IPET

» BNETWORK

International Pet Ed ion and Training

ASL Web Portal — Registering a Student (individual)

Please follow the instructions and the screen grabs below to register your students.

Step 1

Using https://ipetwp.aptechsystem.co.uk/pages/centrelogon.aspx link, input your unique login details
(provided by iPET Network) to access the Web Portal. Please note you will need you your ‘centre number’
which is detailed on your approval certificate. You will be asked to change your password on the first time
logging in and then asked to log in again with your new password.

J ¥ work -

Internctonsl Pet Edveation and Trsining

Centre Login

This is a secure area, to continue you must sign in below,
For support ar access, please contact the IT department at
info@ipetnetwork.co.uk

PIN
Password (case sensitive)
Centre number

Email address

Re-enter email address

Registration and certification confirmation emails will be
sent to address provided above

Forgtten passwors [ TN
|

By logging on to iPET Network, you confirm that you will abide by
the rules and procedures as set out in the IPET Network centre
guide, in particular you will have read and understood the
guidance on data protection and will not access or extract data
for puranses other than which is reuired by wour role anlu. You -
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https://ipetwp.aptechsystem.co.uk/pages/centrelogon.aspx

Step 2

RiPET

NETWORK

| Pet Ed

Inter

and T

Your homepage will look very similar to the one below (this is a test page). Click on National > Registration >

Qualifications and Units.

NETWORK

Inrerneicnal Put Education and Training

National =

FR2UR PAWS

TESTING SYSTEM

PIN: 200001 | Name: Michelle Jackson | Centre number: 2006001 | Centre name: Four Paws Groom School

tr: ‘Qualifications & units

Spreadsheet group

Group

Qualification News:

Hrooking:

Candidate

el me to IPET Network Web Portal

iPET Network is an Ofgual Regulated Awarding Organisation specialising in qualifications in the Canine and Feline sector. iPET Network is unigue in its approach being a sector specific
Awarding Organisation and are constantly developing NEW Canine and Feline qualifications in the industry.

IPET Network Level 2 Award in Testing, Advice or Guidance

IPET Network Level 2 Certificate for Testing -Dog Grooming

IPET Network Level 2 Award in First Aid for Cats and Dogs

WebPortal

£\ | & | Home | change password | Logout
Reports

Centre Import

Step 3

Select Add Qualifications — this is where you will select the qualification that you are registering the student

onto.

RiPET

NETWORK

Irernational Pet Eéucation and Troi

National Assessment booking

Home »> National >» Registration >» 0}

O.uallﬁcahons & Units

Use th

ns & Units

accurate and correct.

Qualifications
| usttctons v

FREUR PAWS

TESTING SYSTEM

PIN: 200001 | Name: Michelle Jackson | Centre number: 2006001 | Centre name: Four Paws Groom School

Candidate

WebPortal

£ | B | | Home | Change password | Logout

Centre Reports

Import

@ qualifications O Units | Add Qualifications
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Step 4

RiPET

NETWORK

Inter | Pet Edi i

and Traini

Search for the qualification by entering the qualification title or words in the title, see below. Then Click on

Add and then OK.

IPET Registration Njimbei

Grooming and Salon Management
iPET Network Level 3 Award in Canine
Emergency First Aid

iPET Network Level 3 Certificate in Dog
Grooming and Introduction to Styling

603/5953/5
603/5990/0
603/6031/8

iPET Network Level 3 Award in an
Introduction to Dog Grooming

Nakional Assessment booking / Candidate Centre Reparts Import
Home >> Natipnal >> fegistration >> Qualifications & Units
Qualifications & Ur o
Use this screep to add|Natiol B e
TWoRK  Use this screen to search qualifications .
You are charggd for eafh can — ou have supplied are
accurate and forrect.
@ Qualifichtions (P Unit Enter qualification number / title [Ievel 3 ] | Search... | ‘ OK ‘ ‘ Cancel ‘
Search results: 4 qualification(s) found.
Qualification Total units | Mandatory | Optional
no. i
603/5545/6 - |iPET Network Level 3 Diploma in Dog g & ®
New

