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1. Introduction

1.1 EPA Service and Walled Garden

City & Guilds and ILM are End-point Assessment Organisations (EPAO) approved by the ESFA and listed on
the Register of End-Point Assessment Organisations (ROEPAO). Both offer an independent End-point
Assessment Service to administer a range of end-point assessments (EPA) to apprentices, as specified in the

relevant assessment plan.

The system used to support the EPA Service is called ‘Walled Garden’. It is a free, secure online
administration service for customers and has been developed to carry out a range of functions quickly and
efficiently. Walled Garden allows users to:

e Submit registrations

¢ Make bookings for end-point assessment

e Look-up and book knowledge tests

¢ View results for qualifications and end-point assessment
e Find product information including passwords to Assessment Packs, using the ‘Catalogue’
e View various reports

Before using ‘Walled Garden’, you must be an approved customer (e.g. undergone either centre approval
or EPA approval) to setup a user account.

For further information, please visit www.cityandguilds.com/walledgarden.

Change history (v3.0, June 2019)

Section Change
2: How fo register an As part of the registration process, the Unique Learner Number
apprentice (ULN) is now a mandatory field.

6: How to make a
booking

The booking process has changed from “named registrations” to
“On Demand”.

These new steps allow customers to add employer and EPA
booking information directly into our secure, online administration
system ‘Walled Garden’. This information which was previously
requested and shared with the EPA Team via a csv file.

7. How to add or
amend supplemental
information

This is a new section which provides guidance on how to amend
or add supplemental information.
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2.  How to register an apprentice

1. Log into Walled Garden

(www.walled-garden.com). C&zﬁc% Il.m WalledGarden

2. Enter the ‘Username’ and
‘Password’. The username is an A secure administration system for customers of the
email address. City & Guilds Group.

3. Confirm that you have read and

accepted the terms and
conditions. Jeername .

4, Click ‘Signin’.

Password .
1
.I | have read and acoepted the Terms & Conditions. L

Problems logging in?

5. From the home page, click

¢ 1‘ I ’. - o
Catalogue Cltyﬁg' Il
If a standard is not listed, then Guilds l l l WalledGarden
please contact the EPA
Applications Team. ‘
ﬁ Catalogue Reports Help Settings
(EPAapplications@cityandguilds.c
om)

6. Click 'SHOW APPROVED'. This will
list all the apprenticeship
standards, you have been given VIEWALL INDUSTRY/SECTOR
access to, as part of the
application process. .

7. If astandard is not listed, then
please contact the EPA
Applications Team.
(EPAapplications@cityandguilds.c

om)
8. Click on the apprenticeship
standard that you want to register CTY&GUILDSUK  CITY & GUILDS INTERNATIONAL  ILM
an Opprenhce for' Results summary:  Showing results 20 of 117 Show | 10 results -
For the purpose of this document, Gpml e R iz
the term ‘candidate’ will be used v s w3 Skl Zons (generi] wa
in reference to the apprentice. v 9962.99 e kil zone gensric) A
v 9898-98 e-Assessment Navigation Tests Full
v 979901 Level 2 ZCMGMT: TechBac in Digital Technologies MA
v 979412 Level 2 [ Level 2 Customer Service Practitioner End-Point Assessment
4
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Please note:

Orders can only be placed from
one of these organisations at a
time.

CITY & GUILDS UK ILM

*Orders can only be placed from one of these organisations at a time

. Example of a course page.

€ Back to search results
9794-12

Level 2 Customer Service Practitioner End-Point Assessment

30.06.2020 Last certification; 30062023

Provider: City & Guilds

Last registration:

Place an order

Remove from favourites

. Please note:

The last registration date needs to
be in green in order to place an
order.

Last registration: 30.06_2020 .ca‘ticm: 30.06 2023 |
r

12.
13.

Click on ‘Place an order’.

Click ‘Add to favourites’, if the
apprenticeship standard is one
you plan to order on a regular
basis.

Add to favourites

. Under Select order type section, click

‘Named registration’.

Select order type

MNamed registration Dated entry Results entry
—
15. Under Add candidate section, click
‘Add new candidate’. Add candidate
Add new candidate details Cohort Enrolment Number Ol

EPA registration and booking — customer guidance for Walled Garden
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16. Complete all mandatory fields (*).

17. Check all the details for the candidate carefully as this information is used for the ‘Statement of

Achievement’ certificate.

Add personal details First name * | Dorothy

Middle name

Lastname * | Michaels

Please note that the name on the certificate will appear as Dorothy Michaels

Date of birth* | 4 w  Jul w 1589 w Gender®  Female

Your reference

18. Note: Planned end date has a validation of 366 days after start date.
Add apprenticeship Start date * | w Jun -
details

19. In the Employer search field, the search function looks for key words which '‘CONTAINS’. It is set up o

give customers more flexibility, rather than searching for a perfect match.

