[image: ]Quick User Guide
June 2019





[image: ]
[image: ]Quick User Guide
June 2019




EPA Booking on Walled Garden
Adding Additional Info
Quick User Guide
When you are ready to add the additional
information required to complete an EPA
Booking, this guide will show you how to 
access the relevant fields in Walled Garden



Quick User Guide 

	[bookmark: _GoBack]What mandatory information you will need to add/amend in an EPA booking for an Apprentice
on Walled Garden after placing an order.

	
	

	To start
	Order No

	
	

	To complete 
Employer tab
	Employer Name (Street, Town & Postcode if need to create)  

	
	Employer Contact Name (+ Telephone number & Email if need to create)  

	
	EPA Venue Address (Street, Town & Postcode if need to create)  

	
	

	To complete  
EPA Booking Info tab
	Centre Contact Telephone Number  

	
	Centre Contact Email  

	
	EPA Event Contact Name  

	
	EPA Event Contact Telephone Number  

	
	EPA Event Contact Email  

	
	Access Arrangements, if any (non-mandatory)

	
	Apprenticeship Start Date  

	
	Apprenticeship End Date  

	
	Funded/Unfunded  




How to add/amend details for an EPA for an Apprentice on Walled Garden after placing an order 

	
Log in to Walled Garden

Select Data Services

	
[image: ]






	
Under I want to: select EPA Employer Details

Search for order using period, date range or Order No
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Click 

Select Order No
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Order details are shown

Select individual candidate 
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to enter Employer details
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Click on  
to enter other EPA Booking details
	
[image: ]




1

2
image1.png
Ci
IGtzllds Ilm WalledGarden

A Catlogue  Dataservices  Repors  Help  Settings




image2.png
Search




image3.png
e =200 A

Define the report by using the search critera below. The fiekds may
change depending upon the selections made. Ciick Search to
Continue.
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Search Result: 16 order(s) found
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Clck an order number fo display the details on the right This ist
can be resorted by cicking any one of the column headers.
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To search, enter the full Employer Name or partal Employer Name followed by * If
o Employer is found, ente al the Employer details and select Create
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Please use ths seciion ifyou need to request any adjusimens for an appreniice
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