last 12 months shows how many candidates and g g

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. Eemeiin aiilaes Pa=lilate

70 102 60%

View more detailed analysis with data filtering using our Results
Analyser Tool

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. Results Analyser
E Exam Results Analysis
Qualifications All qualifications
Tutors Select a tutor from the list Time period
Resits Select to Include resits, Exclude resits or display Resits only Tutors Alltutors
Display Format Select to display by Qualification or Tutor Rests © Indluderesits  © Excluderesits  © Resits only
Display format @ Byqualification  © By tutor
Click [Run Analysis]

The Results Analyser Selection Screen

Copyright © BCS 2014
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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.

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.

Copyright © BCS 2014
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Exam Results Analysis
Analysis Query

Qualifications
Time period
Tutors

Resits

Analysis run on

Results Summary

Exam Sittings

82

Results Detail

BCS ialist Certificate in

All qualifications

All dates

Alltutors

Including exam resits

4 April 2014, 11:05

Candidates who sat
Exams

Exam Pass Rate

114 61%

Export candidate data to CSV Export analysis data to CSV

Results Analyser

Run another analy

Total

Exam Sittings Candidates who sat Exams
t 1 2

Exam Pass Rate
50% t

The Result Analyser Summary Screen

Exam Results Analysis Detail

Qualifications.

BCS Specialist Certificate in Business Relationship Management

Tuters ATO Tutor

Time period All dates

Resits Including exam resits
BCS Ref Your ID Client Exam Date Exam Time Candidates
OLEB0O01034 AW 01/06/2013 01/06/2013 09:00 2

Pass Rate
50%

Export analysis data to CSV

The Exam Results Analysis Detail Screen

Page 12 of 83



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 report will display the candidate details for the selection with their grade.

Analysis Query

Qualifications
Time period
Tutors

Resits

Analysis run on

Results Summary

Exam Sittings

82

Results Detail

BCS ialist Certificate in

All qualifications

All dates

Alltutors

Including exam resits

4 April 2014, 11:05

Candidates who sat
Exams

114

Results Analyser

Exam Results Analysis

Exam Pass Rate

61%

Export candidate data to CSV Export analysis data to CSV

Total

Candidates who sat Exams Exam Pass Rate
50% t

Exam Sittings
t1 2

The Result Analyser Summary Screen

A B C D E
1 Exam Date BCS Reference YourID PO Number Qualification Name
2 | 22/01/2014 13:30 EB0O03680 DE134 PO526 ITIL® Continual Service Improvement Certificate
3 | 14/01/2014 10:50 EB0O03415 DE103 PO496 Certificate in Data Protection
4 | 09/01/2014 13:50 EB003316 DEO6Y PO356 PRINCE2® Practitioner
5 | 09/01/201413:50 EB0O03316 DEOS6 P0O322 PRINCE2® Practitioner re-registration

Candidate First N\ame Candidate Last Name

Aubrey
Simon
John
Steve

Smith
Smith
Jones
Smith

Candidate Email Address Result
aubreysmith@test.test
simonsmith@test.test Fail
johnjones@test.test

stevesmith@test.test

H I

Pass

Pass
Pass

Copyright © BCS 2014
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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 report will display the exam sitting details for the selection with the pass rate.

Exam Results Analysis
Analysis Query
Qualifications
Time period
Tutors

Resits

Analysis run on

Results Summary

Exam Sittings

82

Results Detail

BCS ialist Certificate in

All qualifications

All dates

Alltutors

Including exam resits

4 April 2014, 11:05

Candidates who sat
Exams

114

Exam Pass Rate

61%

Total

Exam Sittings
t1

Export candidate data to CSV Export analysis data to CSV

Results Analyser

Candidates who sat Exams Exam Pass Rate

2

50%

The Result Analyser Summary Screen

A B

OrganisationN QualificationN

1
Test Account- BCS Certificate in

2 Commercial Awareness
Test Account - BCS  Certificate in

3 Commercial Awareness
Test Account- BCS Certificate in

4 Commercial Awareness

C
TutorFirst
Name
ATO

ATO

ATO

Reading, United
Kingdom
MNew York, USA

D B F
TutorLast BCSBooking ATOBooking ClientName Venue
Name Reference  Reference
Tutar OLEB0O01275 BCS
Tutor OLEB001349 1526 BCS
Tutar OLEB001418 1752 BCS

Taunton, United
Kingdom

1 J K L
Candidate PassRate ExamDate ExamTime
Count

1 100 03/07/2013  16:30:00
1 0 18/07/2013  14:15:00
1 100 01/08/2013  13:45:00

Copyright © BCS 2014
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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.

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.

# DASHBOARD @ EXAM MANAGER -~ | § CANDIDATES §l & ACCREDITATION § ~* INVOICES ﬁ ACCOUNT -~

Book an exam
Dashboard -

Exam bookings

Exam results

The Exam Manager Tab

Copyright © BCS 2014
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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

Copyright © BCS 2014

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)

e-professional User Guide for ATOs

Version 1.8.3.3 May 2014

Book an Exam Session

1: Session Information 2: Select Exams

Step 1: Exam Session Infermation
Exam format

Date

Start time

Course type

Venue

PaperBased ||

3: Candidates & Papers 4: Invigilater 5: Submit Booking 6: Confirmation

) Public
© Client

Please select from previously saved venues

or select one from the list of mast popular venuss below.

© Jury's Inn, Fleming Way, Swindon, SN1 2NG

' BCS, Davidson Building, Davidson Building, 5 Southampton

Street, London, WC2E THA

©) Wyvern Theatre, Theatre Square, Swindon, SN1 10N

00 Brook Drive, Reading, RG2 6UJ

@ Client Limited, Wakefield House, Pipers Way, Swindon, SN3
E

Add 8 new venue

Continue cancel baoking;

@ Copyright BCS 2014 | Legal and Privacy Notices | BCS s a registered charity: No 292786

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

Date e Select the date from the dynamic calendar by clicking on the calendar
icon to display a popup calendar.
e Then select the date by clicking on the desired date on the calendar.
e 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 e Place your cursor into the Start time field and left mouse click, a time
popup is then displayed.
e Select the time by clicking on the desired hour and minute.
e Once you have made your selection, click outside of the time popup
and it will close.
e 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:
e Public
e C(lient

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.

(] January 2013 0

Su Mo Tu We Th Fr Sa

| 1] 2] o] 4] s
| 6] 7] o] of tof wf 2]

Hour Minute

IO oo o[ o2 oa] 0s] o5 [ oo[ 05| 0
oo or[os [ o] o] o | w5 o[ =5
KD EEAKI KD EIESE
DNDEEE ORE

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.