Add apprenticeship Start date* | 3 - Jun - 015  w Planned end date * 3 -
details

Employer search

Select employer from the list on the riztht, or add a new employer below.

Jan

Employer* | _ please Select -

w 2017 w

20.

Type in the key word (e.g. NASA),

then click ‘Search’.
Employer search | NASA
The search facility is set up to give

customers more flexibility, rather

Search

than searching for a perfect
match.

See example.

21.

22.

23.

The system will return a list of

options.

Employer search  NASA Employer *
NASA - The Launchpad

Customers have the option to

select an existing employer, or to

Select employer from the list on the right, or add a new employer below.

create a new one.

If the employer’s name is available
in the dropdown list, then select it
and move 1o step 27.

EPA registration and booking — customer guidance for Walled Garden
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24. If adding a new employer, we assume the employer contact is also new.
25. Complete all mandatory fields (*).
26. Click ‘Add new employer’.

Select employer from the list on the right, or add a new employer below.

¥ Add new employer

Employer name * Address line 1%

Town * Postcode *

Employer contact details

First name * Last name *

Email * Telephone *

Add new employer

27. You can now search to find an existing Employer’s contact.
28. The Employer contact search field allows a blank search or actual typing. It is your choice.
29. Select the employer contact from the dropdown list.

30. To add a hew contact, go to step 31.

¥ Add new employer

Employer cortact
search

Employer contact *
Doda Zipityday
Search [

ot
Select contact from the kst on the right, or add B new contact balow.

31. To enter a new contact’s details, complete all of the fields then click ‘Add new employer contact’.

¥ Add new employer contact

Add new employer
contact
First name * Last name *
Email * Telephone *

| Add new employer contact |

EPA registration and booking — customer guidance for Walled Garden
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32. Under the add qualification specific details section, you must add the unique learner number (ULN).

Add qualification ' Unigue Leamer
specific details Number* |

33. Under the add optional details section, you can provide additional information.

If the standards you are ordering has the option to request a digital credential upon successful
completion of the end-point assessment, then please add the apprentice’s email address at this
stage.

¥ Add optional details

Start typing your address, then select from the list (E.g. 35 Holdenhurst Road..)

Email Confirm email .
; . ; j

r
House Number House name

Strest District

City State

34. Once you are sure all the
information entered is correct, Add new candidate
then click ‘Add new candidate’.

35. If you have not input the ULN (step
32), then you will not be able to
continue with the registration.

Add qualification Unique Learmnar
36. The field will be shaded in red. S deta Number *

» Add optional details

37. Otherwise, you'll receive a confirmation message saying the candidate has been successfully added
to the basket.

38. You'll be asked if you want to add another candidate.
39. If so, click 'Yes' and repeat steps 16-34 (as applicable), otherwise click ‘No’.

Note: if you have more than five new candidates to add, you’ll be asked to create a cohort name.
Go to section 4 on how to create a cohort.

Otherwise go to step 40.

40. The candidate(s) you have created are now listed under ‘Added to basket’ af the bofttom of the
screen.

41. Check the details again, to ensure they are correct.

42. Click 'EPA Data’, if you want to amend the start/planned end date(s), add an email address for the
apprentice or update employer information.

43. Click 'Edit’, if you want to amend the apprentice’s personal information.

8
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44. Or ‘Remove’ if no longer applicable.

45. If you are happy to proceed, click ‘View Basket'.

Added to basket

Level 2 Customer Service Practitioner End-Point Assessment Basket
Order type: Named registration

Qualificaticns

First name Your ref
Candidates
1

Dorothy Michaels
Qual. code

979412

TOTAL GBP 25.00

46. You can review your order in the order summary section.
47. Click on the red triangle to expand the view.

48. If your order is complete, click ‘Continue’.

To add another qualification, plesse return to Catalogue.

9794-12, Level 2 Customer Service Practitioner End-Point
Assessment

+ 1x candidates Remove all Ordertotal  GBP 25.00

Basket

Order total (net) GBP 25.00

Order type: Named registration

Save basket
Enrno. First name Last name Gender D.OB.
Dorothy Michaels F 04.07.1989 EPAData Edit Remove
Candidates 1 Unit Price GBP 25.00

Order total (net) GBP 25.00

49. You can review the details on the Options and Addresses sections. Click ‘Continue’ fo move to the
payment page.

50. In the payment screen, scroll and select a payment type.
Select ‘On account’ and the amount will be added to your Walled Garden account.

Select ‘Credit/debit card’ to pay now via Worldpay and your account will be debited.

EPA registration and booking — customer guidance for Walled Garden
Owner: EPA Team
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Select payment type

Please select_._

On account
Credit / debit card

51.

52.

Enter your own reference or

purchase order number in the .
- Your reference/purchase order number
mandatory field.

Then click ‘Buy Now'.

53.

