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ASL Web Portal — Uploading Assessment Results

Please follow the instructions and the screen grabs below to book an assessment for 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.
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Centre Login

This Is a secure area, to continue you must sign in below.
For support o 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

Forgtien pasword [T

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 nurnnses ather than which is ranuired by vour rols onlv. You hd
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Step 2

Click on ‘Import’ > ‘Upload final result — assessment’.
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& O o & https://ipetdev.aptechsystem.co.uk/pages/PaperBookingEV3.aspx
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Use this scr to book assess

ments for candidates that are alread on tl ant course
A processing charge is levied for the postal delivery option. Additicnal charges may be charged for resits.
Please note that once a candidate has failed all available papers, the candidate is barred frem resitting that assessment.

Exam Date & Location Select Assessments & Candidates

PIN: alex | Name: Alex | Centre number: 2006001 | Centre name: Four Paws Groom School £.] @ | B ]| Home | Download QLMS Setup | Change password | Logout
National Apprenticeship Assessment hooking Candidate
me == Assessment booking >> Book assessm exist
Book assessments - existing candidates
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WebPortal

Centre Reports Import

> Upload final result — assessment

Upload final grades

Add Assessment

Submit
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Step 3

Select ‘Pre populated template’
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Home >> Import >> Upload didate as! ent results

Upload candidate assessment results

Instructions:

1. Please use the template by clicking the ‘Dawnload default template' button

2. Please do not madify the column structure from the downloaded template

3. Data should start from the second row (the first row contains column headings)
4. Columns with bold headings are mandatory

5. The date should be entered in the following format: DD/MM/YYYY (use the cell format feature of Excel).
6. Upload the Excel file by clicking the ‘Choose File' button

7. Click the 'Upload' button. After uploading the process completes.

Template d

.| B| [ | Home | Download QLMS Setup | Change password | Logout
National Apprenticeship Assessment Jooking Candidate

X | 8% Four Paws Groom School | De: X | -+ - X

B Other favourites

WebPortal

Centre Reports Import

Upload it results

Default template | ‘ Pre populated template «_ No file chosen

If you use are using a previously downloaded template, you must ensure you have not changed
any of the column headers
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Step 4

An Excel Spreadsheet will load with any candidates that you have previously booked an assessment for,
complete all fields as detailed below (All will be pre populated apart from Marks (in %) this will be 100% and
Grade will be Pass or Fail). Once[this spreadsheet is complete, save it to your computer.

Insert  Pagelayout  Formuls  Data

s 2006001-UCAR [Compatibility Mode] - Excel = - = x
Signin & Share
By X Cut =2 | 3 AutoSum
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 Format Painter - - & B 2% Formatting Table~ Styles+ | - - - € Clear - Filter = Select ~

Clipboard ~ Font. (F] Alignment [ Number (] Styles Cells Editing ~

c2 - 5 100

D E F G H | J K L M -

A B c
IPET Registration Numbe Assessment Numbe| Marks (in %) Result Date Grade Candidate First Name Candidate Sumame Candidate Date of Birth Assessment Description
20060001 "306 100] 01/09/2020 Pass  Sarah Mackay 30/05/1983 Dog Grooming Assessment

2006001 ® El ,
B m
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» Fd mm o xE wi I

£ Type here to search o ]

Step 5

Return back to the WebPortal and click ‘Choose File’ > select the Excel spreadsheet that you have just updated
and the click ‘Upload’. ——
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PIN: alex | Name: Alex | Centre numbi E | B (2 | Home | Download QLMS Setup | Change password | Logout
National Apprenticesfip Assessment bdoking Candidate Centre Reports Import
Home >> Import >> Upload candidate assessment fesults

Upload candidate assessment reshlts
ssment refults

Use this screen to upload candidate

Instructions:

1. Please use the template by clicking the 'Dovfnload default template’ button
2. Please do not modify the column structure fom the downloaded template

3. Data should start from the second row (the first row contains column headings)
4. Columns with bold headings are mandatory|
5. The date should be entered in the fellowingfformat: DD/MM/YYYY (use the cell format fegture of Excel)
6. Upload the Excel file by clicking the 'CheosefFile’ button

7. Click the 'Upload' button. After uploading the process completes.

Template download —‘ Upload results
Default template | ‘ Pre populated Choose File | No file chosen
selected file to upload: 2006001-UCAR.xls
If you use are using a previously downloaded tefnplate, you must ensure you have not changed
any of the column headers Upload
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Step 6

If the Excel spreadsheet is completed correctly a message will appear to confirm your upload was successful >
click ‘OK’.

@y Email - Alex Mould - Outlook xl [ hitpsi/fipetdev.aptechsystem. x | By Email - iPet Network - Cutlook X | B® Sign in to your account x ‘ 83 Four Paws Groom School | Do: X | + - x
< [OIEA] & https://ipetdev.aptechsystem.co.ik/pages/UploadCAR.aspx % =
@5 Mail - sarah@fourp.. <3 QuartzWeb @ The Portal Organisation | [ Other favouritss

ipetdev.aptechsystem.co.uk says

Upload successful.

Please wait...
upload is in
progress

pel Type here to search

Congratulations you have now uploaded the Candidates assessment result. ©

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