Copyright © BCS 2014
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Field Input

L4 Cou ntry - drodeWn list Add a new venue %

e Postcode/Zip - txt field. Any UK addresses found with this postcode are Campany —
displayed. If the address for a venue you wish to use is not displayed,

. o . * United Kingdom  [change countr
you can add it to the system. You will need to add the following wountrt [ehange country]
information: Building /Venue name l—

o Company Address lina 1 * l—
e Country (mandatory) Adiress line 2 ]
_— B —
e Building/Venue name Town Gy
L4 Address line 1 (mandatory) County | State
Postcode [ Zip *

e Addressline 2

Save venue (S © Yes

e Town/City (mandatory)

L4 Cou nty/State Create

e Postcode/Zip (mandatory)

Click [Create] Add a new Venue Screen

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

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

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

Specificvenue  This is where any specific venue instructions are entered.
instructions

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.

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.
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Book an Exam Session

1: Session Information 2: Select Exams 3: Cendidstes & Papers 4: Invigilater 5: Submit Booking 6: Confirmatien

Step 2: Select Exam(s)

Exam format: Paper Based

Professional Certifications

IT Service ManagementITIL®

Project Management and Support

Software Testing

Business Analysis

Solution Development and Architecture

Green and Sustainable IT

Foundation Certificate in Green IT

Data Centre Management

IT Governance and Information Security

Software Asset Management

Certil in Asset E:

CESG

vy vy Ol 4q|v|v|[0] 4> v|>v|~| 4

Agile

Continue cancel booking

© Copyright BCS 2014 | Legal and Privacy Notices | BCS is a registered charity: No 282788

Step 2/6: Book an Exam Session Screen

Professienal Certifications. v
Business Analysis v
Practitioner Certificate in Benefits Management and Business Acceptance i

v

Data Centre Management

Intermediate Certificate in Energy and Cost Management in Data Centres ot availabie tover for expianation

4

Software Asset Management

Foundation Cerlificate in Software Asset Essentials for explanation)

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.

Book an Exam Session
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 el s & Confimton

the examination sitting.

Step 3: Candidates & Papers

ITIL® Foundation Certificate in IT Service Management [remove]

Lengusges required for this paper % [#] English
No. of candidates taking this papsr ¥ &

How many of these are taking 2
resit?

[ czech
[1 French
[ German
[ taiian
[T] LA Spanish
s exira time required due to O ves @ Ho
language?
Any other reasonable adjustments © Yes @ No
Course tutor ATO Tutor [+]
Course start date * Jgapizoe  [H
Course end date * oaprione 9

Total candidates for session: 5

© Copyright BCS 2014 | Legal and Privacy Notices | BCS is a registered charity: No 282786

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

Languages required for this paper

No. of candidates taking this paper

How many of these are taking a
resit?

Is extra time required due to
language?

Any other reasonable adjustments

Copyright © BCS 2014
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Input

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.

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.

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.
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.

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.

e Select the date from the dynamic calendar by clicking on the calendar icon to display ]
a popup calendar. li’

e Then select the date by clicking on the desired date on the calendar. o January 2013 >

e Once you have clicked on the date, the calendar will close and the date in numerical Su Mo Tu We Th Fr Sa

format will be displayed in the date field. [ 1] 2] 3| 4| s

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.

Copyright © BCS 2014
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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.
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Book an Exam Session

Step 4: Invigilater

Are you supplying your own invigiator? * [ygg =

Invigilator ATO Invigilatc =

Where should papers be sent? @ Exam Venue
© Invigilator's Home Address

© A Different Address

Davidson Building
Davidson Building

5 Southampton Street
London

WC2E 7THA

United Kingdom

*

Delivery contact name Hannah

*

Delivery telephone no 01793 417666

1: Session Information 2: Select Exams 3: Candidates & Papers 4: Invigilator 5: Submit Booking

Papers will be sent to the exam venue address:

Continue cancel booking]

6: Confirmation

© Copyright BCS 2014 | Legal and Privacy Notices | BCS i a registered charity: No 282788

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

Are you supplying your own This question is answered by selecting either Yes or No from a drop down menu.
invigilator? Y/N
e Yes—You are going to use your own accredited invigilator

e 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 Select exam paper dispatch address by clicking on the related radio button.
sent? The choices are:

e Exam Venue

e Invigilators Home Address

e ADifferent 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.
e Country - dropdown list

e 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:

e Address line 1 (mandatory)
e Addressline 2

e Town/City (mandatory)

e County/State

e 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 EEEDb I T T I oo
make any corrections.
Step 5: Submit Booking

Booking summary

Exam formst Paper Based

Dste: 30 April 2014

Start time: 1500

Venue: BCS, Davidson Building, Davidson Building, 5 Southampton Street,

London, WC2E THA

Invigilator Unknown

Pspers being sent to: Exam Yenue

ITIL® Foundation Certificate in IT Service Management

Tutor: ATO Tutor
Fapers Sx English

Your booking reference details

Your booking ID

Purchase order number

Invaice for the attention of Hannah Test

Submit Booking cancel booking]

® Copyright BCS 2014 | Legal and Privacy Notices | BCS is = registered charity: No 232786

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

The booking reference details

Field

Your Booking Id

Purchase Order Number

Invoice for the attention of

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

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.

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.

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.
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Step 6. Confirmation

Once the booking process has been successfully completed, you will see the confirmation Book an Exam Session
screen.

Step 6: Confirmation

Thank you! Your booking was successfully submitted.

The BCS reference number of this booking is EB006032
Please guote this if you need to speak to us about this booking.

View f modify this booking | Create new booking based on this booking data | Make another booking |
View all bookings

© Copyright BCS 2014 | Legal and Privacy Notices | BCS is a registered charity: No 282788

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).

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

e Booking

e (Candidates
e Messages
e Audit

e 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.

