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1 LOGGING ON AND TECHNICAL REQUIREMENTS

1.1 How do I access the system?

Through the Walled Garden. Just log in as usual and click on the Quality tab you will see at the top, next to
Catalogue/Shop.

1.2 How do I reset my password?

City H
To reset your e flm  walledGarden

Walled Garden

password

A secure administration system
for customers of the City & Guilds Group.

1. Enter your Username

20____ ‘ 20213(q|
number

Password

| have read and accepted the Terms & Conditions. [J

Cit: -
Guiﬁg ||m WalledGarden

Enteryour20 __ _ _ A secure administration system
Number and click for customers of the City & Guilds Group

Reset your password

202130 X

Contact Us England -




Cit -
Guiﬁg ||m WalledGarden

A secure administration system
for customers of the City & Guilds Group

The email address you entered is being checked against our user database. If your email address is
matched, an email will be sent to you with instructions on how to reset your password.

Contact Us England v

City & Guilds ILM
= 0844 543 0000 » 01543 266867
* (Mon-Fri 08:00-18:00 GMT) * (Mon-Thur 08:00-18:00; Fri 08:00-16:30 GMT)

= centresupport@cityandguilds.com » customer@i-l-m.com

Ci -
gt 1llm walledcarden

The email will look
like this

esetting your Walled Garden password

Please note that this email was sent from a Notification Only address that does not
accept incoming email. Please do not reply to this message.

You have received this email because someone requested a password reset for this email
address. If you did not request this, please ignore this email.

If you did request a password reset, please click on the link below.

Please do not use
Common passwords such Important: Please note the following about the new password you choose:
as 1234, password or
abcde as these will not be
recognised

Your password:

Must NOT begin with | (exclamation mark) or ? (question mark)
Must NOT be comprised entirely of numbers
MUST be 6 to 8 characters in length

Cm— m
Resetting your Walled Garden passwol




A secure administration system
for customers of the City & Guilds Group

Reset your password

Complete the fields

Please confirm your identity by answering the security questions below.
At the end of the form you can select your new password.

First name:

Last name:

New password:

Confirm new password:

Click on ‘change

’
password Change password

Reset your password

Please confirm your identity by answering the security questions below.
At the end of the form you can select your new password.

You will then

need to confirm

your details Graham
Please remember
that all fields are

case sensitive

First name:

Last name:

Walker

New password:

Confirm new password:

ooooooooooo| LN

Click on ‘change

password’ Change password




Citygs ”
Gu?lfd&g ||m WalledGarden

A secure administration system
for customers of the City & Guilds Group

You will then be able to log
in using your new pass- Reset your passwo rd

Your password has been changed.

You can now log in using your new credentials.

1.3 Do we have to use Internet Explorer or can we use other browsers?

The browsers that support the Walled Garden are as follows:

If you are using Windows XP/Vista you will require Internet Explorer 9, 10 Or 11- Windows 7 or Windows 8.

Chrome and Firefox are also compatible — Windows 7

1.4 What are the system requirements for the Quality Portal?

The Quality Portal is part of the Walled Garden, so the technical requirements are the same.

The Walled-Garden is not compatible with Internet Explorer 5.2.3 for Mac, with Apple's Safari web browser
(all versions) or Firefox 3.6/4.0.

However, to use the download and upload report facility you will need to use ‘Microsoft Silverlight’ and
the ‘City & Guilds Offline Quality Forms’ application (download from the Walled Garden).

2 GENERAL FUNCTIONALITY

2.1 What can | do in the Walled Garden Quality Portal?
In the Walled Garden Quality Portal you can:

e view the list of qualifications in your portfolio,
e view and amend your personal contact details,



e view your allocated Centres with their contact details and approval status,

e view your Centre submitted forms (CAP/QAP, CA2), where centres have been rolled out on the new system
e see what activities (visits) the Quality Team has allocated to you,

e view, create, complete and submit all your activity and visit planning reports (CAPV, QAPV, CAR, PA1)

e view reports including Traffic

e submit expense claims online (not International)

2.2 Dol have to complete all of my activities on the Walled Garden?

Yes, you have to complete all your activity reports in the Walled Garden.

2.3 Do we continue to carry out remote sampling activities?

Yes. Remote quality assurance activities are still an option, depending on Centre and qualification risk and
requirements. Your Quality Team will indicate the type of activity you are required to do.

2.4 Will Centres have access to the Walled Garden Quality Portal as well?

Yes, all centres are now migrated onto the new system. Centres will now have a new facility in the Walled
Garden which will allow them to submit forms, as well as viewing your completed activity reports (CARs).

2.5 Does it matter that | work with more than one quality office?

No. Each Quality Team will be able to allocate activities to you. All activities will show together on your ‘My
Activities’ page.

2.6 Can you open more than one document (form) at the same time?
No.

2.7 Can we save a half completed form?

Yes, if you are working online just press save at the bottom of the form or the “floating’ save button on the
right hand side of your screen. This will save the report on the system and you will be able to return to it by
clicking on ‘Change’. You will then be able to complete the form and submit it. It is advisable to click ‘Save’
as you go along, to ensure you do not lose any data.

If you are working offline click on the save button at the top of the CAR report. This will save a new version
number each time you save, ensure you always return to the latest version of the report.

2.8 Does the system show traffic reports?

Yes. There is a tab on the Quality page titled ‘Reports’ click and the select the tab ‘Candidates/Results’ to
view registrations and certifications.

Quality

— Lo
Candidates/Results RS | Qualfications | Financial | Amend On Demand Orders
—
History , Back E
L= )
Candidates / Results reports e

Define the report by using the search criteria below. The

Candidates / Results reports

fields may change depending upen the selections made. o -" 4
Click Search to continue. -
- B Welcome to the Candidates / Results reporting section of the Walled Garden, where you can search
Show me  Registration Listing - - for a whole host of reports linked to candidates, registrations, resultz and timetables.
EV Centre l:l B | The Candidates / Results reports screen is displayed in two sections. The pane to the left consists of a
* . S search area, where you define your reguirements, and this right hand pane is where the detailz are
P displayed
-

Qualification
nnnn-nn

For further assistance, click en the guestion mark icon at the top right.




2.9 Can | see whether another EQA is also allocated to the same Centre | am allocated to?
No

2.10 How does the system alert you when activities are altered?

Currently there is no alert system in place.

2.11 What if | cannot view my Quality Tab?
Please email associate.eqga@cityandguilds.com

2.12 | cannot view any activities in ‘My Activity’ page

Make sure the search period you selected is wide enough to cover the Planned Activity Date for the
activities you need to see. If you cannot view any ‘Activities’ in the ‘My activity’ page change the date
range you are using to 12 months previous and 12 months in the future.

If you’re still unable to see all of your Activities, check that you have used both scroll bars one for the
system and one for your computer/laptop screen

0000635 % ang | 028378

S
4 " { 4

If you tried the above and are still unable to see your activities, contact the Quality Delivery team.

3 SYSTEM TERMINOLOGY

3.1 What does the term ‘Activities’ mean for my role?

This is the term used for all quality assurance activities in a Centre, whether it is a Sampling visit or Remote
Sampling activity, Systems Visit, Systems Advisory Visit or any other EQA activity.

3.2 Whatis a CAR report?

CAR stands for ‘Centre Activity Report’. You need to complete a CAR report for every activity. There are
different versions of the CAR report for each activity type (e.g. sampling visit, systems visit, exam audit,
etc).

3.3 What is the ‘Transaction’ number?

Each activity has a unique transaction number. The transaction number allows you to open the CAR report,
as well as all other forms related to the same visit (e.g. PA1). Transaction numbers are ten-digit long and
they always start with ‘800°.

3.4 In My Qualifications, what do the ‘Valid from’ and ‘Valid to’ dates mean?

These dates show the period during which you are approved to work with each qualification in your
portfolio. The ‘Valid to’ date is a system default date only.
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3.5 What is the difference between Centre Risk and Qualification Risk?

The Centre risk is determined by a number of factors including intelligence we have on the Centre,
gualifications offered, failure to address action plans, information on Centre Updates including sudden
increases/ decreases in staff, assessment sites, etc. The Qualification Risk is determined as a result of a
sampling activity or a qualification ‘awaiting first positive report’.

3.6 What does SAP mean?
SAP is the system that we use internally at City & Guilds. Walled Garden runs on SAP.

3.7 What is an Activity Planner?

The Activity Planner is the plan for all activities offered to a Centre including for example; Systems and
Qualification Sampling.

4 VISIT PLANNING

4.1 Canlsee the Activity Planners for my Centres?

The Quality Team can provide Systems Consultants with a copy of the Centre’s activity planner.

4.2 How much notice will the Quality Team give me when allocating an activity to me?

Approximately 6 months’ notice

4.3  Will the system alert me when an activity has been planned by the Quality Office?

No. You will need to regularly log in to check for new activities. . The Quality Team will call or email you if a
short notice activity is needed.

4.4  Who agrees the visit dates between the EQA and the Centre?

The Quality Team will agree the month of the next visit. They will enter the 1%t of the month in the ‘Planned
Visit date’ fields in the Walled Garden. You will be expected to agree with the Centre a visit date within
that month. Once the date is agreed with the Centre, you will enter it in the ‘Actual Visit Date’ fields in
Walled Garden.

4.5 What do | doif | cannot carry out the activity on the date proposed by the Managing Quality Office?

The date proposed by the Quality Team is only tentative to give you an indication of when they would like
you to carry out the activity. You should contact the Centre and arrange a suitable date that is not too far
from the date proposed by the Quality Team (within the month). Once the date has been agreed, you need
to enter it in the system.

4.6 When should I reject an activity?

You should only reject an activity when you don’t want to do the activity or don’t want to be allocated to
that centre. The quality team will then re-allocate this.

In the case of duplicate activities, no learners or the wrong time of year for example, please contact the

quality team, rather than reject the activity. The quality team will then either re-arrange or cancel the
activity.
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4.7 Can | change a previously agreed visit date or will | need to contact the quality team?

Not in the system; you need to contact the quality team.

4.8 How do | see my traffic reports for allocated Centres?

You can view the traffic reports in the ‘Candidates/Results’ reports on the Walled Garden see 2.9 above
and the guidance below in section EQA08

4.9 Dol still have access to my completed CAR reports?

Yes, you do.

4.10 Will any actions from the previous visit be carried forward to the next report?

No. In the new system, the Action Improvement Plan does not carry over to the next report. For this
reason, it is imperative that you always refer to the previous report to make sure you follow up on any
outstanding actions, as a clear audit trail is required and will be monitored by the Quality Team and our
regulators.

4.11 How do I generate an activity report (CAR)?

In ‘My Activities’, you will see a list of all the activities that have been allocated to you. Each activity has a
‘transaction number’ which looks like this: 800xxxxxxx. To create an activity report (a CAR) click on the
800xxxxxxx number. This will open the Online Forms section in a new window. Select the correct CAR type
from the dropdown and click ‘Create’.