When payment is complete, you'll see an order confirmation screen with the order number, your
reference number, billing information, qualification details, list of candidates and cost.

54.

You can print a copy of the order by selecting ‘Print page’ or complete the ‘send a duplicate
confirmation to’ field to receive a copy by email.

EPA registration and booking — customer guidance for Walled Garden
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3.

How to register an existing apprentice (already registered with City & Guilds)

Where an apprentice is already registered with City & Guilds e.g. for a qualification, you can search for

existing candidate details in the Walled Garden.

1. Under Section 2, follow steps 1 - 14

2. To add an existing candidate, click

‘Candidate details’ under Add
candidate section.

Add candidate

This section allows you to search by Add new candidate Candidate details

using other candidate details if you

. Enrolment Mumber Ot

do not have the enrolment
number.

Once you have found the
candidate, you will then be able
to proceed with your order.

To carry out a search, the only mandatory field is the ‘Last name’.

You can use wildcards * in the ‘Last name’ field when searching.

Select the candidate/s you want to place the order for.
Click ‘Add to basket'.

A S

Candidates matching the search criteria are listed in the results table.

Search by candidate details

First name Last name *  jtr*

Your reference

Date of birth | Day w  Maonth v Year w Gender | Male

Enrclment No.

Middle name:

LFO0087

. LFO1187

Azure ITR M

Azure

Search

Your ref
01.01.1990

01.01.19%0

. Add to basket

8. Follow steps 37 — 50, in Section 1.
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4, How to create a cohort

Walled Garden allows customers to create a cohort first before registering them onto an end-point
assessment.

1. Log into Walled Garden (refer to
Section 2, step 1 for details).

. Data
2. From the home page, click ‘ﬁ' Catalogue iy R
‘Catalogue’.

3. Click on ‘Candidate _
management.’ Catalogue Access amangements | Candidate management

4. From the cohort/candidate management page, you can create a new cohort, amend existing cohort,
delete an existing cohort or transfer candidate(s) between cohorts.

5. Click ‘Create new cohort'.
6. Click ‘Continue’

() Create new cohort | .

() Delete existing cohort
O Transfer candidate(s) between cohoris

(O Create new candidate
() Wiew / Amend / Print candidate details

In the Select cohort section, enter a name for the cohort you wish to create.

8. Select the action you want to perform section, you can choose to:
- Create a new candidate.

- Add an existing candidate.

9. To create a new candidate, click -
‘Create New Candidate’. Create New Candidate |
10. A dialogue box will appear
confirming that a new candidate
has been created and ask if you

would like to create another
candidate. Select Yes or No.

11. To create a new candidate, click
the dropdown menu in the Search

OR  Search existing candidate(s) by

existing candidate(s) by field. Candidate details
Enrolment MNo.
12. Select the option you wish to Other centre

search by from the dropdown list Unique Learner Number

and enter the details in the fields.

13. Click ‘Save’ when done.

EPA registration and booking — customer guidance for Walled Garden
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14. In the search results area, candidates matching the search criteria are displayed.

15. Select the candidate(s) by ticking in the ‘Add’ column.
16. Click ‘Add to Cohort’.

| Your search results

Click in the Add column to select candidates. Click Add to Cohort

|Add ENR No. First name Middle name Last name Gender DOB |Your Ref.
T RITE05 EZURE TIVOLTESTAAFTH Female UT.0T. 1958
LSPD435 STIPHKMMRFSXGK STDGKTDRCCLZTR Male 28.10.1992
O ACR3536 STEZKCVLLOQETR STEZKCVLLOQETR Male 01.03.1991 RefS
erhh hhthtritr Male 17.03.2002

Add To Cohort

17. If the cohort is complete, click ‘Save’ at the bottom of the screen.

Gender DOB Your Ref.
Male 25.10.1992
Male 17.03.2002

Update Cohort

18. A confirmation message will appear on the screen to say that the cohort has been successfully

saved.

19. Click 'Ok’ to complete.

EPA registration and booking — customer guidance for Walled Garden
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5.

How to register an existing cohort

Under Section 2, follow steps 1 - 14

2. To add an existing cohort, click
‘Cohort’. Add candidate
Add new candidate Candidate details Cohort .umber Ol
3. In the Search by candidate details section, select the cohort from the drop down ‘Cohort name’ menu.
4. The candidates in the cohort will be listed. Un-tick the candidates you don’t want o be added to
the order.
5. Click '‘Add to basket'.
6. You'llreceive a confirmation message saying the candidate has been successfully added to the
basket.
7. You'll be asked if you want to add another candidate.
8. Ifso, click ‘Yes' and return to Section 2 and repeat steps 16-33 (as applicable). Otherwise, click ‘No’.
9. Go to Section 2, steps 37-50.