1 1 o
5 5 o
2 2 (]

hyperlinks to vie

IPET Registration Number Middle name m Date of birth | Conflict Of Interest

National
Home »> National >

Qualifications & Units

accurate and correct.

cations

tration >> Qualifications & Units

n to add National qualifications to a batch of candidate
You are charged for each candidate registration for a qualification against the relevant price

Assessment hooking Candidate

(s

and. By registering the candidates with iPET

Reasonable Adjustment

art Date and Expected

Centre Reports

rough WebPortal, you confirm that the details you have supplied are

ualifications O Units | Add Qualifications

Unit group detail

iPET Network Level 3 Diploma in Dog Grooming and Salon Management

P> start Date > Expected End Date:

NUmBGer: 7 “New

Title:

Pathway title:

Total units: 8 Total mandatory units: 8 Total optional units:
Status: OK

D S e

v

B Dapply same dates for all selected units

All units selected

- conaaates |

IPET Registration Number ‘

| |Add Existing [ Searl:h| |New candidate‘

Click hyperlinks to view candidate qualification details

IPET Registration Number m Date of birth | Conflict Of Interest | Reasonable Adjustment m Fast Track
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Step 6

NETWORK

| Pet Edi ion and T

1
Inter g

Now you will need to add the Candidate (student) by clicking on New Candidate.

Qualifications

Ounits | Add Qualifications

Number: 603/5945/6 - New Start Date: 5]
Title: iPET Network Level 3 Diploma in Dog Grooming and Salon Management
Pathway title:
Total units: 8 Total mandatory units: 8 Total optional units:
Status: 0K
Unit group details:

Diploma units 0

Expected End Date:

10/07/2020 | A

B Apply same dates for all selected units

All units selected

] condones |

4

»>

IPET Registration Number ‘

‘ ‘Add Existing / Search‘ lNew candidale]

Click hyperlinks to view candidate qualification details

Add existing or new candidate

IPET Registration Number m Middle name m Date of birth | Conflict Of Interest | Reasonable Adjustment mm

of Q

Batch number

[ By ticking this data protection declaration checkbox the centre confirms that they have received the candidate(s) consent for iPET Network to store and process their personal information in relation to the
i i or Unit(s). Please review our Privacy Policy to learn more.

QB-2006001-12071618-08-20

Step 7

This form will then come up for you to input all of the Candidates details in (you can leave the Further details
and Work address areas blank) Personal details and Home address MUST be completed.

& ! ' ! N
Toto new candidtesaded: 0
Personal details Home address
*Title Ms v Address 1 [ |
* Surname ‘ Carter | Address 2 | ‘
* First name(s) [2amie ] City / Town [ |
Middle name(s) ‘ | County | ‘
* Date of birth = Post code [ |
Additional Support 2 [ Email ID | ‘
Country | V|
[ —4 Further details —4 Work address
1Pt
Unique learner no ‘ | Job ‘ ‘
cli
Scottish candidate ‘ | Employer ‘ ‘
no.
- - Address 1 ‘ ‘
Learner ID ‘\:entre specific learner 1D if required |
- - Address 2 ‘ ‘
Centre ref ‘centrs specific ID if required |
City / Town ‘ ‘
B Programme ‘E g. manufacturer / sub contractor | |
(=] County ‘ ‘ he
achi
Post code ‘ ‘
Purct Telephone ‘ ‘ - j
S— -
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NETWORK

International Pet Edi ion and Training

Step 8

On the screen grab below, there are additional fields. The following fields MUST be completed: More
— Personnel Information, and for Fast Track Students you will need to complete: Previous Qualifications and
Previous experience.|Once completed then click Save.