4.12 Will the Quality Team tell us when we need to send out CAls?

You will not need to send the CAl. Once you enter the actual visit date in the Walled Garden, the activity

status will be updated to ‘Visit scheduled’. The Quality Team will then pick it up and trigger the CA1 to the
Centre. You will receive a copy as well. You will also notice that, once the Quality Team has done this, the
activity status in the Walled Garden will change to ‘CA1 sent to customer’.

4.13 Do we still use CA1/2, PA1/2 for sampling activities?

Yes. The CA1 is an email sent by the Quality Delivery team when you enter in the Walled Garden the visit
date agreed with the Centre. The CA2 will be an online form that the Centre will submit via the Walled
Garden. The PAl is an online form you create in the Walled Garden.

4.14 Will the CA1 be generated automatically from the previous visit?
No

4.15 How do I send a CA1 to the Centre?

The Quality Team will do this as soon as you enter the actual visit date in the Walled Garden. You will
receive a copy in your email inbox.

4.16 Which qualifications will the CA1 cover?
The CA1 will cover all qualifications covered by the activity, which the Quality Team has allocated.

4.17 Who should chase Centres that have not submitted a CA2?

Initially, you need to chase them. If you still do not receive the CA2, please inform your Quality Delivery
team.

4.18 How do | view a CA2 submitted by a Centre?

The Centres submit the CA2 via the Walled Garden. You will be able to open it by clicking on the
transaction number (visit number), selecting CA2 from the dropdown menu and clicking ‘Display’.
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4.19 Will all the candidates’ names transfer from the CA2 to the PA1?
No.

4.20 Will the Centre still have the option to submit their own information instead of the CA2?

Yes. Centres can submit their own document providing it has the information you need in order to
complete the PA1 taking CAMERA into consideration.

4.21 What about people on e-portfolios? CA2 isn't really helpful for them.

They can still attach requested information, as they currently do, instead of completing the CA2. They must
always upload the CA2 to change the activity status to ‘CA2 received’, which will enable you to create the
PA1.

4,22 How do | send a PA1 to the Centre?

You can create and submit a PA1 by clicking on the 800xxxxxxx in your ‘My Activities’ page. This will take
you straight to the Online Forms page in a new window. Select ‘Sampling Form PA1’ from the dropdown
menu and click ‘Create’. If the Centre submitted a CA2 via the Walled Garden, this will pre-populate some
of the information in your PA1.

Once you complete the PA1 and click ‘Submit’, this will appear in the Centre portal (for centres with access
to it).

4.23 Do | need to complete a new agenda or each Centre visit?

Yes, you will need to create a new agenda for each activity.

4.24 Can | add other qualifications to the PA1?
No. You can only sample the qualifications allocated by the Quality teams.

4.25 Will the CAR prepopulate from the PA1?
Yes. Please remember to tick each learner that you are planning to sample.

4.26 On the PA1 form, do we have to select and delete the learners to be selected?

Not necessarily. You can either just tick to select the learners you wish to sample from the list on the PA1.
Alternatively you can select and delete the learners you do not wish to sample.

4.27 What if the Centre has not used the CA2, and does not provide candidate enrolment numbers?

You will need to manually enter all details in the PA1, including those not supplied by the centre in their
document replacing the CA2.

4.28 Do we still need to email all visit planning docs (CA1, CA2, PA1) to the Quality teams?
No. The CA1 will be sent by the Quality Team and the CA2/PA1 will be available in the system.

4.29 How will Centres be notified their PA1 is ready to view?

At the moment there is no automatic notification, so you can alert them if you wish. The centre will view
the PA1 in the system when they log in.

4.30 We often sample more than one assessment method. How can we include these on the PA1?

You can add extra rows for each different assessment method you would like to sample for the candidates.
However a simpler solution would be to include the detail in the comment box on the PA1.

4.31 The unit sample box in the CAR 3 only lets you populate with numbers and some units have text
Use the ‘Details of sample’ box for each learner when you need to record text for unit numbers
13



4.32 The unit sample box in the CAR 3 only lets you populate with one unit number

Use the ‘Details of sample’ box to identify all of the units you have sampled.

4.33 When a Centre is reallocated, can the new External Quality Assurer view any previous CAR reports?

No. If you need to see the CAR reports created by the previous External Quality Assurer, you need to
contact your Quality Team who will provide you with the ‘800" numbers for those reports. With these
numbers, you will be able to display the CAR reports by clicking on ‘Online Forms’ and entering the
numbers in the ‘Reference No.” box. Make sure the ‘Customer No.’ field is left blank.

4,34 Will I see any CVs/certificates attached to the QAP by the centre
Yes by downloading any centre attachments.

4.35 Can the Quality team/Centre see the documents | attach to an activity on Walled Garden?

Only the Quality Team will be able to see your attachments. Centres will not be able to see them.

4.36 Which documents should | attach to activities?

This will depend on the way you work and the type of activity. Examples could include: emails, schemes of
work, etc.

4.37 What happens if the Centre details are inaccurate or out of date?

You need to inform the centres managing Quality team, who will get in touch with the Centre to request an
update.

4.38 Does the system automatically select the relevant qualifications for each activity?

Yes. When allocating an activity to an External Quality Assurer, the Quality Team will identify the
qualification that the activity relates to. All forms generated for the activity will automatically contain the
correct qualification number.

4.39 Is it possible to search for transaction numbers?

No. You will need to know the ‘800’ to be able to search for reports and view them. You can get the ‘800’
numbers for each activity, from your ‘My Activities’ page.

4.40 Under which circumstance would an External Quality Assurer reject a visit?

Reasons may vary. For example, you may not want to take on another Centre activity due to your current
workload, or you may have a conflict of interest.

4.41 What are ‘evidence types’?

Evidence types are the various assessment methods used. For example: assignments, witness testimony,
etc.

4.42 Does the system validate that the information provided by Centres is accurate?

No, but there are rules on the forms to stop Centres from omitting essential information.

4.43 Why does the CA1 not indicate which learners are available on the day of a visit?

The CA1 has not changed. It is the responsibility of the External Quality Assurer to identify which
candidates they wish to meet on the day of the activity when completing the PA1.

4.44 Once the PA1 has been saved and submitted, will the Centre be able to view this straight away?

Yes, provided they have access to the portal. In the meantime, you need to email them a copy of the PA1.
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S5 SYSTEMS VISITS

5.1 Is the System Visit letter generated automatically?

No. You will need to submit this as you currently do to the Centre, cc Territory Office. In the future, we will
try to build this into the system.

5.2  Will I be able to view all CARs prior to my systems visit?

You will need to request all the ‘800" numbers for the activities that took place at the centre within a
specific date range. Once you receive the ‘800" numbers, you will be able to view the reports by clicking on
‘Online Forms’ and entering the numbers in the ‘Reference No.” box. Make sure the ‘Customer No.’ field is
left blank.

6 REPORTING

6.1 Canlgenerate my CAR/CAPV/QAPV report in advance of the visit?

Yes; you can always create a report and save it (without submitting) for a later date. On the date of the
visit, you can re-open the report by clicking on the 800 number in your ‘My Activities’ page. This will take
you straight to the Online Forms page in a new window. Select the report type from the dropdown box,
and click ‘Change’.

6.2 Canlcomplete a CAR/QAPV/CAPV when I’'m not online?

Yes/No currently you can only complete the CARs offline.

If you create the form online and click ‘Download’ (instead of save), you will download a copy of the
empty form to your hard drive. You can then complete the form offline, while you’re at the centre. When
you regain an Internet connection, you should create the form online again and click ‘Upload’. This will
allow you to upload the form you completed offline. Once you have uploaded it, you can make further
amendments to the form online and submit it. Please note that, in order to use the offline form facility,
you need to install the applications first. Please refer to the User Guide for details.

6.3 Can | add boxes for samples, staff names, etc. when working offline?

Yes you can add information offline then upload it when you get online. However we recommend that you
add additional blank rows whilst online, you can then download the report and complete offline.

6.4 Why did my CAR not populate names from the PA1?
Please remember to always tick the sample learner box

6.5 Does the number of registered and certificated learners populate from the system?

Yes usually they do populate.

6.6 How do | save my reports on my own system?

Your reports are always automatically saved in the Walled Garden when you submit them, and you can go
back and re-open them to view them whenever you wish.
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6.7 How do | view the CAP form submitted by a Centre?

CAP forms can be opened in the Online Forms section in the Walled Garden. To open a CAP form, you will
need a transaction number which starts with ‘400’. This number identifies the centre application, and not
the approval visit. The ‘400’ number can be found in the description of the CAP visit that is listing in your
‘My Activities’ page.

Centre

. . a00000009a Approval Visit

Go to Online Forms, select ‘Centre Approval’ from the dropdown menu, make sure the ‘Customer No’ is
blank, enter the ‘400" number in ‘Reference No’ and click ‘Display’.

6.8 How do | view QAP forms submitted by Centres?

QAP forms can be opened in the Online Forms section in the Walled Garden. To open a QAP form, you will
need a transaction number which starts with ‘400’. This number identifies the centre application, and not
the approval visit. The ‘400’ number can be found in the description of the QAP visit that is listing in your
‘My Activities’ page.

Qualification
B B 3000000082 Approval Visit

Go to Online Forms, select ‘Qualification Approval’ from the dropdown menu, make sure the ‘Customer
No’ is blank, enter the ‘400’ number in ‘Reference No’ and click ‘Display’.

6.9 Whatdoldoifl carry out two activities on the same day?

If you have two activities, you will have two different transaction numbers (visit numbers) and you will
have to complete two reports. Each activity has its own number and its own report. You should complete
all the steps for each activity, as if they were happening on different dates. The only difference will be that
you will only be paid one day’s fees, because you are completing both activities on the same day.

6.10 If I carry out a combined visit for Systems and Sampling what will the fee be?

The usual one day fee for a Systems Activity (£190).

6.11 Will Centres still be able to use an electronic S-form if they do not have DCS?

Yes. This process has not changed.

6.12 Will Standardisation External Quality Assurers be able to view their QC’s activity and allocations?

No. The Standardisation External Quality Assurers will only be able to view the completed documentation
for the transaction numbers (visit numbers) provided by the External Quality Assurer, on request.
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6.13 How does my Standardisation External Quality Assurer sample my reports?

Your Standardisation External Quality Assurers will request that you give them the ‘800" numbers for the
visits they wish to sample. Those numbers will allow them to view your reports.

6.14 How do | receive any Centre Updates from Centres?

The Quality Team will email you the transaction number for the relevant Centre Update Forms. These will
start with ‘600’. Once you have the transaction number, you can view the Centre Update Form in the
Online Forms section, in the same way you view all other forms.

6.15 Do | have access to old QMS reports?

Yes. There is a QMS tab within the Quality section of the Walled garden, which gives you access to the old
QMS reports.

Welcome Ms. Roberta Moretti

City&s
Guilds Walled Garden

Home Catalogue/Shop — Quality

Quality System | Online Forms | QMS CGLI

6.16 Does the CAR automatically populate the risk of the qualifications | am sampling?

No. You will need to refer to your copy of ‘Our Quality Assurance Requirements’ to justify your decision on
the qualification risk level.