ITIL® Foundation Certificate in IT Service M Your ID Exam Candidates Status
Wednesday 30 April 2014, 15:00 BCS12345 5 (all outstanding) Open
Davidson Building, Davidson Building, 5 Southampton Street, London, WCZ2E 7HA, United
Kingdom BCS Ref Exam Format

EB0O06032 Paper Based

Create new booking based on this booking data

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:

e Exam date and start time
e  Exam paper selection
e Number of candidates and resit candidates

e  Your booking ID and purchase order number
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PAT—

Exam: ITIL® Foundation Certificate in IT Service Management

Wednesday 30 April 2014, 15:00, London

Exam Booking

Booking | Candidates | | Messages Budit ” | | EJ Cancel booking
Your Id Modify BCS Id Open
BCS12345 EBD0E032 Booking is open and can ba
meodified
Exam date and time Modify Exam type
Wednesday 30 April 2014, 15:00 Paper Bas=d Booking Status Summary
Course date Modify Course type Modify g recied E
Monday 28 April 2014 - Public e E
Wednesday 30 April 2014
Tufor assigned by ATO E
Exam venue Modify Extra time / adjustments Modify
Davidson Buikding, Davidson Building, 5 Extra time required: Mo Booking locked by BCS H
Southampton Street, London, WCZE THA,
United Kingdiom Rezzonsble adjustments: No Exam pack sent by BCS H

Venue contact: Hannah, 01753 417685

Instructions: Mo parking on site. Mearest car
park is Drurny Lane. Closest Underground station
is Covent Garden.

Faper languages Modify
English (5 Candidates)

Invigilator Modify

ATD Invigilator

Purchase order number Modify
POB1455

Tracking details
NiA at this stage

Add another exam to this session

Create new booking based on this booking data

Course tutor Modify
ATD Tuter
Delivery address for papers Modify

Davidson Buikiing, Davidson Buikiing, &
Southampton Strest, London, WCZE THA,
United Kingdom

Invoice contact Modify

Finance Manager

Dispatch notes
MIA at this stage

S pack recehed by BCS n
Candkizte regletration confirmed H

inoice ralsed H

© Cogyrignt BCS 2014 | Legal and Privacy Nofioes | BCS ks 2 registened charky No 292785

View/modify Exam Booking Screen
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Booking Status Summary Open

Booking is open and can be

The Booking Status Summary located on the right side of the screen provides an overview of the exam status, modified

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 Status Summary
Booking Exam Status:
Open —open and can be modified Boaking received Yes

Locked — locked by BCS and cannot be modified

Invigilat i d Yes
Pack Produced — exam pack has been produced by BCS ruiglater assiane -
Pack Sent — exam pack has been sent by BCS S s Yes
Candidates Confirmed — caniddates have been confirmed and results are available

Booking locked by BCS Mo

Note: This is a static summary that has no interactivity. Exam pack sent by BCS No

Exam pack received by BCS

Candidate registration Mo
confirmed

Invoice raised Mo
Candidates assigned No

Exam Status Summary
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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

Your ID

Exam date and time
Course date

Course Type

Exam Venue

Extra time/adjustments
Paper languages
Course tutor

Invigilator

Delivery address for papers
Purchase order number

Invoice contact

Input

Your reference identification number.

The date and time you have requested for the exam.

The course dates for which the exam is being booked.

The type of course Public or Client.

The location of the exam.

If adjustments have been requested.

The language(s) requested and number of candidates for each.
Who the course tutor is.

The name of the exam invigilator.

Where the exam papers will be posted.

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

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.

Copyright © BCS 2014
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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.
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Exam Booking

Exam: ITIL® Foundation Certificate in IT Service Management
‘Wednesday 30 April 2014, 15:00, London

Booking | candid M | Audit
i | I

English Paper Candidates (5)

Name Your ID Email Resit Extra Time

Reaqister candidate for this slof]
Reaqister candidate for this slof]
Reaqister candidate for this slof]
Reaqister candidate for this slof]

Reaqister candidate for this slof]

Add another candidate slot

Results | E3 Cancel booking

R Adjustments

00000

@ Copyright BCS 2014 | Legal and Privacy Notices | BCS is a registered chartty: o 292786

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.

Enter the candidate first name and surname

Is this a resit — please enter the name of the original course tutor
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Register candidate to this exam

Email address

Register Candidate — Step 1

Register candidate to this exam

Email address

Firstname

Sumame

YourID

Is this 3 resit?

Tutor

* jed smith@test test

*

*

* @ Yes O Mo

Extra time required dus to language? ¥ O Yes @ No

Reasonable adjustment required?

* O Yes @ o

Save

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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Extra time required due to language? * @ ves C Mo
Why is extra time required
Reasonable adjustment required? ® ves O Mo

Adjustment reason

[ Cognitive Impairment e.g. Dyslexia
O Visual Impairment

O Motor Difficulties &.g. hand eye co-ordination

[ Physical Impairment e.g. cerebral palsy. multiple sclerosis

[ Hearing Impairment
O Religious Grounds

O Other
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Check the box for the adjustment(s) requested. A further box is displayed for additional

Adjustment * [ Reader
text.

[J BSL/English Interpreter
O Large Print

O Audio

[ Rest Period/Break

O Scribe

O Lip Speaker

O Braille

O Coloured Paper

O Hardware

O Software

[J Reasonable Adjustments additional time

O Any Other

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

of original message’.

Exam: ITIL® Foundation Certificate in IT Service Management
Wednesday 30 April 2014, 15:00, London

Note: Messages cannot be deleted after they have been posted. ) - a ) :
J Booking J Candidates | Messages J Audit J Results | Cancel booking

Messages sorted by: © Date of last reply ® Date of original message

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

of the message date. )
Extra Time 4 minute(s) ago 11:23
| have a candidate, John Smith, who has requested extratime. He has

completed a request which has been emailed to BCS for approval

Who's talking on this booking

MrBCS ATO Super User
TestAccount - BCS
n MrBCS ATO Super User
1Replies ¥ Last reply a few moments ago n Karen Johnson
afew moments ago 11:26 7l Read
Form received an extra time has been approved for John Smith
Karen Johnson
BCS
Messages Screen
Copyright © BCS 2014
e-professional User Guide for ATOs
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Composing new or responding to messages

Field Definition

[Compose new message]

‘Click to reply’
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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.

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.

Compose a new message

F

Mr BCS ATO Super User
TestAccount- BCS

Subject

Message

B 7 U & 9| F =

Post Message

2

Mr BCS ATO Super User
Test Account - BCS

B I U#M 90/ 5

Post reply
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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:
e  Who made the change
e  When the change was made
e  What the change was
e The exam session it relates to

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

Copyright © BCS 2014
e-professional User Guide for ATOs

Version 1.8.3.3 May 2014

Exam Booking

Back to exam

Exam: ITIL® Foundation Certificate in IT Service Management
Wednesday 30 April 2014, 13:00, London

Booking ” Candidates ” Messages ” Audit ” Resulis | | Cancel booking

Audit trail sorted by: O Oldest first @ Newest first

Booking Status Summary

17/04/14 13:35
Exam Session (EB006032 Booking received  ves |

+ Exam date/time changed from "30/04/2014 15:00" to "30/04/2014 13:00".