Search by candidate details

Cohort name | EPA-CSTEST

First name Middle name
1] LHG3194 tyerhh hhthtrhtr 17.03.2002
vl LSP0485 STIPHKNMRFSXGK STDGKTDRCCLZTR 28.10.1992
o
@
14
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6. How to make a hooking

When making a booking, please note that the individual who places the order in Walled Garden, will be the
primary contact for the EPA Team.

1. Under Section 2, follow steps 1 - 12

2. Under the Select order type section,
click ‘On Demand. Select order type

Named registration Unnamed registration Dated entry

3. The reservation request for the end-point assessment will show under Unit or Assessment selection.

4. You can search for the available units using the product code (e.g. 794-500).

Unit or Assessment selection

Centre No. 053633 Customer No. | 0001004035 | Order type |On demand

Qualification selected |9794-12 || Level 2 Customer Service Practitioner End-Point Assessment

Search available unit or assessments

Enter the unit or assessments number in the format 3538-001 or select from the listing below. Click Search.

ode | search |
code

5. Alternatively, you can use the dropdown opftion “Select Learning Pathway”, under section ‘Unit or
Assessment available’.

Unit or Assessments available

Te navigate, use the scroll bar and sort options. You can sort on any of the columns below by clicking on the column heading.
To select the units or assessments, select the checkbox(es) in the order column. Enter date, fime and quantity required for each assezsment. Click Continue

If you wigh to add named candidates to your order you may do go on the next screen. You may only add exizting candidates to an order.
To create new candidates go to the Cohort/Candidate management menu on the right hand side of this screen.

Leaming Pathway |Select Learning Pathway v

Learning Pathway |Cuslcmer Service Practitioner Apprenticeship End- Point Asse. . V|

6. Select the reservation request option by ticking the order column.
Note: Only select the resit reservation is you are booking a resit.

7. When inputting the data, you need only enter the numerical characters (e.g. 17062019) because the
system will automatically change the formatting.

8. Enter the preferred date* you want to reserve under the Date column. Repeat for ‘Time’ and ‘Qty’.

9. If you are making a booking for multiple apprentices, then enter the total number in ‘Qty’.
10. Click ‘Continue’.

*Please note this is not the actual date for the EPA event. That date will be confirmed by the EPA Bookings Team.

EPA registration and booking — customer guidance for Walled Garden
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Select/Deselect All

|ﬂ 9794500 Reservafion Request r

Date
(dd.mm.yyyy)

Type

| EPaBooking | [15.07.2019 |

Reservation Request Resit - Showcase EPA Eooking
[] | 4794552 | Reservafion Request Resit - Practical Observation EPA Booking | | I | [ |
[] | 9794553 | Reservation Request Resit - Professional Discussion EPA Booking | || [ |

.'

1. If the date is too early, then an error
message will open in a new window.

12. Click 'OK’ and amend the date o
meet the required nofice period of 60

days.

Assessment 9794-300 requires notice period of 60 days. Entries

Message frem webpage

rejected. The earliest exam date is. 14.7.2019

X

13. Under the candidate selection section, search for existing candidates by name or cohort by choosing

from the dropdown list.

14. If adding a cohort, select ‘Cohort’.

15. Select the cohort from the Cohort name dropdown list.

16. Alternatively, you can search by a single enrolment number.

Candidate selection

Centre Mo. 123456 Customer No. [ 0001053020 | Order type |Daied entry

Qualification selected [9794-12 || Level 2 Customer Service Practiioner End-Point Assessment |

Select the action you want to perform

To search for exisfing candiaa

Search existing candidates 3

Unigue Learner Mumber

Eelow is a list of cohoris previsusly created for your cenire. Please select the cohort you wish to use for this onder.

Cohort name

| Select

17. When using the Cohort option, in the ‘Add’ column, tick the candidate(s) you want to make a

reservation for.
18. Click ‘Add to order’.

Your search results
Click in the Add column to select candidates. Click Add to Order

Add name

Middle name

Last name

Genller|DOB

Your Ref.

M T thy

Michaels

Female  |04.07.1959

Add To Order
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19. Under the Candidates in your order section, you can remove any names you do not want to book a
reservation for.

20. If all the details are correct, click ‘Continue’.

Candidates in your order

To navigate, use the scroll bar and sort oplions. You can sort on any of the columns below by clicking on the celumn heading.
To delete a candidate, select the checkbox(es) in the remove column, click Update Order. When complete, click Continue.

Remove |ENR No. First name Middle name Last name Gender |DOB Your Ref.

O LTA4356 Dorothy Michaels Female | 04.07.1989

Update Order

Cancl Order [ ack |

21. Under the Assign units or assessment to candidates section, click the checkbox in the ‘Product Code’.
22. Click 'Continue’.

Assign units or assessments to candidates

To navigate, use the scroll bar and sort oplions. You can sort on any of the fields below by clicking on the column heading.