6.17 Can | add Centre staff members to the forms manually?

Yes. These are free text boxes.

6.18 Is there enough space on the CAR form for additional comments? The field seems very small.

Yes. The comments section expands as you type.

6.19 If a CAR report has been created and saved, can the visit be changed?

Yes.

6.20 How can | be sure that my reports have been submitted successfully?

You will see a confirmation screen with a green tick to indicate that the form has been submitted
successfully.

6.21 What if | do not see confirmation screen when | have submitted my report?

You will need to look through the report for any text in red highlighting areas that are not completed
correctly. Please note you will only see these error notices when you click on submit.

6.22 How will the usual fees be calculated?
Fees and expenses are calculated in line with the standard fees listed in the External Quality Assurer
handbook. Expense claims are to be submitted to the relevant Quality Team per activity using the expense

claim form that is currently used. You must quote the transaction number (visit number) that starts with
‘800°.
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6.23 Why can | not complete all of the boxes in the CAR report?
These boxes will populate from the system once the centres are fully migrated.

/ MY PERSONAL DETAILS

7.1 Who has access to my personal details on this system?

In line with Data Protection legislation, your personal details will only be accessible by you and City &
Guilds staff.

7.2 How do | amend my personal details?

If your personal details need amending, go to the ‘My Personal Data’ section in your Walled Garden and
complete as necessary. See user guide, page 8.

7.3 What do | do if | need to amend my financial details?

You will need to inform masterdataservices@cityandguilds.com

8 SUPPORT

8.1 What support is available to me?

On the City & Guilds Website you can view a recorded webinar, the combined handbook is available, also
the Standardisation External Quality Assurer and Associate Manager are available to offer you support.

8.2 Who do | contact if | have problems with the new IT system?

If you have any issues with functionality or data showing in the system, please contact your managing
quality delivery team. For questions regarding how to use the system, please contact your Standardisation
External Quality Assurer or Associate Manager.

9 TIMELINES

9.1 Will there be any additional functionality available at a later stage?

We will confirm these enhancements nearer the time.
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10Glossary

Activity

This is the term used for all quality assurance activities in a Centre,
whether it is a Sampling visit or Remote Sampling activity, Systems Visit,
Systems Advisory Visit or any other EQA activity.

Activity Planner

Activity Planner is a report taken from data in the Walled garden for each
centre, this report includes activities planned for the centre.

400 Number

This is the number you will use to view the CAP/QAP submitted by the
centre.

800 Transaction Number

This is the number allocated to each activity, you will be able to view
these in your ‘My Activities’ page in the Walled Garden. You will use this
number to create, view and complete your reports for any activities that
you will be carrying out.

CAR

CAR stands for ‘Centre Activity Report’. You need to complete a CAR
report for every activity. There are different versions of the CAR report
for each activity type (e.g. sampling visit, systems visit, exam audit, etc.

Qualification Risk Level

This is the qualification’s approval status. Low means Direct Claim Status
(DCS). Medium means ‘no certification’. High means ‘no registration or
certification’.

SAP

SAP is an internal system that we use as City & Guilds staff.
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EQAO01: WALLED GARDEN NAVIGATION City&s

We recommend you do not

Guilds

use the back button in the

& Welcome - City & Guilds Walled Garden - Windows Internet Explorer b t th | = B E3 |
rowser as sometimes tnis may
E G le 'l
cause loss of data. B e £
T Favorites | & Welcome - City & Guilds Walled Garden | | . ] - [ dh v Pagev Safety~ Took~ @~

~ City&s
Welcome Ms. Roberta Moretti Gmds Walled Garden

Home Cat

Help | Personalize | Log off

Access to Quality
Welcome to the Wal MG SRS

A secure administration area for registered users
Welcome to your City & Guilds Walled Garden account.
Using the Quality tab you can

View your allocated centres

Manage all activities allocated to you
Amend your personal details

View and submit your expenses

You can also access the City & Guilds Catalogue - the catalogue allows you to
browse and search for City & Guilds qualifications and publications online, giving you
the same view of our productions as our customers.

Maintenance Alerts and Important Notices

Weekly planned maintenance
« Walled Garden will be unavailable every week from 20:00 (BST) on Saturday to
08:00 (BST) on Sunday due to routine maintenance work on the system.

Help and Information

This is the first

page you will see
when you log onto
the Walled Garden.



EQAO01: WALLED GARDEN NAVIGATION City&s

Access online

Home CatalogueiGhop Reports  CQuality

Guilds

Access QMS reports archive
and traffic reports.

Help | Personalize | Log off

Define your search by using the criteria below. The fields
may change depending upon the selections made.

Show me: I My Centres v

For Centr T1058795 AP Trainin v

For Ayvarding

i City B Guilds -

| History , Back E

4
T

A -

Show me; My Centres

My Activities

My Qualifications
My Personal Data
For Awarding Submit Expenses

For Centre

org 0 | hbooonpooonhs

Welcome | /»ThiS iS_ he Quality

tiosepoussiliberibiolio Welcome page, from where
-V!ewyour allocated Cen{rg; y0U Can aCCGSS a" the
x:zx ::g ;nrzxgeyzﬂra;;lrwstrlsisalaclilgt(;?lt(ijntccl)ult/i?:g submitting your CPD dlﬂ:erent OptlonS that are

- View and submit your fees and expenses

available to you. Use The

Show me dropdown menu
and the Online Forms /
CGLI QMS tab.




EQAO1: WALLED GARDEN NAVIGATION

Cityés
Guilds

Welcome Rita Smales Ckr&"
Guilds
Home efShop Reports  Quality
Quality System | Online Forms | QM3 CGLI

Catalog

Walled Garden

Help | personalize | Log off

Define your search by using the criteria below. The fields
may change depending upon the selections made.

Show me; My Centres ‘ 1 ,
For Centre 064150 East Surrey ¢ ‘@
For Awarding

org City & Guilds 3

Search e

FY

My Centre Details

Centre Details i

| History , Back

-

Customer Number Centre Number

Centre Name

Address

Telephone E

0001003533 064150

East Surrey Co

lege ,London Road, Redhill GB,RH1 2T

01737 772611

Centre Contact Details

Centre Contact Ihme\d(:entre Contact Telephone

Centre Contact Mobile Centre Contact Email

Contact Type

Rechelle Martin

celia. chriete@cityandguilds. com

Lo

Rehana Awan

Select My Centres

june.lang@cityandguilds.com

ac

Centre Contact +447154524582

lenin.doss@cityandguilds.com

ac

Select one of your allocated
centres from the dropdown

© OO

View the qualifications you
are allocated to, at the
selected centre

approval status

This is the qualification

Date when the centre was
approved for this qualification.

Select the Awardin g Qualification | Description st Registration Date | Last Certification Date -
Organisation (only if the 3172-32 ';::e\',:u':;%;:;a"“ and Social Care - Children 81 o, Funl approvan J§ 10.00.2012 1122010 31.12.2013
centre is ILM or
. . . Medium (Registration
International) 317231 Level 3NVQ in Health and Social Care - Adutis fll )= 10.09.2012 1.12.2010 31.42.2013 e
@ Clle SearCh £8EETE Level 2 Certificate in ESOL International (Spoken | Medium (Registration 10.09.2012
e i On this section
@ View centre details 4872412 :;:‘::;i:ﬂ:zf::;g"} Travel and Tourism (Air Low (Full Approval) i 10.09.2012 1122013 /
@ View centre contacts 3592-10 The Individual Profile in Active Citizenship 10.08.2012 you can see a” the

centres you are

allocated to.
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Cityés
Guilds

Welcome Lesley Hanson

Gulds

Walled Garden

H F Cuality
Qiaality System | Onne Forms | QM5 CGLI

Click on any of the column

headers to sort alphabetically.

Help | Personalize | Logoff

| History, Back

Qualifications will stop
showing when their last
certification date has
past.

gualification.

(The Valid to date is only a
system default date.)

W Scarch | ‘
—‘ My Qualifications
Define your search by using the criteria below. The fields
may ehange depending upon e selections made. Qualification Description - ‘ Valid From Valid To ILast Registration Date Last Certification Date
0665-01 (1666-01 L3 cert in Petroleum Process ‘ 30.08.2012 30082012 |u1.u1.2015 01.01.2015
@ Show me: My Qualifications - 0666-03 0666-03 L3 Cert in Oil & Gas Well Te ‘ 30.08.2012 30.08.2012 Iu1.n1.2015 01.01.2015
2391-01 2391-01 L3 Cert in Inspect, Testing” ‘ 30.08.2012 30.08.2012 |u1.u1.2u15 01.01.2015
@ 3532-01 3538-01 Key Skils Qualifications ‘ 30082012 | 30.08.2012 Iu1.n1.2n15 01.01.2015
7318-01 7318-01 Level 3 NVQ in Learning and Deve ‘ 30082012 30.08.2012 |01.01.2015 01.01.2015
7318-02 7318-03 Level 4 NVQ in Learning and Deve ‘ 30082012 30082012 |01.01.2015 01.01.2015
@ Select My Qualifications 7262-01 7262-01 L 1 Cert for IT Users ‘ 30082012 30082012 |u1.u1.2015 01.01.2015
3014-01 3014-01 L1 NVQ in Hairdressing ‘ 30082012 30.08.2012 |n1.01.2015 01.01.2015
@ Click Search 8985-T1 8985-T1 Entry Level Certificate in ESOL ‘ 30082012 30082012 |u1.u1.2015 31.08.2014
398574 8885-74 Level 1 Certificate in ESOL Inte ‘ 30.08.2012 30082012 |u1.u1.2015 31.08.2014
@ All the qualifications 0666-02 0866-02 L2 Certificate in Oil R ‘ 30082012 | 30082012 Iu1.n1.2015 01.01.2015
which you are currenﬂy 2391-02 2391-02 "L3 Cert Design Erection & Ve" ‘ ‘ 30.08.2012 30.08.2012 |u1.u1.2u15 01.01.2015
approved to EQA will 9003-51 9003-51 Modern Apprenticeship in inf ‘ 30.08.2012 30.08.2012 !01.01.2015 01.01.2015
appear on the table.
Scroll down to see the
whole list. This is the date when you _ .
were approved to EQA this On this section, you

can see all the

gualifications that you
are approved to EQA




EQAO01: WALLED GARDEN NAVIGATION

Cityés

MY PERSONAL DATA Guilds

elcome Ms. Ro oretti c 8’" 2 S 2 C i
Wel Ms. Roberta Morett| Gﬂds Wa”-EEd Garden e . ced 10 @p_| Perzonalize | Log off
Quslity System | Onine Forma | OMS CGLI O alled quote Ou neea o

araen log eport a prople € | History, Back
] )
Define your search by using the criteria below. The fields
may change depending upon the selections made. Walled Garden 1D X Consultant 1D First Name Last Name @
@ 200035 01 00021807 Roberta Moretti
show me My PersonalData " Contact Details e
@ Amend I House No Street City Country Postcode Telephone Mobile Email
. 23 Lydford Road London GB NWE 7RT moretti@moretti.co.uk

@ Select My Personal 3
Data

@ Click Search crom o
View your name and :::: " Iiifﬂr- Road I f:,fm Road

@ system identification city |L” | [Lonen
deta| IS Country | GB | GB

poetese I' R I NG 7RT On this section, you can
View your contact clephone :

@ deta”: b Mobie | | view and amend your
Changes’ click on Email |mcreni(5}mcr5ni.c:.uk | moretti@moretti.co.uk personal deta”s C|ty &
Amend, complete — Guilds will be notified of any

. ~ance Save Changes
thed feI'_e\iiam fields changes you make and our
anda Click save .
Changes systems will be updated
accordingly.