Mr BCS ATO Super User Invigilator assigned Yes
Test Account - BCS
Tutor assigned by ATO Yes
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 E] 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.
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Exam Booking

Exam: ITIL& Continual Service Improvement Certificate
Wednesday 22 January 2014, 13:30, London

Export to CSV

Booking H Candidates ” Messages H Audit ” Results
Last name First name Email address Grade Score Resit
Smith Aubrey aubreysmith@test test Pass 29 E]

© Copyright BCS 2014 | Legal and Privacy Motices | BCS is a registered charity: Mo 292786

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.

# DASHBOARD |l (5] EXAM MANAGER - | § CANDIDATES | & ACCREDITATION | ~* INVOICES || fff ACCOUNT -

Book an exam

Dashboard

Exam bookings

Exam results

The Exam Manager Tab

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

Select an exam to view / amend or to see options for canoeliation

e Allupcoming o

All upcoming J Neednandidata” Need tutor H Need invigilator H Cancelled |

e Need candidates

Filters Search ID
Start date [H] Qualification Show all El
e Need tutor s e m veme - I e

e Need invigilator

Displaying top 3 maiching exams

X Your ID = Sistus
° ISTQE-BCS Certified Tester Foundation Level >
Cance”ed Thursday 17 Agril 2014, 15:30 B35201244574505308 Open
Fleming Way. Swindon, Wiltshire, SN1 ZNG, United Kingdom [——
CLEB002836

Greate new booking based on this booking data

ISTQE-BCS Ceriified Tester Foundation Level Your ID Exam Candidates  Status
Thursday 10 Apri 2014, 15:30 635201247581085523 4 {3 outstanding)  Open

Fleming Way, Swindon, Wilshire, SN1 2NG, United Kingdom

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

. . Show all
full list click on ISTOB-BC 5 Certifed Tester Foundstion Level oo

‘oul Exa dates
Thursdzy 10 April 2014, 15:30 635201291756650200 4 (3 cutstanding)  Open
Flaming Way. Swindon, Witshire, SN1 2NG, United Kingdom

BCS Ref Exam Format
Creste new booking based on this bocking dats GLEBD0ZE4 Paper Bazed
To view/modify a booking click on the green underlines qualification name of the ms n Certifcate in T Service wom

Fridsy 30 January 2015, 10:00
Davidson Buikling, Davidson Buikiing, 5 Southampton Strest, London, WC2E THA, United

booking. Kngdom S

Creste pew booking based on this hooking dats

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

ISTGE-BCS Certified Tester Foundation Level Your ID Exa dates
Wednesday 10 September 2014, 15:30 35312453424188484 4 (2 outstanding)

on this booking data’ link. Pl ey, Sndon Witshis, SN1 245, Uite gt e

Creste new booking based on this bocking dats CLEBD0SES Paper Bazed

© Copyright BCS 2014 | Lagal and Prieoy Notkes | BCS Is a reglstered oharky o 292756

The Exam Bookings Screen — All Upcoming
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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

Additional Filters

Click on Show additional filter options to view more filter options

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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Start date

End date

Qualification

Venue

Search ID

Tutor

Status

Filter by start date

Filter by end date

Filter by examination/qualification
Filter by venue

Filter by BCS Id, Your Id or Purchase order number

Filter by tutor

Filter by status (open/closed)
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Need candidates tab

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

Select an exam to view / amend or to see options for cancellation.

p | 1 . :
1. Click on the Need candidate tab and the following screen is displayed, Alupcoming | Need candidates | Needtutor | Needivgiator | Canceled
summarising all exam sessions that have been booked that have candidate slots.

Displaying all matching exams

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

ITIL® Foundation Certificate in IT Service Management Your ID Exam Candidates Status
Wednesday 14 August 2013, 13:00 554123 5 (all outstanding) Qpen
3. Click on the Candidates tab and follow the on screen prompts to add a Marth Star House. Narth Star House. North Star Avenue, Swindon, Wiltshire, SN2 1FA.
. . . United Kingdom BCS Ref Exam Format
candidate. (See Candidates on page 32 for more details)

EB002142 Paper Based

Note: This will not show for empty candidate slots for examinations where pre-

registration is not mandatory.

@ Copyright BCS 2013 | Legal and Privacy Notices | BCS is a registered charity: No 292786

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)
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Exam Bookings

Select an exam to view / amend or to see options for cancellation

10 B

J All upcoming J MNeed candidates Need tutor

Displaying all matching exams

ISTQB-BCS Certified Tester Foundation Level
Thursday 17 April 2014, 15:30
Fleming Way, Swindon, Wiltshire, SN1 2NG, United Kingdom

Create new booking based en this booking data

ISTQB-BCS Certified Tester Foundation Level
Thursday 10 April 2014, 15:30
Fleming Way, Swindon, Wiltshire, SN1 2NG, United Kingdom

View all exams in this session booking
Create new booking based on this booking data

ISTQB-BCS Certified Tester Foundation Level

Thursday 10 April 2014, 15:30
Fleming Way, Swindon, Wiltshire, SN1 2NG, United Kingdom

Create new booking based on this booking data

J Need invigilator J Cancelled

Your D Exam Candidates
635201244674606308 5 (1 outstanding)

BCS Ref Exam Format
OLEB002636 Paper Based
Your D Exam Candidates
635201247981086923 4 (3 outstanding)
BCS Ref Exam Format
COLEB002638 Paper Based
Your D Exam Candidates
635201291756650200 4 (3 outstanding)
BCE Ref Exam Format
OLEB002641 Paper Based

Status
Open

Status
Open

Status
Open

@ Copyright BCS 2014 | Legal and Privacy Notices | BCS is a registered charity: No 292786

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)
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Exam Bookings

Select an exam to view / amend or to see options for cancellation.

El
J All upcoming J Meed candidates J Meed tutor Need invigilator J
Displaying all matching exams
ITIL® Foundation Certificate in IT Service M YourID
Wednesday 30 April 2014, 15:00 BCS12345

Davidson Building, Davidson Building, 5 Southampton Street, London, WC2E THA, United
Kingdom BCS Ref

EB006032
Create new booking based on this booking data

Cancelled

Exam Candidates
5 (all outstanding)

Exam Format
Paper Based

Status
Open

@ Copyright BCS 2014 | Legal and Privacy Notices | BCS s a registered chariy: No 202788

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
exam bookings that have been cancelled. The list does not contain cancelled exams

in with a sitting date the past.