To =elect the unitz or Assessments, click in the checkbox{es) in the assessments column, or use the =election buttons. When complete, click Continue.

Product code | Description Date Time Qty Named Qty UnNamed | Qty Total
9794500 Reservation Request 15.07.2019 11:00 0 1 1
Remove ENR No. ULN First Name Last Name Gender B Product Code

] |Fkvooi2 1385620438 Mohamed Lioyd Male 5001

Deseloct A | seloctan |

[ sack
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23. On the checkout screen, enter your purchase order number or order reference in the ‘Your PO/Ref’

24. Click on the icon in the ‘Detail’ column, to expand the view and see more information.

field.

Checkout

Please take a moment to check that your order and delivery address are correct.

If changes are required, click the EI icon in the Order line items section. . If the order is correct, click Submit Order.

Order reference and delivery

Please enter your PO [ reference number in the Your PO/ Ref. text box.

Your PO/ Ref. * [EPATest-July19 |

Deliver to | Cormnwall C...Tregonisse...Dorset
Payment method I On Account| V]
Order line itemes

To view the details of the Line Kems, click @ in the Detail column. To change the Order Line ltem, click@ in the Amend column.
If you have made any changes at this sfage, click Update Order. Once complete click Submit Order.

Amend Detail Product code Product description

Order type

Ed &

9794-500 Reservation Request

On demand 1 2.00 200

Delivery ad
this line it
Date sel
Delivery G
Candidates for this line item

ormmwall C...Tregonisse...Dorset

19 Time selected:

11:00
for 9794-500 on 15.07_2019 at 11:00 Delivery Group 01

ENR No. ULN

DOB

FRV3012 1385620438 Mohamed

06.08.1991

25.
26.

27.

Click ‘'submit order’ to place the order.

A message will appear to confirm that
you wish to place the order.

Click OK.

Message from webpage X

0 Do you want to place the order.

28.

When payment is complete, you'll see an order confirmation screen with the order number, your
reference number, billing information, qualification details, list of candidates and cost.

29.

You can print a copy of the order by selecting ‘Print page’.

30.

Click on ‘Update EPA Data’ to enter the
remaining supplemental information
needed for the EPA booking.

Update EPA Data

EPA registration and booking — customer guidance for Walled Garden
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31. Under the section EPA Bookings — Supplemental Information, select the apprentice(s), that you want to

32. If there are multiple apprentices for the same employer, then by selecting all of them at the same

33.
34.

enter information for.

time, you can enter the information just once.

Click on ‘Employer’.

A new window will launch.

EPA Bookings - Supplemental Information

Select the EPA booking(s) you would like to update with Supplemental Information

Please complete the Employer and Booking Info tabs. Failure to complete the information requested in BOTH tabs may result in a delay in your booking.

Employer EPA Booking Info
E EPA hi Tre ~
Contact EPA Address | contact | Arrangements Start Date TS
v

—_—
[ SelectAll__|

Deselect All

35. Enter the '‘Employer name’.

36 USing a W"dCOrd *’ O”OWS yOU TO enTer To search, enter the full Employer Mame or partial Employer Name followed by *. If
The defO"S pGrﬁOHy, 1-0 CCIrry OUT The no Employer is found, enter all the Employer details and select Create
search. Employer Name *

37. Click Search.

38. The system will flag the number of [
search results.

ect an employer then select its act and EPA address before saving. I

39. If the employer record already exists,
go to step 44.

40. If no employer is found, enter the
Employer Name, Street, Town/City and E‘“""’"" Name *

Postcode. T:::'ﬂm

41. Click ‘Create’ to generate the Country [ United Kingdom [~

employer record. Postcode

* denotes a mandatory field

Cancel

EPA registration and booking — customer guidance for Walled Garden
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42. A new window will launch confirming %
that the employer has been Message from webpage
successfully created.

43. Click "OK’. | Successfully Created Employer

44. Use the Employer dropdown, to populate the field with the employer’'s name.

45.
46.
47.
48.
49.

Use the Employer Contact dropdown, to populate the field with the employer contact’s name.
If no contact exists, click ‘Create’ to add the ‘Employer Contact’. Otherwise go fo step 50.

In the new window Create EPA Employer Contact, enter the details and click ‘Create’.

A new window will launch confirming that the contact has been created successfully.

Click 'OK’.

ISelect an employer then select its comesponding Employer contact and EPA address before saving.

Employer |Totom Company - 1 Cat Bus Drive V|

Employer Contact | v|

connaess | v

Create EPA Employer Contact

Message from webpage *

Last Name *

| Successfully Created Contact
First Name = =

Telephone *

*

Email * I
notes a mandatory

50
51
52

53.

54
55

. Use the EPA Address dropdown, to populate the field with the address where the EPA will be held.
. If no address exists, click ‘Create’ to add the '‘EPA Address’. Otherwise go fo step 57.