EQAO1: WALLED GARDEN NAVIGATION City&s

MY ACTIVITIES (1/2) Guilds

If you are unable to carry out the activity
: — click on the red square the Local Office
Quality System | Online Forms | QS CGLI will then allocate another consultant.

| History, Bac

Define your search by using the oiteria below. The fislds
may change depending upon the selections made. Actvity et ey
g Duration | S=H= Vieit Doos
. East In Process
rsnr:m My Activities soooossppg | MedemEtion oeaian | Sumey | 11.08.2013 | 11.08.2012 |00.00.0000 | 00.00.0000 |8 with [ | [ |
274801, College Consultant'EV
422221
For Centre All my Centres - o da.y . o
i . 7 . .. .00, 4 with
P ANy 8 Guilds The period should be wide enough to cover the ‘planned visit L u
date’ of the activities you want to see.
All Statuses In. Process
4 with [ | [ |
3 ) . g . Consultant’EV
For pericd » ©) For example: ‘last year’ will only show activities with a Local =
Office Planned Visit date in the last year. To see activities : e

Or From = @ 04.06.201Z To 20.06.2013 Consultant’EV

planned for the future, select a period in the future, select ‘next

| |
LI ‘ ’ In P
week’, ‘next month, or ‘next year'. 00.0000 4 v @ |H
Search e Consultant/EV
. . In Process
@ Select My Activities We recommend that for a comprehensive view of all your : with B |m
f el . Consultant’EV
activities, select a date range from 12 months previous to 12 —
@ You can Filter by Centre, months in the future. 0000004 P u n
Awarding Org (only if you ==
. 40002308
work with ILM or [ | [ | 2000043838 | Remote QAF (064180 | Sumey  |01.01.2012 | 01.01.2012 |00.00.0000 | 00.00.0000 |2 z‘:;“n:””w [ ] [ |
International) ooss2 College
V= - 40002208 East L4
@ Select a search period for H B s000042828 | 2EVS 1064150 | Sumey |20.05.2013 | 20.05.2012 |00.00.0000 | 00.00.0000 |8 i:s':::””w ] [}
the Planned Visit date. 822431 Colleg=
@ Click Search to display data H B soc0002020 | 439501°  |asets E:fltey 04022013 | 04022013 |25.02.2013 | 25.02.2013 Palsentte \pg [}
274801 College Customer
@ View a list of your allocated
activities.




EQAO1: WALLED GARDEN NAVIGATION

Cityés
Guilds

»

m

Status: This indicates at what
stage in the process you are.

O a
eade O
@ Transaction number: This is dala
the number that identifies the - —
.. y . istory ;, Badk
visit. You'll need this number | v
to create/open any forms 4
relates to the visit, and to c
claim for your expenses. 1 2 3 4 6
My Flanned | Planned [ Actual Actual ;
— - - \':::; ﬁ;’“m Transaction = | Activity Name  JVisit Visit Visit Visit m Status I:;‘* x
@ Type of activity: this will Type Sl = Sty =
indicate if it is a Sampling [ | [ | 2000025009 | MeBEIStion oeg00 E:s:ey 11.08.2013 | 11.06.2013 |00.00.0000 | 00.00.0000 | FulDay | with [ |
H H graa-0t, ) College o o o o :‘.'.:;nsultsnt-'EV
visit, a remote sampling, a 42222 ored
QAP V|S|t, etC. . . :::—Lzﬁ:g East In Frocess . .
. 8000042007 | o 084190 |Sumey |01.03.2012 |01.03.2012 |00.00.0000 | 00.00.0000 | Half day | with
@ Planned date: this is the date it College Consultant/EV
422221
indicated by the Local Office. S
K East In Process
You should schedule your [ | [ | 5000044005 g’;‘:"s'}:'j':ﬂ 064180 |Sumey |01.04.2013 |01.04.2012 |00.00.0000 | 00.00.0000 | Half day | with [ |
visit to take place on or P College Consultant/EV
around this date. (Start and Sampling East In Frocess
end date will always coincide) [ | [ | 8000044002 :r;t;;‘ts-m. 084190 E:H:E 01.05.2013 | 01.05.2013 | 00.00.0000 | 00.00.0000 | Full Day g::sunam-'Ev [ ] [ ]
. P . P East In Process
@ Actual date: this is the visit [ | [ | 8000044001 z;;_‘ Audt | peatso | Sumey |1202.2013 | 12022013 |00.00.0000 | 00.00 0000 | FulDay | with [ | [ |
date that you agreed with the Cellege Consultant/BY
. 1] i East In Process
centre; when the visit will [ | [ | 5000044000 | Systems Visit (064180 |Surey |11.04.2013 | 11.04.2012 |00.00.0000 | 00.00.0000 | Full Day | with [ | [ |
actually take place. (Start and College Consultant/EV
end date must always " East In Frocess
N y [ | [ | 5000043989 i"sltfdms_?‘r's” 064180 |Sumey |01.02.2013 |01.02.2012 | 00.00.0000 | 00.00.0000 |4 with [ | [ |
CO'nC'de) (et esy College Consultant/EV
L . . 40002208 Esst - )
@ Activity Duration: Indicates [ [ | 5000043829 |Remote QAP (084180 |Sumey |01.01.2013 | 01.01.2013 |00.00.0000 | 00.00.0000 | Full Day ;;?;:';""EV [ | [
Full Day or Half Day. For old poss2 Celiegs
activities you may still see the 20002205 Esst ) )
‘old style’yduratio)r: as 8 H N 2000042822 E‘%%:E?’ 084180 g:lrlr:;E 20.05.2012 | 20.05.201% |00.00.0000 | 00.00.0000 |8 ;;?;';';:“"EV ] ]
(indicating full day) or 4 —
. . R Sampling East N
(indicating half day). HE E 2000002020 | 422221 04190 | Surey |04022013 | 04022013 | 25022013 | 25022013 Halfday |PATsentic g [
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EQAO2: VISIT PLANNING City&e
PROCESS OVERVIEW Guilds

PLAN ORGANISE CONDUCT PROCESS

ACTIVITY VISIT ACTIVITY CAR REPORT

QUALITY TEAMS * YOU If systems QUALITY TEAMS QUALITY TEAMS

Plan activity and Agree date with . visit... Conduct activity Process CAR Notify the

enter onto centre

system
(transaction Send Confirmation
Letter to Centre, cc

number
generated) Quality Team

—_—

report centre that the
report is ready

CENTRE

YOU
Enter actual

visit dates in
Walled Garden

; Walled Garden payment Walled Garden
TERMINOLOGY * CENTRE
o _ View planned T i ;
e transaction activity in sa}r‘r]p ing
number visit...

Complete CAR Process
and submit via Consultant

View CAR
report via

(‘800xxxxXX’) is Walled Garden

the reference
number for the
ERNIWAIOIISEE @ $Z— — — — — — — — — —

See Sampling
Visit Planning

process on next

to finish. * Not applicable for 1 2EtfE

I

I .

1  Exam Audits and 1
1 Unannounced Visits |

ACTIVITY STATUS IN THE

IN PROCESS WITH VISIT SCHEDULED See next slide for CAR REPORT CAR REPORT CAR REPORT COMPLETED
CONSULTANT/EV Sampling visits SUBMITTED PROCESSED
12



EQAO2: VISIT PLANNING Cityés

EQAO02: VISIT PLANNING
SAMPLING VISIT PLANNING Guilds

TEAM

-

Trigger CA1 Submit CA2 via
email to pammm———— \\Valled Garden.
Centre, cc the (This can have
Consultant attached
documents.)

View PA1 in

View CA2 and BN \\/alled Garden

submit PA1 in

Walled Garden

(content from
CA2 will not

pre-populate)

ACTIVITY STATUS IN THE

CA1 SENT TO CA2 RECEIVED PA1 SENT TO CUSTOMER
CUSTOMER

13



EQAO2: VISIT PLANNING City&s
STATUS OF SAMPLING ACTIVITIES Guilds

This is a summary of all the statuses a sampling activity goes through. Each step and status is

explained in the following slides.

In Process
[ | [ | 8000044055 | Sampling 7083 054180 | East Surrey Collegs 03.07.2013 |03.07.2013 |08.07.2013 | 08.07.2013 | 8 with .(D |
Consultant/EV
[ | [ | 8000044057 | Sampl Visit
ampling 3692 084180 | East Surrey Collegs 03.07.2013 |03.07.2013 |08.07.2013 | 08.07.2013 | 8 coneduled [ | [ |
-
' CA1 sentto
B B 8000044059 Sampling 7082 064190 | East Surrey College 03.07.2013 |03.07.2013 | 08.07.2013 | 0B.07.2013 | 8 Customer B B
[ | [ | 8000043951 sampling 064190 | East Surrsy Collegs 17.07.2013 |17.07.2013 | 24.07.2013 | 24.07.2013 | 8 — [ | [ |
= = o o Received
' PA1 sentto
[ | [ | 8000044182 | Sampling 084180 | East Surrey Collegs 09.09.2013 |08.09.2013 |09.09.2013 | 09.09.2013 | 8 Customer [ | [ |
H B 8000044184 | sampling activi CAR Report
pling activity 054190 East Surrey College 09.09.2013 |09.09.2013 | 09.09.2013 | 09.09.2013 | 8 = bmtad B B
Lo
[ | [ | 8000043955 Sampling 064190 | East Surrsy Collegs 17.07.2013 |17.07.2013 | 24.07.2013 | 24.07.2013 | E‘;EDFI{;E;” .@ [ |

NEW status: CAR Report Completed

This indicates that the Managing
QUALITY TEAMS have reviewed and
processed the report, and that it is
available for the Centre to view.
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EQAO2: VISIT PLANNING
ENTERING THE ACTUAL VISIT DATE

Cityés
Guilds

4

Activity Details

"r =
Plan - Cont Stat Reject | Attach
e Type 12 End Star I HE
e East R 8 In Process
0 _ ?:ﬁ:tmn 066150 | Sumey Thg s:[atus of the apt|V|ty will - u
Click hereto gt s be in ‘In process with Consultant/EV
enter dates o — 1
| Sampling . |osa1s0 i |
Visit 3748-01, o
459991 Consultant'EV
gﬁm‘_! East In Process ‘
] BO0D044005 mpling 084190 Sumrey nd na w42 | nd na 2042 oo an nnnn | on nnonnnn | a PR b |
. _._ § a—an pd
422221 CellEg= | @ hitps:/ftestwd2.walled-garden.com/?hguid=51BDESCTA07E.. @ﬂg i
Sampling East 1
[ | [ | 5000044003 | Visit 2748-01, [084120 | Sumey [ |
422331 College [
Exam Audit = Plan Visit Start Dat 3
H B Wm caon 084180 | Sumey n Vis e [01.05.2013 |
Coll=ge 1 pian visit End Date  [) o 0o 3
East isi ' A
[ | [ | B000044000N\_| Systems Visit |DB4180 | Sumey ctual Visit Start Date 27.06.2013 @
ctual Vigit End Date 27082013 .
= Click to save date. Status
B B Enter visit date agreed with Save Changes of activity will change to
centre. Start and End date ' Visit Scheduled. The
must always coincide. (Visits QUALITY TEAMS will then
H N always start and end on the send a CAl.
same day)
[ | [ | 8000043g2g | OAF Visit
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EQAO2: VISIT PLANNING Cityés

EQAO02: VISIT PLANNING.
REJECTING AN ACTIVITY Guilds

1 :
. o Click here to reject
Only reject an activity where you do not the activity

want to be allocated to the centre or f
carry out the activity.