Select an exam to view / amend or to see options for cancellation

2
‘ All upcoming H Need candidates ” Need tutor ” Need invigilator H Cancelled
Displaying all matching exams
Certificate in Software Asset Management Essentials Your ID Exam Candidates Status
Friday 23 August 2013, 15:00 455890 5 {all cutstanding) Cancelled
Morth Star House, Morth Star House. Morth Star Avenue, Swindon, Wiltshire, SN2 1FA i
United Kingdom BCS Ref Exam Format

EB002146 Paper Based

©® Copyright BCS 2013 | Legal and Privacy Notices | BCS is a registered charity: No 292786

The Exam Booking - Cancelled Screen
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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.

# DASHBOARD |l (5] EXAM MANAGER -

Book an exam

Dashboard

Exam bookings

Exam results

1 CANDIDATES §l k& ACCREDITATION £ ACCOUNT ~

The Exam Manager Tab

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

e Examination

e Tutor
e 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.
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Exam Results

Filters Search ID
Start date [ Qualification Show all E
End date [ Tutor showall [] —
Intermediate Certificate in Software Testin Your D Exam Candidates  Status
Friday 31 May 2013, 15:30 [Not specified] 1 (all registered) Candidates
Fleming Way, Swindon, Wiltshire, SN1 2NG, United Kingdam confirmed
BCS Ref Exam Format
View ali exams in this session booking OLEB001005 Paper Based
Create new baoking based on this booking data
ISTQB-BCS Cettified Tester Foundation Level Your D Exam Candidates  Status
Friday 31 May 2013, 15.30 [Not specified] 1(all outstanding) Candidates
Fleming Way, Swindon, Wiltshire, SN1 2NG, United Kingdom confirmed
BCS Ref Exam Format
View all exams in this session booking OLEB001005 Paper Based
Create new booking based on this booking data
ISTQB-BCS Certified Tester Foundation Level Your D Exam Candidates  Status
Friday 31 May 2013, 09:00 SAS 31/05/M13 2(all outstanding) Candidates
The Bam, The Bam, Lydiard Tregoze, Swindon, Wiltshire, SN5 3PA, United Kingdom confirmed
BCS Ref Exam Format
View all exams in this session booking OLEB001030 Paper Based
Create new booking based on this booking data
Foundation Certificate in Business Analysis Your D Exam Candidates  Status
Friday 31 May 2013, 09:00 SAS 31/05M3 2(all outstanding) Candidates
The Barn, The Barn, Lydiard Tregoze, Swindon, Wiltshire, SN5 3PA, United Kingdom confirmed
BCS Ref Exam Format
View ali exams in this session beeking OLEB001030 Paper Based
Create new booking based on this booking data
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.

# DASHBOARD @ EXAM MANAGER - | § CANDIDATES | % ACCREDITATION | ~* INVOICES | § PEOPLE -

Book an exam

Exam bookings

$# ACCOUNT -

Dashboard

Book BSD exam

BSD exam bookings

Exam results

The Exam Manager Tab

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

Field Input Book BSD Exam Session
Qualification Select the qualification from a dropdown list. The list displays the BA or SD

exams that you are accredited deliver. BSD Exam Session Information
Exam Date Select the date from the dynamic calendar by clicking on the calendar icon Qualification * [Ploass select B

to display a popup calendar.

Exam date *
o '
LQ PO number
PO number This is the purchase order number that will be used when raising an invoice
Submit Booking
for the exam session. This may be a mandatory field that can be set in My

Organisation under the Account tab.

. . . . Book BSD Exam Screen
Click on [Submit Booking] to save the booking.
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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

# DASHBOARD @ EXAM MANAGER -~

Book an exam

Dashboard

Exam bookings

1 CANDIDATES §j % ACCREDITATION

Book BSD exam

BSD exam bookings

Exam results

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.
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BSD Exam Sessions

Certificate in Business Analysis Practice
Friday 24 January 2014

Certificate in Modelling Business Processes
Friday 24 January 2014

Certificate in Business Analysis Practice
Friday 21 February 2014

Certificate in Modelling Business Processes
Friday 21 February 2014

Certificate in Requi Engineering
Friday 21 February 2014

Certificate in Business Analysis Practice
Friday 21 March 2014

PO Number
185442

PO Number
84456

PO Number
854506

PO Number
854501

PO Number
854492

PO Number
854523

BCS Reference
B3D001265

BCS Reference
BSD001266

BCS Reference
B3SD001269

BCS Reference
BSD001268

BCS Reference
BSD001267

BCS Reference
BSD001270

Cancel

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.
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BSD Exam Session

Modify BSD exam session details

BCS reference

Qualification

Exam date

PO number

BSD001265
* | Certificate in Business Analysis Practice

* 24 January 2014 [

185442

-

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.

# DASHBOARD @ EXAM MANAGER ~ | § CANDIDATES | % ACCREDITATION

Dashboard

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:
e First Name
e last Name

e Email address

If a candidate has not yet registered, an exclamation symbol 9 s displayed next to the
candidate’s name.
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View/Edit Candidates

Search

Please search for required candidate(s)

© Copyright BCS 2014 | Legal and Privacy Notices | BCS is a registered charty: No 282786

The Candidates Screen
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View/Edit Candidates

Click on a name in the list to see upcoming exams and exam history in e-professional. N
smith IEZE]) The Candidates Details Screen

Note: Only examinations that have been taken through your organisation in e-

Candidate Overview

professional will be displayed. EirstName ~ LastName~  Email Address

John Smith john.smithi@test.test John Smith
Niles Smith niles_smith@test test @  iohn.smith@test.test
R Smith ith@test.test
eg mi regsmith@test tes Upcoming exams
Susan Smith sue.smith@test test

MNone

Exam history

1470872013 Certificate in Information
Security Management
Principles (CBT)
[Distinction]

01/08/2013  Certificate in Commercial
Awareness
[Pending]

03/07/2013  Certificate in Commercial
Awareness
[Mo show]
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Accreditation

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

# DASHBOARD @ EXAM MANAGER - | § CANDIDATES | % ACCREDITATION § ~ INVOICES | § PEOPLE - ﬁ ACCOUNT

Dashboard

The Accreditation Tab

From here you can Accreditation

e View existing accreditations

View Existing Manage delivery team Renew/Re-apply
Accreditations people and roles Accreditations

3 (&
e ‘ ?

e Manage your delivery team people and roles

e Renew/Re-apply for accreditations

(100 courses) (20 people)
(9 exams)

@ Copyright BCS 2014 | Legal and Privacy Notices | BCS is a registered charity: Mo 292786

The Accreditation Dashboard
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How to view existing accreditations

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

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.
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Accreditation