e < e p— el

Telephone -

Nun E
Title Work Address Contact Qetails

Patf

Employer Title
=} ploy
Stat Employer First Name
Unit Employer Surname
. Employer Job Title ﬁ
Employer Email
More personnel informatic:s Previous qualifications -’Previaus experience Photo, Signature Upload Documents ‘Gateway Declarations
Candi | Ethnicity origin| No Statement v Candidate mobile Nationality England ~
Identification Evid
P entification Evidences
Click hyg
Document Number Ex: Driving License Number, Passport Numk No records added yet
Other Details

a Verified -

Please make sure that you have verified identification evidence
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NETWORK

International Pet Edi ion and Trainii

Step 9

The student will then appear under the blue bar. After the Date of birth column, you will see additional
columns to confirm whether there are any Conflicts of interest. If there are, tick the box and it will give you a
text box to provide details of the conflicts. There is also a\ix for Reasonable adjustments if applicable. The

last column will be Fast Track for you to tick if they are a fast track student. The other boxes will be removed
for the live system.

@® Qualifications O Units | Add Qualifications Save -
Number: 603/5945/6 - New Start Date:|01/06/2020 |21 Expected End Date:| 10/07/8020 |E  EdApply same dates for all selected units

Title iPET Network Level 3 Diploma in Dog Grooming and Salon Management

Pathway title:

Total units: 8 Total mandatory units: 8 Total optional units: o
Status: oK

Unit group details: All units selected

—‘ Candidates \ \

IPET Registration Number | |Add Existing / Search | ‘ New candidate

Click hyperlinks to view candidate qualification details

IPET Registration

First name Middle name Date of birth

Remove Jamie Carter 18-Apr-1992 [m] m] [m] a m]

[ By ticking this data protection declaration checkbox the centre confirms that they have received the candidate(s) cansent for iPET Network to store and process their personal information in relation to the
achNfement of registered Qualification(s) or Unit{s). Please review our Privacy Policy to learn more.

Purchaseordemumber | | Batchnumber |Q5-2008001-12071618-0820 | I /

You will then need to tick the data protection declaration and then click Save.
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NETWORK

International Pet Edi ion and Training

Step 10

The final screen for the registration displays what the student is registered against and their iPET registration
number. You can print this for your own and the students’ records or just close.

You can also take your own screen grab of this final stageto store these details-etéctronically.

@ Quali i Ounits | Add ificati Save -

Please disable popup blocker to prin

Batch Number: QB-2006001-12671618-08-20
Following candidategglere registered for the selected qualification(s) & unit(s)
Date of
Title
Birth
— Jamie Carter | 1B-APT- |603/5945/6 | IPET Network Level 2 Diploma in Dog Grooming
1992 - New and Salon Management
srrErE e G 18-Apr- o Health and Safety in a Dog Grooming
15882 Environment
18-Apr- Promote the Welfare of Dogs conforming with
20080001 Jamie Carter 1992 302 Relevant Legislation
[ Candioates | 20080001 3 carter | 154P™ 1303 Customer Care and Managing Complaint:
Candidates amie e | agy ustomer Care and Managing Complaints
IPET Registration Number — Jamie carter | BAPT |30 Assess and Plan Dog Grooming Styles and
1992 Maintenance of Equipment

Click hyperlinks to view candidate qualific

18-Apr-
20080001 Jemie | Carter 1592W 105 Health Checking, Handling and Canine Behaviour mm%

18-Apr-
20080001 Jamie Carter 1992pr 306 Prepare, Style and Finish a Range of Dog Breeds
18-Apr- . -
20080001 Jamie Carter 1850 307 Canine Emergency First Aid
[By ticking this data protection declarat 18-Apr- Planning the Operation of a Small Canine ir personal information in relation to the
i of regi: Qualif i | 20080001 Jamie Carter 1992 308 T —

Purchase order number Following candidate(s) were already registered for the selected qualification(s) .

Congratulations you have now registered your student &

*Please note some of these fields may change slightly on the live system, if you require any further clarification
or assistance on registering students with iPET Network please email info@ipetnetwork.co.uk.
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