History, Back =

Planned Actual
Visit Visit (PR b
End End

Reject Attach
Visit Docs.

In the case of duplicate activities, no oy —
learners or the wrong time of year for 11052078 100.00.0000 090000001 - I B
example, please contact the quality

. .. In Process
team, rather than reject the activity. The 01.02.2012 |00.00.0000 | 00.00.0000 |4 i~ | K
guality team will then either re-arrange
.. In Process
or cancel the activity. 01.04.2012 | 01.04.2012 | 00.00.0000 | 00.00.0000 |4 with B B
Consultant’EV
Sampling In Process
. . 20000440032 Wisit 2748-01, | 084180 Sumrey 01.05.2012 | 01.05.2012 | 00.00.0000 yﬁﬁﬂ k-] with . .
4722-21 College Consultant’BW
[ | [ | 8000044001 | g Eﬂ 12.02.2013 | 12.02.2012 |00.00.0f s :
urey 1202 oz 9 @ httpsy/testwd2 walled-garden.c... =l o=h e
Click Yes to reject the visit.
L Bl s YOu Will not see it your
| activities the next time you
B B 2000042338 log in.
20002306 East
. . 200004325839 Remote QAF | 084150 Sumrey 01.01.2012 | 01.01.2012
oose-21 College
40002208 Eot
[ | [ | so00042828 | SAP VISt lges160 | sumey  [20.05.2012 |20.05.2012 |00.00.0
088801, CoNege
622431
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EQAO2: VISIT PLANNING

ADDING NOTES

Cityés
Guilds

4

Activity Details

m m’m Transaction + 4 Consultant Note mni Status E;‘* g
Typé
! In Process
B B 2000044009 00.00.0000 |2 with B B
4z772.3-  (Spoke to Centre contact to arrange a visit. = CensultantBY
Halfam | *Vill call me back next week.|
4 In Process
H B soopdaso07 | Sarel @ 00.00.0000 | 4 with [ | [ |
47090 Consultant’EV
Remc:h_:.- In Process
[ ] [ ] 8000044005 | SamPl 00.00.0000 |4 with [ ] [ ]
;%’1' Consultant/EV
Sampling In Process i
[ | 2000044002 | Visit 3748-01, | 084180 | Sum 01.05.2012 | 01.05.2013 d0.00.0000 | 00.00.0000 | & with [ | [ |
422221 Col Consultant/EV
East In Process
[ | 2000044001 E;‘ Audt 1084190 | Sumey 4 with [ | [ |
Colleg Consultant’EV
East 4 In Process
[ | 5000044000 | Systems Visit |084180 | Sumey A EV Note Updated . with [ | [ |
Colleg Consultant’EW
" Jl Click again at a later date to Suey You have the facility to make your
i : Coll ! >
V'etW PARMTLEY S — own notes against each activity. Do
notes. - :
| 005501 '::Du:e not record any actions or notes
Pr— . for the Centres. The QUALITY
[ [ 2000042823 ?Pvi:it 084180 |Sumey |20.05.2012 | 20.05.2013 |00.00.0000 TEAMS however will be able to
' College
= access these. Please remember to
Sampling East
[ | [ | 8000002020 | 4222-21 084190 |Sumey |04.02.2012 | 04022013 |26.02.2013 . add the date of your entry and your
3748-01 College

name
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EQAO2: VISIT PLANNING Cityés

EQAO02: VISIT PLANNING.
ADDING ATTACHMENTS Guilds
4

-]

-
Activity Details r
My Planned | Planned | Actual Actual :
Plan | Consultant Actvity Reject | Attach
Transaction = | Activity Centre  |Hame | Visit Visit Visit Visit Status
Visit | Note Type Start End Start End Duration Visit Docs
e East In Process
o | TR e i R e 80 0000 | 00.00.0000 |8 with [ ] [ |
ile uploar Consultant’EW
. \ In Process
. Pleaze select the file you wish to upload: 00000 | 00.00.0000 |4 ith . .
Em%
— L oowse | @)
In Process
B ).0000 | 00.00.0000 | 4 with B B
Consultant’EW
Existing Doc: t E
Isting umenis /m
Bl o documents avaiable 0.0000 | 00.00.68607 8 with B B
Consultant’EWV
Exam Audit — In Frocess
B B pan 084120 |Sumey |12.02.2012 | 12.02.2013 |00.00.0000 | 00.00.0000 |4 with [ | B
College Ceonsultant’EV
East In Process
B B Systems Visit Surey | 11.04.2013 | 11.04.2012 |00.00.0000 | 00.00.0000 |& with B B
College Consultant’EWV
- East In Frocess
B B o Surey [01.02.2013 |01.02.2012 | 00.00.0000 | 00.00.0000 with
Here you can view College U his facili h
AR previously attached -~ se this facility to attach any
Surey  [01.01.2013 |04.01.2013 |00.00.0000 | 00.00.0 il
documents. o= document relevant to the visit. For
40002205 ot example, you can attach a CA2
QAP Visit
. . 50000432835 o 1 084190 g::ze 30.05.2013 | 30.05.2013 |00.00.0000 | 00.00.0| Sent by a Centre that does not yet
£224-31
have access to the Walled Garden.
Sampling East
[ | [ | E000002020 | 4222-24 084190 |Sumey |04.02.2012 |D4.02.2013 |25.02.2012 | 25.02.2
374501 College
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EQAO02: VISIT PLANNING City2se
VIEWING A CA2 (1/4) Guilds

To view the CA2 submitted by the centre when they are using the system:

Activity Details
- Consultant Planned |Planned |Actual | Actual Reiect act
. Transaction My Activity Type Centre HName Visit Visit Visit Visit Status - &
GER | EE start End Start End st ocs
Consuftant/EW
[ | [ ] 2000000462 40000181 Centre/Qual App 0665-01 053795 | APZ Training Centre 30.08.2012 |30.08.2012 |30.08.2012 | 30.08.2012 | Report [ | [ |
Submitted
In Process
[ | [ | 3000000488 Sampling Visit 0855-01 058795 | APZ Training Centre 30.08.2012 |30.08.2012 | 00.00.0000 | 00.00.0000 | with [ | [ |
Consultant/EV
S - Vist
[ | [ | 3000000490 Sampling Visit 0655-01 058795 | APZ Training Centra 30082012 |30.082012 |31.082012 | 31.082012 | o [ | [ |
) . - CA1 sentto
B B 2000000494 Sampling Visit 0655-01 058795 | APZ Training Centre 30.082012 |30.082012 |31.08.2012 | 31.082012 | J 0 ,* B
[ | [ | @ 3000000496 Sampling Visit 0655-01 058795 | APZ Training Centre 30.08.2012 | 30.08.2012 |31.08.2012 | 31.08.2012 E:few o \ﬁ [ |
In Process
[ | [ | 3000000498 Annual Systems Vist 058795 | APZ Training Centre 30.08.2012 |30.08.2012 | 00.00.0000 | 00.00.0000 | with [ |
Consultant/EV

The activity has to be at status CA2 Received

Click on the 800...... transaction number

Q0O
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EQAO2: VISIT PLANNING City&s
Guilds

Home op  Quality CI'Ck tO hlde SearCh fle|dS
Quality System | Onling Forms | QM5 CGLI and maXImlse the W|dth Of
the screen History , Back

@

Catalog

Define your search by using the criteria below. The fields
may change depending upon the selections made.

Please select the form you require from the list he'eand then dlick on the action you wish to perform.

Please choose Sampling Form CAZ -

Centre 040307 West Cheshire College

Reference No.
Show me; My Activities - 8000045357
For Centre All my Centres - Display
For Awarding
org
All Stat H
For Status atuses d Online Forms
For period * @ last year b Online Forms allows you to view and submit a range of forms, including qualification approval applications (QAP) and centre updates
(cu).
Or From* @ To

The Centre Activity Report (CAR) is the report form that is used by your Quality Consultant, Systems Consultant or Examinations
Auditer. Unlike previous single form reperts, the CAR has been split into several different forms. The CAR you will see during and after
an external quality assurance activity will depend on the nature of the quality assurance activity undertaken.

’d
7]

arch

m

Please see below for a description of each:

Centre Activity Report 1 - iz used for

* exam audits

Online Forms will open on the
rlght'hand Slde Of the screen tentre Activity Report 2 - iz used for

# szenior / professional recognition award monitoring activity

Se|eCt Samphng FOI‘m CA2 Centre Activity Report 3 - is used for

» external quality assurance sampling / moderation activity
from the dl‘OdeWﬂ menu » external quality assurance sampling / moderation activity-remote
The centre and Reference No Centre Activity Report 4 - is used for

» =ystems visit
+ szystems advisory activity

will be pre-populated

Click on Display

OO 0| ©
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EQAO02: VISIT PLANNING City&s
VIEWING A CA2 (3/4)

VIEWING A CA2 (3/4) Guilds

|- Quality S;stem | Online Forms l
- | History , Back
The centre may attach Centre tracking of assessment and quality assurance
their own database.
. . Wherever possible, please complete and distribute this form electronically to avoid unnecessary printing
However they will still
need to submit the CA2 Centre no,, ID: [otoss0 |
with the file attached. Contact name: [Angelina Ackerson |
Centre name: |S-3L|th-.-'-.'ar-: College |
Service Order: |8|j|j|j|j|j|j??2 |
Date of City & Guilds QC , ESC” activity: ||:|1.EI'3.2EI12 |
*Qualification Consultant , Employer Systems Consultant
@ The Completed CA2 will Please forward the following information:
dlsplay select Document Type Attachment
TO VieW any documents [T [Copies ofthe tracking planfinternal quality assurance sampling plan for the qualification(s) listed. 328 Tanction
@ attached tO the CA2 CliCk = 51|§?1s§1“c:3\:|fm|31u use e-portfolios for these qualifications, and which portfolio do you use? Please meption in
—

view file ;I— m’—
Te— :
Do you wart to open or save this lile?