View Existing
Accreditations

a1

(100 courses)
(9 exams)

Manage delivery team Renew/Re-apply

people and roles Accreditations

‘l

(20 people)

('\
-

© Copyright BCS 2014 | Legal and Privacy Notices | BCS is a registered charity: No 292786

Accreditation — View Existing Accreditations Screen

View Accreditations

J Current H Expired ”

Rejected ” Abandoner

Certification

Certificate in Software Asset Management Essentials
ISTQB-BCS Certified Tester Foundation Level

ITIL® Foundation Cedificate in T Service Management

-

irst

Accredited
08/05/2013

080572013

=

ate
Awarded

0B8/05/2013
150472013

080572013

Expiry
Date

07/05/2016
140472016
070572018

People

-

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

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.
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Accreditation

View Existing
Accreditations

__'_.'.

(100 courses)
(9 exams)

Manage delivery team Renew/Re-apply
people and roles Accreditations

& G

1

(20 people)

© Copyright BCS 2014 | Legal and Privacy Nofices | BCS is a registered charity: No 202785

Manage delivery team people and roles

Manage Delivery Team

[Please select a certification

or

=

[Please select a person

™ Hide archived people

™ Excluds system admins

=] Addnew person

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.

Add Invigilator

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

[certificate in Software Assst Management Essentisls =l
o

Please select a person - Add nevy person

™ Hide archived people

I Exclude system adming

All people J Course Directors || Course Tutors | Invigilstors ] Course Admins || Administrators

Please select a person to view the current status of their certification(s)

Surname First name Email
Ford Jo jio.forel @hay b org uk

Levermore Rachael rachael lvermored @hg bos org Uk
Luckman Stuart stuart Juckman @h los.org.uk

Manage Delivery Team — by Certification

Manage Delivery Team

[Please select a certification =
o
|P\ease select & persan j Ldd newv person

™ Hide archived people
™ Excluds system admins

Manage Delivery Team
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Field Input

Qualification 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.

User to be
created as Select Invigilator.

Click on [Continue]
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Back to Manage Delivery Teams:

Add User Accreditation

User to be Accredited as

Qualification

User to be Accredited as

* ‘Foundatmn Certificate in Project Management he

bl Irvigilator b

The Add User Accreditation Screen

Page 56 of 83



Enter the following details for the invigilator. The name and address are used in the exam booking Invigilator
process in the Exam Manager.

e  First name (mandatory) Delivery teams
e Surname (mandatory) Invigilator
(] Email (mandatory First name * | |
e Telephone Sumame x| |
e Date of birth (mandatory — if not known then select any date)
Email * ‘ |
e  Country —dropdown list
. Telephone ‘ |
e Address Line 1 (mandatory)
e Addressline 2 Date of birth * [day »|[month | ~|[year v|
e Town/City (mandatory) Country * [Select country ]
e Country/State Address line 1 * | |
e Post code/Zip (mandatory)
Address line 2 ‘ |
Click on [Save and Continue]
Town | City * ‘ |
The following message will be displayed County / State ‘ |
. o . Postcode / Zip ‘ |
Your application has been sent to the BCS Accreditation team for review
To complete the invigilator review process, please send a signed copy of the NDA form to pds-
. . . accreditation@hg.bes orguk. If you require a copy of the NDA form please contact the BCS Accreditation
Send the signed copy of the completed NDA to BCS Accreditation. Team.

The Add Invigilator Screen
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Add Tutor

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

Field Input
Qualification Select the qualification from a dropdown list
User to be

Select Course Tutor.
created as

Click on [Continue]
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Manage Delivery Team

[Please select a certification

or

[Piease setect a person

™ Hide srchived people

I Exclude system admins

E

H

Addd new person

Back to Manage Delivery Teams

Manage Delivery Team

Add User Accreditation

User to be Accredited as

Gualification

User to be Accredited as

bl Foundation Certificate in Busine:
*

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.
) Course Tutor
e  First name (mandatory)

. Surname (mandatory) Delivery teams Application for: Foundation Cerfificate in Business Analysiz
Course Tutor
e Email (mandatory
First name * ‘ |
e Telephone
Surname * ‘ |
e Date of birth (mandatory — if not know then select any date)
Email * ‘ |
e Already registered with
Telephone ‘ |
BCS —if the tutor is already accredited with BCS to deliver training
for a different course Dale of bifth *
Other El - if the tutor is already accredited to deliver a BCS course Already reistered wit © BCs O Otner EI O Mons
with another El
None — if the tutor is not accredited to deliver BCS training with any

The Add Course Tutor Screen

El

Click on [Next]

If the tutor is already registered with BCS Already registersd with ® BCs O Other EI O Mone

If you are applying for CTFL, CTAL TA, CTAL TM and CTAL TTA you will be
required to uplead evidence of thiz later

Enter any other relevant information.

Any other relevant information

Click on [Next], Other information
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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

Your application has been sent to the BCS Accreditation team for review
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User to be Accredited as

User name ATO User

Role ATO Process Course Tutor

PO number |

List of evidence to be supplied

Description

Curriculum Vitae for ATO Uzer
List of optional evidence to be supplied

Description

Existing Tutor Evidence for ATO User Upload

User to be Accredited as

User name ATO User

Role ATC Process Course Tutor

PO number |

List of evidence uploaded / sent

Description Send method  File vieww  Modify Received
Curriculum Vitae for ATO User Online Download Modify  24/10/2013 18:55
Existing Tuter Evidence for ATO User Onling Download Medify  24/10/2013 16:55

Save
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If the tutor is already registered with another El

Enter any other relevant information

Click on [Next]

Upload evidence as requested.

Click on [Upload] to browse to attach documents.
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Already registerad with O Bes

Any other relevant information

Ctherinformation

Next
User to be Accredited as
User name ATO User
Role ATO Process Course Tutor

PO number |

List of evidence to be supplied

Description

Curriculum Vitae for ATO User

Exizting Tutor Evidence for ATO User

Upload
Upload
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Click on [Save]

The following message will be displayed

Your application has been sent to the BCS Accreditation team for review
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User to be Accredited as

Username

Raole

PO number

ATO User

ATO Process Course Tutor

List of evidence uploaded / sent

Description

Curriculum Vitae for ATO User

Existing Tuter Evidence for ATO User

Save

Send method  File vieww  Modify Received
Online Download Modify  24/10/2013 16:55

Online Download Modify  24/10/2013 18:55
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If the tutor is not registered with BCS or another El resdyregistered win © BCS O Other EI © Mone

Click the Add button to enter data for each section Work Experience as Course Tutor
e  Work Experience as a Course Tutor Please supply details of your work experience as a Course Tutor
e  Work Experience in the Subject Area Add
e Academic/Professional Certifications Work Experience in the Subject Area
° Professional memberships Please supply details of your work experience in the subject area being accredited *
e Any other relevant information Add

Academic / Professional Certifications

Please supply details of any academic / professional certifications you hold. *

Add

Professional Memberships

Please supply details of any Professional Memberships you hold.