. Under the section Create EPA Event Address, enter the event address details.

Click ‘Create’.

. A new window will launch confirming that the EPA event address has been created successfully.
. Click ‘OK".

20
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| Create EPA Event Address Message from webpage X

| Successfully Created EPA Event Address

| United Kingdom |

56. An example of a completed employer record.
57. Click ‘'Save’.

Search Result: 1 emplover{s) found
Select an employer then select its comesponding Employer contact and EPA address before saving.

Employer | Totoro Company - 1 Cat Bus Drive V|
Employer Contact [ Autumn Winter vl
EPA Address |1 Cat Bus Drive,Ghibli, GB,GH1 3AT  wv/|

58. A new window will launch confirming
that the Employer info has been Message from webpage .
updated successfully.

59. Click 'OK’.

| Employer info have been updated successfully.

60. Example of the employer, employer contact and address populated.

ENR | ENR Employer Employer EPA A \pp hip CrEd
Select | ‘N, Name | Assessment |y Address | Contact EPAAddress | contact | Arrangements Start Date Planned End
Tetero Company, 1 1 Cat Bus
Mohamed Cat Bus Autumn . §
[
Frvooi2 | MOLa o794500 | o SRS e | Sier Drive Ghibf GHt
3AT

61. Click 'EPA Booking Info'.

1d in BOTH tabs may result in a delay in your booking.

EPA Booking Info
EPA Access Apprenticeshi CETEITERAT T ~
ip
JAddress Contact | Arrangements Start Date P"’“!‘.:;E'“’
v
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62.

63.

A new window called EPA Contact, Access
Arrangements and Apprenticeship date will
open.

Enter the Centre Contact Name,
Telephone and Email.

This is the person who will be the main
customer contact.

EPA Contact, Access Arrangements and Apprenticeship dates

Centre Contact Name

Telephone
Email

64.

Enter the EPA Event Contact Name,
Telephone and Email.

This is the person who will be the main
contact on the day of the EPA Event.

EPA Event Contact Name
Telephone
Email

65.

In the Access Arrangement section, you
can request any adjustments or access
arrangements.

Please check the website for full details
on access arrangements and
reasonable adjustments before making
arequest.

Please use this section if you need to request any adjustments for an apprentice
with a disability or leaming difficulty. All arrangements should refiect the apprentice’s
normal way of working. Please see our website for more information on access
arangements and reasonable adjustments

Access
Arrangements

66. Input the start and end dates of the
apprentice’s apprenticeship. Apprenticeship [ ]
Start Date
Apprenticeship End
Date
67. Funded is automatically populated.
68. Click the dropdown to select ‘unfunded’ L
if applicable. 3 [ save |
69. Click ‘Save’.
70. A new window wiill launch confirming

71.

that the EPA Booking Info has been
created successfully.

Click ‘OK’.

Message from webpage

| = EPABooking Info have been updated successfully.
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72. An example of the completed supplemental information.
73. The information is now saved in the system and the booking is complete.

04.05.2017

09.05.2019
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7. How to add or amend the supplemental information

This section provides guidance on how to add or amend the supplemental information, as referred to in the
booking process (Section 6).

1. Under Section 2, follow steps 1 - 4

2. Click on 'Data services’.

City2¥ l
Guilds I m WalledGarden
ﬁ Catalogue se[::i‘:ﬁ Help Settings
3. From the dropdown list, select the
organisation. EDI file upload
The organisation will depend on which
EPA product the booking relates to. For e
example, Team Leader is ILM. Select organisatio :-
4. From the dropdown list, select the ‘EPA
Employers Details’.
Select organisation: IC"t)' & Guilds.
Le=a 1

Define the report by using the search criteria below. The fields may

change depending upon the selections made. Click Search to
continue.

I want to:

Track EDI Files
Downlead Enrol/Results/Awvards
Download Base Data Extract

I

P PP T

I EP& Employear Details '
|

5. Using the search fields, you can define

the report. @
6. Click ‘Search’.

Define the report by using the search criteria below. The fields may
change depending upon the selections made. Click Search to
confinue.

I'want to: IEPA Employer Details
which *
belongs

o cenfre

For period

* @ | last week w |
Or From * @] To

Order No. [ 1
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7. The results will be displayed below the
search fields.

8. Click on an ‘Order No.'.

Click an order number to dizplay the details on the right. This list A
can be resorted by clicking any one of the column headers.

Order No. Date
106545933 15.05.2019
106545934 15.05.2019
106545936 15.05.2019
106545939 16.05.2019
106545940 16.05.2019

[ 106545944 . 20.05.2019
106545045 20.05.2019
106545946 20.05.2019

9. Click on the arrows to hide/show the
navigation panel.

10. Select the apprentice that you want to update the supplementary information against.

11. Click either ‘Employer’ or ‘EPA Booking Info’.

12. Refer to Section 6: Booking, steps 31-67.

I Order Header

Centre No. Customer No.