E‘ Name 32851 MON_Sanction_High_20120608 122129 doc

j Type Microsoft Office Woed 97 - 2003 Document, 27.0...
From  bxgpbipga.cohing

[ open |[ Swe |[ cas |

(7] Mways sk before coenng Sis type of fle

Whie fies from the Irtemet can be usefid. some fles can potertially
B your comprter. Fyou 80 net tust the source, do net cpen o
save this fle. Yihot s e ngk?
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EQAO02: VISIT PLANNING City&s
VIEWING A CA2 (4/4)

VIEWING A CA2 (4/4) Guilds

Additional Attachments

CA2Testing80000580503748-01Download_20151020_115312.xlsx
CA2TestingB0000580503748-02Download_20151020_115318.x|sx
CAZ2TestingB0000580503748-03Download_20151020_115328.xlsx Ll g dl]]
CA2Testing80000580543847-230ownload_20151020_115334.xlsx
No files attached The qualification(s)
being sampled will be
listed on the CA2,

Only use the following table(s) if you have not attached a list of your learners.

Please complete all columns for the relevant learners. There will be one table per gualification numbe

Qualification Qualification title ~ Attach
no Enrolments
3847-03 English Skills - Themed English Awards CAZTesting80000580603847-0300ownload_20151020_115802.xIsx
View Fild
3847-23 Maths Skills - Themed Mathematics Awards CAZTesting800005806036847-230ownload_20151020_115811.xIsx

. What do you want to do with
To view the centre CA2Demo_20160405_111900xsx? .
. . . _ You will see a pop up
information click Sae 115 KB

' From; wdcgemaled-garden.com box click open to view
on the files
# Open or save to download

The file won't be saved automatically.

You have the option to print
the CA2

# Save

* Saveas
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EQAO02: VISIT PLANNING City&s
CREATING A PA1 (1/11)

CREATING A PA1 (1/11) Guilds

Home Catalo hop Reportz  Guality
Quality System | Onling Forms | QM3 CGLI

Once the Centre have
returned the CA2 you

can create the PA1

4
Activity Details
Planned Planned Actual Actual = ~ o
Plan | Consultant . . " n . ! Actvity Reject |Attach | —
. Transaction « | My Activity Type Centre Name Visit Visit Vigit Visit - Status .
Visit | MNote Start Endt Start o Duration Visit Dacs
Sampling Visit 3748-01, 4222 n Process
B B 8000044014 |33 064190 | East Surrey College 04.06.2013 |04062013 |00.00.0000 | 00.00.0000 |8 with B B
Cunsultantri\
[ ] [ ] ) P gf”"""”gws“ ST4B-01 4222 | psaqo0 | East Surrey College 04062013 |04.06.2013 |21.06.2013|21.06.2013 | 8 I g“’:few o \rh [ ]
External Q& Moderation 3745- In Process
[ | [ | 8000044009 | OO 084190 | East Surrey College 11.062013 |11.06.2013 |00.00.0000 | 00.00.0000 |8 with [ | [ |
' - Consultant/EV
[ | [ | 2000044007 Efl':jzg_sz‘:m""”gw“ 3748 | gga190  |East Surrey College 01.03.2013 |01.03.2013 |24.08.2013 | 24.08.2013 | 4 E":;t:g;trm [ | [ |
Remote Sampling 3748-01, In Process
[ | [ | 8000044005 | A2 084190 | East Surrey College 01.042013 |01.042013 |00.00.0000 | 00.00.0000 | 4 with [ | [ | i
- Consultant/EV 5
[ | [ | 2000044003 ;’fm“'i”gvm 34BN 4222 | etyon | East Surrey College 01.05.2013 |01.05.2013 |27.06.2013 | 27.06.2013 | 8 g;“ ciues | [ |
In Process
[ | [ | 8000044001 Exam Audit 3692 084190 | East Surrey College 12.022013 |12.022013 |00.00.0000 | 00.00.0000 |4 with [ | [ |
Consultant/EY
In Process
The PA1 will be populated from the
@ Locate your activity. The status has to be ‘CA2 CA2.
Received'. . .
If the Centre attached their own list of
@ Click on Ithe TransactlonhnumEeL(BC()jO).dThlst\;:II learners, you will need to popu|ate the
open Online Forms on the right-hand side of the : .
P 9 PA1 with learner details for your
screen.
sample.
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EQAO2: VISITP

Home Catalog p Guality
Quality System | Online Forms | QM3 CGLI

LANNING City&s:
Guilds

Click to hide search fields
and maximise the width of

the screen @ History, Back

Please select the form you require from the list be!_-_ and then dlick on the action you wish to perform.

Pleaze choose Sampling Form PAL -

W search |
Define your search by using the criteria below. The fields
may change depending upon the selections made.
Show me: My Activities -
-

For Centre All my Centres - (4
For Awarding
org
For Status All Statuses -
For period * @  last year -
orfrom*= O To

Searn

Centre 0403207 West Cheshire College

Reference No. 2000045357

»

Online Forms

Online Forms allows you to view and submit a range of forms, including qualification approval applications (CQLAP) and centre updates.
(CU).

The Centre Activity Report (CAR) iz the report form that is used by your Quality Censultant, Systems Consultant or Examinations
Auditer. Unlike previous single form reports, the CAR has been split inte several different forms. The CAR you will see during and after
an external guality assurance activity will depend on the nature of the quality az=urance activity undertaken.

m

Please see below for a description of each:

Online Forms will open on the
right-hand side of the screen

Centre Activity Report 1 - iz used for
* exam audits

Centre Activity Report 2 - iz used for

Select Sampling Form PA1
from the dropdown menu

# senior / professional recognition award monitoring activity

Centre Activity Report 3 - iz used for
= external quality assurance sampling / moderation activity

The centre and Reference No
will be pre-populated

= external guality assurance sampling / moderation activity-remote

Centre Activity Report 4 - is used for
» systems visit

Click on Create

O © O ©

= systems advisory activity

Centre Activity Report 5 - iz used for
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CREATING A PA1 (3/11) Guilds

EQAO02: VISIT PLANNING City&s
CREATING A PA1 (3/11)

Form PA1 Cityce =
orm cunds 1M

m

Plan of *QC , ESC activity " v
pre-populate

PA1 will display.
1. To:
Contact name: Carolynne Winchester |
Centre no , ID: 054450

rvice Order: 8000043459

sition: Quality Assurance Co-ordinator

ntre name: Guildford College

As you

e, address: Stoke Park Campus
progress Guildford
through the Sgi}:e]n-:lEEinudom

form, use the
floating Save
button.

om: Qualification Consultant / External Verifier, Employer Systems Consultant

QC , ESC name: John Lyons

Telephone:

. Type of activity: Qualification Sampling Activity
SAVE

REGULARLY Date of activity: 25.11.2013
TO AVOI D Start time: (24 hour clock)
LOSING

09:00:00

DATA
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EQAO2: VISIT PLANNING Cityése

Guilds

Every time you press the Save button, you should see this message to confirm that the form has

been saved successfully.

Guality System | Osine Forms | QWS 03U

History , Bbck
W searca | )

Dafine your search by using the criteris below. The fiids may
ERNGE MEEREnG upon e BN mady

Shaw ma by Activitied -

Fer Canirg All sy Canitrad -

For Awardng
oy

Far Status Al Statuses -
Your form has been saved.

For peripd ® 80 Iast month -

Or Froen ™ Ta

m Don't forget youw still need o submit the form once it is complete. To do this, go back to the form and click ‘Change’ to edit it.

Click ‘Search’ to go back to your list of
activities.

Re-open the form in ‘Change’ mode to
continue working on it.
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EQAO2: VISIT PLANNING City&s
CREATING A PA1 (5/11) Guilds

» 3. Type of activity: Qualification Sampling Activity
Date of activity: 21.06.2013 o
Start time: (24 hour clock) 00:00:01 o

Date of previous activity:

Qualifications to be sampled:

(Gualification Qualification title Total number of
no registered learners
in the last 12
months.
3T48-m Functienal Skills English 366
4222-1 Lewel 2 Diploma in Health and Social Car 3

4, Outline plan for the activity

| would like to draw your attention to the previous report dated and the action plan that was required, as this will form a particular focus during my

The PA1 will be populated with
Date oflast report the number of registered
learners for each qualification

visit (left blank if no action plan was required).

Save

Outline agenda for the activity, including details of any sites to be visited, telephone calls and approximate timings:

you are planning to sample.

Delete? Time{am} Activity Time{pm}
{hh:mm) {hhzmm)

5. Centre staff | would like to meet during the visit or contact during the remote activity

Please also ensure that all applicable staff are aware of the nature and requirements for my visit or activity.

Delete? Name{list any aditicnal staff in the Position
comments section)

-
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EQAO2: VISIT PLANNING City&s
CREATING A PA1 (6/11) Using the Learner Search Facility ol

6. Qualification(s)learners sampling plan

Please arrange for the following, candidates and evidence to be made available. Please note thata

random sample may also be included during qualification sampling visits.

Hote: This evidence must be sent to me by the date shown if this is a remote sampling activity (see section 3).

Delete? | Sample Learner Learner name ‘Qualification no|GQualification|Qualification| Evidence type(s) Assessor name 1QA staff name Assessment | City & Guilds
@ Learner | enrclment lewel Unit site registration
> number name/address date
g (dd.mm.yyyy)
C|r pesse s -

Add New I Delete
To populate the learner field

click on the Search button

7.  Please arrange for me to observe the following quality assurance activity:

Delete? Programme coordinator/Iinternal Assessor (if applicable)
Quality Assurer

Activity

r Pleaze select -

8. Additional comments/qualifications/staffiobservation of 1QA |

practice requirements:

m

Please contact me if you have any queries regarding the plans for this activity

Submitted date ‘l
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EQAO2: VISIT PLANNING

Cityés

CREATING A PA1 (7/11) Using the Learner Search Facility ol

Ssave

[i%

Qualificat] & e A e e P
I —

- — - =
Z37fdGhIbWVwYXRoPVpDRIRIR, . L= =1 | S

Flease al

random{ 1
Enrolment Number

Full Name

Note: T
2

-
Delete? Qualification code

=

O i

Please ar

Delete?

-
[ raane]

Additiona

practice 1|

Flease cc

Submitted .