Add

Any other relevant information

Other information

Next Cancel
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Adding Course Tutor/Subject Area Experience
Enter the details of
e  Start Date (mandatory) — drop down list
e  Finish Date (mandatory) — drop down list
e Organisation (mandatory)

e Summary of Duties (mandatory)

Adding Academic/Professional Certifications
Enter the details of
e Qualification name (mandatory)

e Exam board (mandatory) — drop down list or enter into the text
box below

Adding Professional Membership
Enter the details of
e  Professional body (mandatory)
e Level/Grade

e Date joined (mandatory) — drop down list
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New Experience

VHyear V| or L tick if current role

Finish date * [day +|[manth
Organisation * |
Summary of duties *

Add
New Academic | Professional Certification
Qualification name * ||
Exam board * |Please select v
If "Other”, please specify
Add
New Professional Membership
Professional body * H
Level | Grade |
Date joined * |da§,r V||month V||year V|
Add
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Adding other relevant information
Enter the details into

e  Other information

Click [Next]

Upload evidence as requested.

Click on [Upload] to browse to attach documents.

Click [Save]

The following message will be displayed

Your application has been sent to the BCS Accreditation team for review
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Any other relevant information

Otherinformation

User to be Accredited as

User name Kate Smith
Role ATO Process Course Tutor

PO number |

List of evidence to be supplied

Description

Curriculum Vitae for Kate Smith

Upload

User to be Accredited as

User name Kate Smith
Role ATO Process Course Tutor

PO number |

List of evidence uploaded / sent

Description

Curriculum Vitae for Kate Smith

Save

Send method  File view  Modify Received

Online Download  Modify  18/09/2013 15:19
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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.
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Manage Delivery Team

Perzon details Roles

View and amend roles for Jo Ford

Data Centre Managemert

I intermediate Certificate in EU Code of Conduct in Data Centres

IT Goverrance and Information $ecurity

™ Centificate in Information Security Management Principles

IT Service Managernent/TILE

' ITIL® Foundation Certificate in IT Service Management (Submitted)
Software Aszet Managemenit

I Certificate in Software Asset hanagement Essentials

Software Testing

T 15TQB-BCS Certified Tester Foundation Lewel

I Intermediate Cetificate in Software Testing

Course directors | Course tutors || Inwigilators | Course Admins | Intemal examiners

Exam directaors

Manage Delivery Team - Roles

Page 66 of 83



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.
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Manage Delivery Team

J Person details H Roles

Firstname

Surname

Email

Telephone

Date of birth

Academic / Professional Certifications

Please supply details of any academic / professional certifications you hold. *

Professional Memberships

Please supply details of any Professional Memberships you hold.

*

*

*

*

ATO

Tutor

ATOTutor

1 [=]|sanvary  [=][1998[]

Add

Add

Update

@ Copyright BCS 2014 | Legal and Privacy Notices | BCS is a registered charity: No 202786

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 Accreditation

and you will be taken to the Renew Accreditation screen

View Existing Manage delivery team Renew/Re-apply
Accreditations people and roles Accreditations

I (@
gy - L]

(100 courses) (20 people)
(9 exams)

© Copyright BCS 2014 | Legal and Privacy Notices | BCS is a registered charity: No 282788

The list shows accreditations due for renewal in the next 3 months in order of
expiry date

Renew accreditations

Those highlighted in red have expired within the last month and have not been Certification Firstaccredited  Awardod date  Explry date  Status
d Specialie! Certfcste m Change Managament 00012000 Moz 240072013
renewed. Catificate in Programime and Project Support Ofice Essentials 010a20 0723
Intermeediate Certificats in Entesprise and Schtion Architecture 1E0R2010 14092013

Renew Accreditations List

Hover over a line and it will highlight the certification. Click to renew. The Request Renew accreditations
Accreditation Renewal box will open.

Canification First aceredited Awarded date Expiry date Stamus
Specialist Cordificate in Change Managemant oLon20m MANZn 24072013
Cenificate in Programme ard Peoject Suppont Office Essentials OO0 3072003
Inbermediabe Cedificate in Enterprrse and Sokdion Architecture 150 14082003
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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.

Copyright © BCS 2014
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Request Acereditation Renewal

Speclalist Certificate in Change Management

To request a renewal of your accreddation for this qualification, please confirm whether your team and
course matenals have changeﬂ

Age feam members unchanged * O Yes O o

Ase course materals unchanged  * O Yes O Ne

Request Accreditation Renewal

Specialist Certificate in Change Management
Thank you for requesting this renewal, however in order 1o progress this renewal please contact the

BCS accreditation team so that they can process the changes to the team and/or matenals that you
hivvir indicated.
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r Request Accreditation Renewal A

If Yes is selected for both sections the renewal is submitted and a confirmation
screen will be displayed.

Intermediate Certificate in Enterprise and Solution Architecture

Thank you. Your renewal request has been submitted to the accreditation team

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

Conification First accredited Awarded date Expiry date Status
Accreditations_ Speciakst Certificate in Change Managemant 07012001 oAz 2072013
Cerificate in Programme snd Project Support Office Eszentials 01082000

307203
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Invoices

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

# DASHBOARD @ EXAM MANAGER - | § CANDIDATES | % ACCREDITATION f§ ~* INVOICES § § PEOPLE - # ACCOUNT

Dashboard

The Invoice Tab

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

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

Filters Invoice, credit note or PO
Date type Due date |z| Certification | Shawing all lzl number

e Certification -

e Start Date

o End date Please use the search filters above to find relevant exam sessions

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.