Centre Name

Order No.

‘Order Date

053633 1004035

Comwall College St Austell.

106545944

20.05.2019

I EPA Bookings - Supplemental Information

Select the EPA bocking(s) you would fike to update with Supplemental Information

Pleaze complete the Employer and Booking Info tabs. Failure to complete the information requested in BOTH tabs may result in a delay in your booking.

Employer EPA Booking Info| '

" . Employer Employer EPA EPA A i SORIENT =
Contact Address Contact Arrangements Start Date Dat

Totoro Company,1

Cat Bus 1 Cat Bus

Autumn

9794-500 Drive, Ghibli, GH1 Winter Drive, Ghibli, GH1
3AT 3AT
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13. Once the Employer Data and the EPA Booking Info has been successfully updated, the window will

14. The record is now saved.

refresh to show the information.

Order Header
Centre No. Customer No. Centre Name Order No. Order Date
053633 1004035 Comwall College 5t Austell. 106545944 20.05.2019

EPA Bookings - Supplemental Information

Select the EPA bocking(s) you would like to update with Supplemental Information

Please the Employer and Booking Info tabs. Failure to the i ted in BOTH tabs may result in a delay in your booking.
Employer EPA Booking Info
ENR | ENR | Employer Employer EPA Access Apprenticeship “"""’"ME‘:I':"
No. Name Contact Contact Arrangements Start Date Dat
Totoro Company,1 1 Cat Bus
Mustafa Cat Bus Autumn . ity Pretty
FEVS024 Femi 9794-500 Drive. Ghibli, GH1 Winter Drive, Ghibli, G Flowers MIA 01.03.2017 30.05.2019
3AT
3AT
[ selectal [l DeselectAll
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8. How to bhook an e-volve knowledge test

Knowledge tests are part of end-point assessment and can only be taken after the booking date has been
agreed with the EPA Team.

For further details on when to book an e-volve knowledge test, please refer to the ‘Manual for the End-point
Assessment Service’, Section 6: Assessment — 6.1 Knowledge Test Assessments. Available from the EPA
Document Library.

Once an order has been placed in the Walled Garden, please be advised that the knowledge test will not
be available until five days from the order date - this is specific fo end-point assessment only.

For example, order is placed on the 1st of the month, the knowledge test becomes available on the éth of
the month.

1. Loginto Walled Garden (refer to

Section 2 step 1 for details). Catalogue Data Reports Settings

I3
Access amangements  Candidste management  e-certifics e-volve scheduling § R

2. From the home page, click
‘Catalogue’.

3. Click on ‘e-volve scheduling.’

4, From the Select centre dropdown,
chose the centre, if you have more
than one. Select centre: | 123456 - SAP Test UK CR1ch0102

Select organisation: ICit}’ & Guilds

5. Under the candidate selection section, search for existing candidates by name or cohort by choosing that
field from the dropdown list.

Candidate selection

Centre No. 123456 Customer No. | 1053020 Order type [ e-volve Scheduling |

I Select the action you want to perform

To search for existing candidates, select the required method from the drop down list.

To book navigation tests, please search candidate with enrolment 'NAVTEST or search student by last name 'NAVTEST.

Candidate details
Cohort

Single enrolment No
Multiple enrolment Mo.
Other centre

Unique Learner Number

Search existing candidates

Cancel Order

6. Select the candidate/cohort
7. Click ‘Add to order’
8. Click ‘Continve’.
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Your search results
Click in the Add column fo select candidates Click Add to Order

(Add R No. First name Middle name Last name ‘Gender |DOB Your Ref.

| TA4356 Dorothy Michaels Female

Add To Order

9. In the Candidate in your order section, the candidate(s) will be listed.

10. Click ‘Continue’.

Candidates in your erder

To navigate, use the scroll bar and sort options_ You can sort on any of the columns below by clicking on the column heading
To delete a candidate, selact the checkbox(es) in the remove column, click Update Order. When complete, click Continue:
Remove ENR No. First name Middle name Last name Gender DOB Your Ref.
O LTA4356 Dorothy Michaels Female 04.07.1959
Update Order
Cancel Oder |

11. A new window will launch.

12. Click ‘Close’.

Important Tips to help with your bookings:

e-volve

1. Please ensure you know and use the correct Installation 1D eg ABC123 or 01ABCD. The invigilator must
have access to the specified Installation 1D in SecureAssess; otherwise they will not be able to view the

scheduled exams in SecureAssess.
2. Test Start times: You can schedule overlapping tests for a learner, as long as there is a 30 minute gap

between starting times
3. Exam window: Exams can be sat any time from up to 10 days prior to the scheduled date entered in
Walled Garden and up to 30 days after that date. Tests taken offline must be uploaded within the exam

window.