-

3632-12 [=]

- I
—

iction 3).
Evidence type(s) Assessor name 1GA staff name Assessment | City & Guilds
site registration
name/address. date i
ddmmyyyy) |
Please select -
=nt site Activity

Enter an enrolment number and click search
Enter a full learner name and click search

I You can search using various options:

Use a wild card (*) in either field and click search
Select the qualification only from the drop down and

click search
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EQAO2: VISIT PLANNING

6. Qualiﬁcation{s}rlegrners sampling plan .
& https:/fwd2.walled-garden.com/7sap-params=Z3ZfdGhlbWVwYXRoPVpDR1RIR.. /= [ = [eeSe
Please arrange for —

F
Enrclment Search

random sample

Note: This evidenc

Enrolment Number | |

Delete? | Sample Assessor name 1QA staff name Assessment | City & Guilds
Learner site registration
Full Mame | | name/address date
@ fdd.mm.yyyy}
% r O Qualification code 3692-25 -
n

|

Select | Enrolment Number Full Name
7.  Please arrange fo ® AJOZ06T
L= == [ ® AlJOZ030 Names will
r 02118 appear in this ]
column =
- & AJDZ2153 i
& AlJOZ190
8. Additional commi (@] PPZO666 i
practice requirem (@] TCFOSTT i
& WGWI358 i
Please contact me ® YBDE223 i
& WCRE499 i
Submitted date |: :I YCR2404 1

ll

I
— + If the qualification does have learners
" registered you will see them listed
+ To populate the PA1 click on the Select
button
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EQAO2: VISIT PLANNING

6. Qualification(s)learners sampling plan

Please arrange forﬂg https:/fwd2.walled-garden.com/7sap-params=737fd GhIbWVwYXRoPVpDR1RIR... .= =i

random sample malg e P

Note: This evidence

Delete? | Sample Enrolment Number | | Assessor name IGA staffname | Assessment | City & Guilds
Learner site registration
[+] name/address date i
> Full Name [ | {dd.mm.yyyy)
‘v |
7] r r -
Qualification code 3692-12 -
Add New De

| No records found for the provided search criteria above I
7. Please arrange fori

Delete? Program

Add New De

If the qualification does not have learners

8 Addttional commes registered this is the message you will see
practice requiremel

Please contact me if

Submitted date
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EQAO2: VISIT PLANNING

CREATING A PA1 (10/11)

Cityés
Guilds

1

7.  Please arrange for me to observe the following quality assurance activity:

Delete?

Programme coordinater/Internal
Quality Assurer

Assessor (if applicable)

Assessment site

Activity

-

Pleaze select

Populate with the date you

8. Additional commentsiqualifications/stafflobservation of QA |

practice requirements:

Please contact me if you have any queries regarding the plans for this activity

Submitted date

submit the PA1

Once complete

1

Telephone:

Date of activity:

Start time: (24 hour clock)

Date of previous activity:

Qualifications to be sampled:

click Submit

If the PA1 has not been submitted

Type of activity: Qualification Sampling Activity

successfully you will see errors flagged

in red.

28.06.2013

00:00:01

Please entervalid date (DD.MM.YYYY)

pzoz212

Correct the errors, re-save the form and
try to submit again.
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EQAO2: VISIT PLANNING Cityése

Guilds

If the PA1 has been submitted successfully this message will appear

Cunlity Sysiem | Osine Forms | QWS CGU

Dafine your asanch by using ihe crilena belrw, The Takds say
CRange Spendng upon he peERony made

Shaw ma My Aativitiea -
For Canine All vy Cantras -
Fer Awardng
g
Fior Status All Statuses -
Forperind ¢ @0 last month -
Or From * To

[ search |

History, Back =,

This message will let
you know the next step

Your form has been submitted

What happens next

The planning process for this activity is complete. You can now start 1o work on your Centre Activity Report (CAR).

Click ‘Search’ to go back to your list

of activities.

Re-open the form in ‘Display’

mode to view/print it.
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EQAO02: VISIT PLANNING City2se
PRINTING/SAVING A SUBMITTED PA1 Guilds

If your centre does not have access to the system yet, you will need to save a copy of a the submitted PA1 form and email
it to them. Follow the steps below.

Pleaze choose Sampling Form BAL -

Centre 040207 West Cheshire College »

1. Once complete
Reference Mo. 8000045357 click Save and

Submit

7. Please arrange for me to observe the following quality assurance activity:

Delete? Programme cocrdinator/Internal Assessor (if applicable)
Guality Assurer

r Please select

8.  Additional commentsiqualificationsistafflobservation of 1QA |

practice reguirements:

2. Scroll down and click Print.
Please contact me if you have any queries regarding the plans for Select XPS or Adobe PDF
from the list of printers. Further
details can be found in the
FAQs

‘SUbnﬂ‘le date
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EQAO03: CAR (SAMPLING) City&s
Guilds

w—— Once you have

Home  Catalogue

Quality System | Online Forms | QMS CGLI Smeltted the PAl you
)
W searcn | !
Activity Details
Define your search by using the criteria below. The fields
may change depending upon the selections made.
Plan | Consultant ) g e e e e e Rejec!
Visit Note Transaction + | Activity Centre Name Visit Visit Visit Visit e Status Visit
Type Start End Start End
Show me: My Activities A Sampling Visit East In Process
. . 2000044014 3748-01, 054150 Surrey 04.06.2013 | 04.06.2013 |00.00.0000 | 00.00.0000 |8 with .
For Centre All my Centres - Py 4722-1 College Cunsultan?‘
_ 2 Sampling Visit East DAL sent &
For Awarding . . 000044011 374801, 064130 Surrey 04.06.2013 | 04.06.2013 [21.06.2013|21.06.2013 | 8 Cust .
org 1000 City & Guilds 42222 College ustomer
For Status All Statuses - i‘l’g;;l::tli;]r-:\ East In Process
. . &000044009 274201 054180 Surrey 11.06.2013 | 11.06.2013 | 00.00.0000 | 00.00.0000 |8 with .
_ _ 273991 College ConsuttantEV
For period* ) | last week
Half day
- . East
Orfrom® @ 01.01.2013 To 20.06.2013 [ | [ | so00044007 | SAMPINOVER| piiion | surey | 01032013 |01.032013 |24.06.2013 | 24062013 | 4 Calsentto | g
3748-01, Collee Customer
422221 g
Search E:;D}; East In Process
L [ ] [ | 3000044005 ping 064180 Surrey | 01.042013 |01.04.2013 |00.00.0000 |00.00.0000 |4 with [ ]
374301, College ConsuftantEV
4222-21

Locate your activity. The status has to be ‘PA1
sent to customer’.

Q ©

Click on the Transaction number (800). This will
open Online Forms on the right-hand side of the
screen.
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EQAQ03: CAR (SAMPLING)

Home

Catalogue: )
Quality System | Online Forms | QMS CGLI

Define your search by using the criteria below. The fields

the screen

Please select the form you require from the list he and then dick on the action you wish to perform.

Please choose Centre Activity Report 2 -

Cityés

Guilds

Click to hide search fields
and maximise the width of

History , Back

may change depending upon the selections made.

Show me: My Activities -

Centre 0403207 West Cheshire Collage

Reference No.

6

For Centre All my Centres -

For Awarding

org

For Status All Statuses -
For period * @ last year -
orfrom: O To

arch

w
1]

Online Forms will open on the
right-hand side of the screen

Select Centre Activity Report 3
(sampling) from the dropdown

The centre and Reference No
will be pre-populated

Click on Create

® ® B ©

[ Chomse ] Dspir |

Online Forms

Onling Forms allews you to view and submit a range of forms, including gualification approval applications (QLAP) and centre updates
(cu).

The Centre Activity Report (CAR) is the report form that is used by your Quality Consultant, Systems Consultant or Examinations
Auditor. Unlike previous single form reports, the CAR has been split into several different forms. The CAR you will see during and after
an external quality assurance activity will depend on the nature of the quality assurance activity undertaken.

Please see below for a description of each:

Centre Activity Report 1 - is used for
& exam audits

Centre Activity Report 2 - is used for
= =enior / professional recognition award monitoring activity

Centre Activity Report 3 - is used for
« external quality assurance sampling / moderation activity
= external guality assurance sampling / moderation activity-remote

Centre Activity Report 4 - is used for
e zystems visit
= systems advisory activity
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EQAO03: CAR (SAMPLING)

SUBMITTING A CAR (3/9)

Cityés
Guilds

Centre Activity Report

External Quality Assurance Sampling Visit

Section1 Contact details

City&g =
Guilds Illll

The report will be

‘1.1 Transaction number 8000044763

prepopulated with the centre

details and the information

1.2 Centre Name Swindon College

from the PA1

_'.3 Centre number 066543

|.4 Centre contact

ITHE

I:irst name Matthew

I;umame Musella

As you

_" elephone number®

progress

matthewmusella@swindon-college.ac.uk

Email address™

through the

form, use the

Consultant Name Derek Crawley

floating Save

External QA Sampling Visit

button. Type of Activity

04.10.2013

Start Time (24 hrs clock) 00:00:01

SAVE

REGULARLY

Finish Time (24 hrs clock)

Enter activity
start and finish
time.

TO AVOID

LOSING
DATA

Location of activity

|
Please select I

Select the location | E—— G BSd

of activity from the |Pleaseselect
Centre
dI’Op dOWﬂ bOX Remote
Assessment site
Centre including visit to assessment site
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Every time you press the Save button, you should see this message to confirm that the form has

been saved successfully.

Guality System | Osine Forms | QWS 03U

History , Bbck
W searca | )

Dafine your search by using the criteris below. The fiids may
ERNGE MEEREnG upon e BN mady

Shaw ma by Activitied -

Fer Canirg All sy Canitrad -

For Awardng
oy

Far Status Al Statuses -
Your form has been saved.

For peripd ® 80 Iast month -

Or Froen ™ Ta

m Don't forget youw still need o submit the form once it is complete. To do this, go back to the form and click ‘Change’ to edit it.

Click ‘Search’ to go back to your list of
activities.

Re-open the form in ‘Change’ mode to
continue working on it.
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EQAO03: CAR (SAMPLING) City2e
SUBMITTING A CAR (5/9) Guilds

w |

Section 2 Summary of activity & centre staff met

2.1 General comments regarding |
the day including good practice. Enter comments.
For a support visit outline

advice, guidance & training

provided
Identify staff
‘2.2 Centre staff met ‘ members
Delete? Staff Name Role et you would
like to meet.
- ) Yes @ No

sSave

Has the previous action plarf| Please select

been met by the centre?

Comments

Select your answer from the

dropdown menu and enter Please select
your comments.

See further information

on the Action/Improvement
Plan section.
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EQAO03: CAR (SAMPLING)

Section 3 Qualification related information

Cityés
Guilds

This is your recommended
qualification monitoring rating (low,

medium, high)
3.1 Qualifications sampled/advised
Delete? |Qualification Qualification title Number of Number of Prior qualification New qualification approval
number active certificated approval status status
registered learners from
learners last 12 months
r 3172-01 NVQ in Health and Social ¢ 100 25 Low (Full Approval) Please select -
Flease select
Low (Full Approval)
Medium (Registration Only)
3.2 Checklist High (Mo Registration or Cerificatio
If the answer is 'no’ please explain
Quality Assurance Finding Comments
Requirement
g Is the Staff Matrix up-to-date? @ Yes () No|Staff Matrix up to date and available for this activity.
[-B |Are all current staff approved, and hold the relevant recognised () Yes @ Mo|Peter Positive is working towards TAQA IQA award.
L qualifications? Completion date expected to be September 2013.
Is the centre registered for and receiving the monthly mailings? ® Yes [ Mo|Centre confirmed they receive alerts and updates
Does centre access centre section of website - to obtain latest ® Yes [ Mo|Centre confirmed they have access
guidance and updates?
Are learners development needs matched against the requirements of | Yes @ No
the qualification{s) and an agreed individual assessment plan
established?
Do learners have regular opportunities to review their progress and © Yes @ No
goals?
Do learners have regular opportunities to revise their assessment plan | Yes @ Mo Answer Yes or No to the queStIOI‘lS in this checklist.
accordingly?
Are particular assessment requirements of learners identified and met | Yes @ No : 3
where possible? Add comments into the comment box. It is good
Were any assessments completed in Welsh? If so, please provide © Yes @ Mo praCtice to alwayS add comments, regardless of
further details in section 2.1 3
whether the answer is Yes or No.
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SUBMITTING A CAR (7/9 Guilds

|

At the end of each row you have
the option to ‘Hide or Show’ your
comments of your sample

Enter details of each learner
sampled. Complete one row

per learner.