@ Copyright BCS 2014 | Legal and Privacy Notices | BCS is a registered charity: No 292786

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
Filters Invoice, credit note or PO
Date type Due date |z| Certification | Shawing all lzl number
Invoice =
Number: 0000002227 =
Date: 16 July 2013
.ﬂle.l Iﬂ: 1 E‘E.UU G BP Invoice No. v Invoice Date PO No. Exam Date Due Date OLEB001326 ’ .
ISTQB-BCS Certified Tester Foundation
0000002227 16/07/2013 31/07/2013 15/08/2013 A Lee
0000001789 04/07/2013 03/07/2013 03/08/2013 gy Duration: Thour
Invoice
If a credit note has been raised against an Invoice 3| is displayed against the line item. DO000MI0E0 - 130izetE HIABC 106013 onzn3 Number: 0000002227
0000001061 31/05/2013 31/05/2013 30/06/2013 Date: 16 July 2013
) 3 ) R ) Ameount: 162.00 GBP
Click on the underlined credit note number in green to open the credit note as a pdf 112 Crodit Notes
- Number: 0000002228
document D::Ia: T;esdayﬂﬁJulyZUﬂ 08:37
Amount: 162 .00
. Exam Dat
Credit Notes Wadinesday 31 July 2013 1530
Hl.lmb&r: UUUUUDEEEB Eormaé 4 fandidales
aper base
Date: Tuesday 16 July 2013 08:37 v
‘enue
Amount: 162.00 Thealre Square,
Swindon,
Wiltshire, SN1 1QN, United Kingdom
Owner
Click on the name of the qualification in green to view the booking. Hannah Waits
© Copyright BCS 2014 | Legal and Privacy Notices | BCS is a registered charity: No 292786
OLEBOO1326 The Invoices Screen — Example of Highlighted invoice
ISTQB-BCS Certified Tester Foundation
Level

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

# DASHBOARD @ EXAM MANAGER - | § CANDIDATES | % ACCREDITATION § ~* INVOICES | § PEOPLE - -ﬁ ACCOUNT

Create user
Dashboard -

View users

The People Tab

How to create Users User Management

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.

Create user role

. Email address *
Enter the email address and select a role:
e Administrator - Access to Exam Manager, Candidates, Accreditation, Invoices Roles [] Administrator
and Account tabs ElReporting User
[T] Super User

e Reporting User — Access to the Result Analyser Tool Only on the dashboard and

Account tab [Cancel]

e SuperUser - Access to Exam Manager, Candidates, Accreditation, Invoices,
People and Account tabs The Create User Screen

Click [Continue]

Note: Only one role is required for a user.
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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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User Management

Create user role

Email address

Title

First name

Surname

Roles

sarah smithi@ace test

|F‘Iease select.. V‘

* |

* | |

Administrator

User Management

Sarah Smith

J User ” Administrator

when their account was create

Sarah Smith

0 This user needs to complete thﬂe\r registration in order to use this account. This can be done by following the instructions in the email that was sent to them

Name Maodify

Email address Modify

sarah smith@ace test
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User Management

How to view Users

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

Create new user

There are three tabs
Last Name First Name Email Address Status

ATO Super User BCS ATOSuperUser@example.com Valid

e  Administrators
The User Management Screen
e  Super Users

e Reporting Users

Click on a user to view their details User Management

Dan Smith

J User ” Super User
Name Modify Email address Wodify
Dan Smith Superlser@test test

User Management - User Details Screen

How to make a User Inactive
To make a user inactive or active again, view the user. User Management

Click on the Super User tab to mark a user inactive or active. S
Dan Smith
Click on modify . .
User Super User
Check the Active box as required
Status Modify Valid
C||Ck [Update] Active

User Management — User Active Screen

A new user is automatically created as an active user.
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Account

My account

Dashboard

# DASHBOARD @ EXAM MANAGER -~ | § CANDIDATES J| % ACCREDITATION

# INVOICES | § PEOPLE -

My account

My organisation

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
e  Address
e  Email

e  Telephone number
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e-professional User Guide for ATOs

Version 1.8.3.3 May 2014

My Account

Jo Smith

J Personal details ” Password
Name Wodify Email address Maodify
Jo Smith aceadmin@test.test
Address Wodify Telephone numbers Modify

MNerth Star House, Morth Star Avenue, Swindon
Wiltshire, SN2 1FA. United Kingdom

[Mot specified]

© Copyright BCS 2013 | Legal and Privacy Notices | BCS is a registered charity: No 292786

My Account — Personal Details
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Password tab My Account

This is where you can modify your password. Jo Smith

e  You will need to enter your current password and then input your new

Personal details . Password ‘
password twice. | Personalderas |

. C it word *
e  Click [Update] to change your password or Cancel to abandon any s | |
cha nges. New password * | |

Confirm new password * | |

Update Cancel

© Copyright BCS 2013 | Legal and Privacy Notices | BCS is a registered charity: No 292786

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:
e Organisation details
e General enquiry details
e Main contact details

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

e 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.
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Your Organisation

Organisation name/address

Crganisation name

Department

Country

Addraz ling 1

Addrass line 2

Town / City

County / State

Fost cods / Zip

Msin telephans

‘Website addrass

Status

Date first scoredited

Renawsl dste

Ta change your crganisstion nams or sddress please contsct the BCS scereditation tesm

* Ace Training Org1

United Kingdom

Morth Star House

Morth Star Avenue

Swindon

SN2 1FA

[p1793817217

|www.bcs org.uk

Active

My Organisation — Organisation details
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Enter General Enquiries and Main Contact details

General Enquiries

First nams * o |
Sumams * [smith |
Ermsil * [io.zmi test |
Telephone * 1782417217 |

Main Contact

First name * [sue |
Sumame * [smith |
Ernail * lsue test |
Telzphans [p17832817417 |

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.

e Your Display Name — pre-populated from the Organisation name
e  Your website URL — pre-populated from the Website address

e Your email address — enter an address that candidates can
contact your organisation for further information for further
training requirements or re-sits.

e Your logo — click on Browse to upload your logo to appear by your
Organisation name in the candidate Portal

e Result pass message text — Prepopulated with suggested text and
can be edited for your organisation

e 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.
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Candidate Contact Information

For exams taken within your organisation the following information is displayed on the candidate portal.

Your display name * Test Account - BCS
Your website URL * hitp-/icertifications bes org/
Your email address certifications@hg.bes.org.uk
Yourlogo
our logo must be a maximum of 200px wide and 50px high

E

Result pass message text * Congratulations on passing your
examination. If you have any future
training requirements and would like to

attend a course from our portfolio please
viszit our website for more information.

1 m. | »

Result fail message text * If you would like to book an examination -
or re-sit please visit our website for
more information.

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.
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Finance Contact

First name * [Finance

Sumams * [Manager

Enmsil * |rnance.manager@testtest
Tzlzchans * |U1?33i1?417|

Finance Information and Invoicing

Comeany registration number |123;5€

Invaice sddrass * (@ zame az oroanisation agdress

O 4 different address

Additional inveice addresses

Add invoice address

Payment Preferences

Will 8 PO number svery ® O Ve
exam bocking you mal

My Organisation — Finance Details
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Notes
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