Close

13. Under the Unit or assessment selection secfion, there are several dropdown lists that lets you select the
assessment details to book the candidate on. An assessment will only appear on the list if:

- thelearner has a valid registration for the end-point assessment or the qualification does not
need registration (such as navigation exams).

- the end-point assessment contains one or more on-screen assessments.

14. You can also apply for time extensions and optional alternative location.

D All =ame
Installation 1D

D All same

Time

D All zame
Date (dd.mm.yyyy)

D All zame
Unit or
Asszessment
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15. Select the qualification.

16. The next dropdown list in the row will show the assessments for that qualification. Select the
assessment you want to schedule.

17. Click on the date dropdown list to display and select the available exam date that can be booked.
18. There will be specific fimes to choose from in the Time dropdown list.

Note: You can schedule overlapping exams for a candidate, if there is a 30-minute gap between
start times.

19. Select an Installation ID to use for the delivery of the exam in SecureAssess. You may have one or
several centre installations depending on how your e-volve account is set up.

20. Whichever Installation ID you use, the results will go under the City & Guilds centre number that
booked the exam and will appear in the ‘Candidate History’ report.

Note: If an Installation ID isn't available in the dropdown list, it could be because:

- the information may not have been updated in Walled Garden.
- the information may be assigned to a different City & Guilds centre or sub-centre.
- you may need to apply for a new one.

Please contact Customer Services for support - 0844 543 0000 or
centresupport@cityandguilds.com

Unit or Assessment selection

Centre No [123456 | Customer No. [ 1053020 | order type [ e-volve Scheduling |
Time extensions - Please select the required 2% fime extension for the required candid; time’ cols proval for each candi o} .. To schedule a test with a
higher percentage than the maximum available here, please contact our Policy Team. our policy| s arrang rrangeme: i
Click here for Important Tips [l an sa ] All same Tan
Add Exam ENR First Name Last Name

LTA4356 Darothy Michaels 553092 v 5530202 W 04.022019 995VSA v

+

21. If you want to schedule candidates for the same qualification; the same assessment; the same date;
the same time; or at the same location, enter the details for the first one and click the ‘All same’ box
against each.

|:| All game | =ame |:| All same D All same
Ingtallation ID

22. If any candidate needs extra time, S— S—
click ‘Show' in the 'Additional Time Installation ID
Details’ column for that
apprentice. SISYSA v
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23. It will bring up the fields for a time extension and the reason - you must complete both.

24. For most tests, the most you can select is a 25% extension (50% in some cases, including UKT/EKUs).

| 5
Ahmaliuekmdiun“EnteraIt&matelocaﬁan...l|A:I[Hiotmltine"Ilmn“ v|| I
|

25. For an extension up to 100%, you'll have to apply tfo the Policy Team at City & Guilds with the
necessary evidence. If successful, the tfeam will give you a reference number.

26. For a knowledge assessment to be taken off site, enter the address in the ‘ Alternative exam location’
field for that booking.

27. Exams can only be administered at appropriate locations that follow the City & Guilds policy — this
can be found at cityandguilds.com/policy.

28. When you've completed all the right fields, click ‘Continue’.

29. In the checkout screen, enter your purchase order number or order reference in the ‘Your PO/Ref’
field.

30. Click ‘Submit Order’.

I changas are required, chick the @it&ﬂ i the Order Ing Hema section . i the order is cormect, click Submit Order.

‘Order referemce and dellvery

i the Your PO Ref. fext box.

EPACE-Test-FebiD

Fayment method [ Gn Account[~]

T view the details of the Line items, click 38 in the Detai column. Ta change the Order Line Item, click [&] in #1e Amend eolumn,
1 you have made ary changes at this stage, click Update Order. Onoe camplets click Submit Ovder.

showiHids detslls

Amend Datall ENR Ho First Hame it uct ot Price Delete
A - | LTA4356 Diaratiy Michaet 553002 530202 Level 2 Unclarstand sustamers (2 erecite) 000 O
|pateaTme | | | reason | AMernate Location |
0202 2018 1000 [s95vEA | | |
Order total net o0 GEP
VATISales tax 000 GBP
Order total 000 GBP

Update Order

SAP Test Centre
1 Finance Update DIRECT CENTREADDRESS
Landon EDITED

I the order is complete, chick Submit Order.

Cancel Order Submit Order I

30
EPA registration and booking — customer guidance for Walled Garden
Owner: EPA Team
Version 3.0, June ‘19


http://www.cityandguilds.com/policy

31. A message will appear to confirm

that you wish to place the order. Message from webpage

0 Do you want to place the order,

32. Click OK.

Cancel

33. When payment is complete, you'll see an order confirmation screen with the order number, your
reference number, billing information, qualification details, list of candidates and cost.

34. You can print a copy of the order by selecting ‘Print page’' or complete the ‘send a duplicate

confirmation to’ field to receive a copy by email.
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