3.3 Sampling Pages

Delete?| Learner name | Reg. and Qual. [Assessor name| Type of assessment Do you Internal Internal quality Do you [ Hide AN |

and Reg. Cert date and Unit and Date of agree Quality assurance activity and| agree
number (s) Assessment with Assurer (IQA) date with

sampled (dd.mm.yyyy) the name Internal

[ASSes50T Quality

finding? Assurer

" finding? Enter
I~ |Fred smith 01.06.2013 |7000-01 |Peter Positive | Observation ~ |ves ~ |Gloria Smyth |Interim = Yes ~ individual
ABC1234 101, 102 01.07.2013 01.09.2013 Comments on

Individual feedback on the evidence sampled

- John Adams 01.07.2013 |2172-01 Peter Positive | Observation - Yes = |Gloria Smyth Interim - Yes - m

GHY4587 101, 102 01.07.2013 01.09.2013

Please |» Please 5|~ [N

Interim ———.Yes
Final Mo
INFA

each learner
sampled.

Individual feedback on the evidence sampled
r Please select v

Assignments .
Case Studies
Observation
Observation of Assessmer
Peer Feedback Select from each of
Portfolio
of comments onl Progucts s the dl‘Op down box
Products of Wo .
Professional Discussion where appllcable-
Projects
Q&A
Recognition of Prior Learni
Reflective Accounts
Witness Testimony

Learners you selected in the Other (Please state in det
PA1 will be pre-populated.
You can add more learners

Enter general

comments on the
sampling activity.

REMEMBER: Save your

manually with the ‘Add New’

button. report regularly.
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SUBMITTING A CAR (8/9) Guilds

save

If the answer is 'no’ please explain

Quality Assurance Finding Comments
Requirement
Have all programme operations been complied with? ) Yes @ No
Is the assessment strategy complied with? @ Yes @ No Answer Yes or No to the
Does IQA sampling cover the full range of options {CAMERA) with @) Yes @ MNo questionS in this checklist. Add
activities planned for the appropriate time?
omments.
Have all assessments been sampled as planned? ) Yes @ No
Do IQA staff facilitate regular standardisation activities? @) Yes @ No
Do IQA staff give appropriate feedback to assessors regarding their @) Yes @ No
assessment decisions?
Do IQA staff maintain appropriate sampling plans in line with CAMERA? | () Yes @ No
Are records of IQA activity maintained and made available in line with |0 yves @ No
City & Guilds requirements / ILM?
Do all claims for certificates meet the necessary requirements? O Yes @ MNo
Are there any other risks concerning IQA activity? © Yes @ No

Section4 Action, Improvement Plan

Delete?| Date set Action/Improvement Point Level of By whom By when Date * To be checked by
(dd.mm.yyyy) risk (dd.mm.yyyy)|completed {(mandatory field)
(dd.mm.yyyy)
r

|_AddNew | Delete |

Once the CAR is complete,

click Submit.

Select a risk or improvement for
each action

Any Actions must be clearly The ‘To be checked by’ field is a
referenced to ‘Our Quality mandatory field

Assurance Requirements’

or the ‘City & Guilds

Centre Manual’
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If the CAR has been submitted successfully this message will appear.

Home CatalogueiShop Reports  Quality
Quality System | Online Forms | QMS CGLI

| History , Back

|

Define your search by using the criteria below. The fields may
change depending upon the seleclions made

Show me; My Activities -

For Centre All my Centres -

For Awarding ] ]

org This message will

For Siatus All Statuses v let you know the
Your form has been submitted next step

Forperiod® @  last month -

Or Firgm * To

What happens next

Your managing office/quality manager will process your report. Please submit your expenses now.

Click ‘Search’ to go back to your list of
activities.

Re-open the form in ‘Display’ mode to
view/print/amend it.
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EQAO03: CAR (SAMPLING)

PROCESSING CAR AFTER SUBMISSION (1/2)

City
Guilds

Once you submit the CAR, the status of the activity will change to CAR Report Submitted as shown

below. This means:

The report can still be amended by you or the Managing Quality Office.

The Managing Quality Teams will review the report, and they may wish to make changes to the
content. They may ask you to review the report and enter additional information if necessary. To do

this, open the form in

and click

The Centre cannot see the report in the Walled Garden at this stage. You should not email them a
copy — The Managing Quality Teams will do so once the report is fully processed (see next page).

Home Catalogue/Shop Reports | Guality
Quality System | Online Forms | QMS CGLI

Define your search by using the criteria below. The fields
may change depending upon the selections made.

| History , Back

Show me; My Activities -
For Centre All my Centres -
For Awarding

org [1000 City & Guilds  ~
For Status All Statuses -

For period * @ last weak -

My

Planned

Actual

BI Actual Actvit Rei
Visit Transaction « | Activity Centre Name Visit Visit Visit Durati Status Visit
Type End Start End
Sampling Visit East In Process
. 2000044014 3T42-M1, 064130 Surrey 04.06.2013 | 00.00.0000 | 00.00.0000 | Full Day with .
423221 College: Consuftant/EV
Sampling Visit East CAR Report
. 2000044011 ar4e-01, 054150 Surrey 04062013 |21.06.2013 | 21.06.2013 | Full Day Submitted
AF72-H College
HE)::;:LE: East In Process
[ | 8000044009 743,01 064190 Surrey 11.062013 | 00.00.0000 | 00.00.0000 | FullDay | with
437231 ! College: Consuftant/EV
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PROCESSING CAR AFTER SUBMISSION (2/2)

City

Guilds

Once the Managing Quality Teams have finished processing the report, the status of the activity will
change to CAR Report Completed as shown below. This means:

The report can no longer be changed (with the exception of the completion date in the
Action/Improvement Plan, as shown on the next page)

The Centre can view the report in the Walled Garden. If they don’t have access yet, the Managing
Local Office will email them a copy of the report.

Home Catalogue/Shop Reports  Quality

Quality System | Online Forms | QMS CGLI

Define your search by using the criteria below. The fislds
may change depending upon the selections made.

Show me: My Activities

For Centre All my Centres -
For Awarding

org | 1000 City & Guilds -
For Status All Statuses -

For period* @ | last week

ﬂ

Activity Details

| History, Back

My

Planned

Actual

Actual

Visit ot Transaction ~ | Activity Centre Hame Visit Visit Visit Visit Du I" Status "i"l
Type Start End Start End
Sampling Visit East In Process

. . 8000044014 3748-M1, 0584150 Surrey 04.06.2013 | 04.05.2013 | 00.00.0000 | 00.00.0000 | Full Day weith .
4272-H College: Consuftant/EV
Sampling Visit East CAR Report

. . 2000044011 3748-01, 084150 Surrey 04.06.2013 |04.062013 |21.06.2013|21.06.2013 | Full Day

Completed

A272-H College:
m;?:tl"}o? East In Process

[ | [ | 8000044009 374501 064180 Surrey | 11.06.2013 |11.06.2013 | 00.00.0000 | 00.00.0000 | FullDay | with [ |
439231 ! College: Consuftant/EVW
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EQAO03: CAR (SAMPLING) City2e
ACTION / IMPROVEMENT PLAN COMPLETION " 1

You can close an action on the CAR at any time after it has been processed. To do this:
Find the activity in My Activities.
Click on the Transaction number (800) and open the form in Display mode.
Populate the Date completed.
Click Save

Quality System | Online Forms | QWS CGLI

| Mistory, Back =]
— AR LU LS W B SO TSR T
4 activity maintained and
made available in line with
City & Guilds / ILM
requirements ?

Do all claims for 2 Yes @ No
certificates meet the
necessary requirements?

Are there any other risks |0 Yes @ No
concerning IQA activity?

Section 4 Action, Improvement Plan

Delete?| Date set Action/Improvement Point Level of | By whom | By when i Date To be checked by
(dd.mm.yyyy) risk (dd.mm.’ ted (mandatory field)
(dd.mm.yyyy
r 31.10.2013 A - Once complete the actions need to be closed down Low - (IQA 30.10.2013 I 30.10
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EQA04: QAP PROCESS City&s
Guilds

ORGANISE CONDUCT PROCESS
VISIT ACTIVITY REPORT

APPLY

CENTRE

CENTRE

SUBMIT Allocate
CAP/QAP CAP/QAP visit
to Consultant

Agree date with Conduct Process CAPV Receive
centre CAP/QAP visit | QAPV report notification of
or desk based approval

CENTRE

Enter actual Complete CAPV / Process View new
visit dates in QAPV and submit Consultant qualifications in
Walled Garden via Walled Garden Walled Garden (if

CENTRE

View planned Submit expenses

CAP/QAP visit in claim including
the transaction

number (visit

QUALITY TEAM

Review

application
payment

approved)

Walled Garden

number)
beginning with
‘800°.

ACTIVITY STATUS IN THE

CONSULTANT / EV VISIT SCHEDULED CONSULTANT / EV REPORT SUBMITTED
ASSIGNED
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EQA04: QAP PROCESS City&e
VIEW THE CENTRE-SUBMITTED QAP (1/2) Guilds

Juality System | Online Forms | QM3 CGLI

| History, Back

= - s ez 0n, o s | e [ e | e e | e e | - Received | mm -
W scarcn| ) i
Remote
Defi h by using the criteria below. The fields Sampling ot CAR Report
ETiNe your search by using the criteria below. [he nelds may 2000044005 064190 | Surr 01.042013 |01.04.2013 |28.08.2013 [ 28.06.2013 | 4 )
change depending upon the selections made. u u 3748-01, CD"&?; Submitted u u
422221
Sampling Visit Easzt CAR Renort
Show me: My Activitias - [ | [ | 8000044003 | 3748-01, 084190 | Surey | 01.052013 |01.05.213 |27.06.2013 | 27.06.2013 | 8 Suhm'rt'tepd [ | [ |
4222-21 College
For Centre All my Centres hd Exam Audi East In Process
[ | [ | 8000044001 2500 064190 | Surey |12.022013 [12.02.213 |00.00.0000 | 00.00.0000 | 4 with [ | [ |
For Awarding College ConsultantEV
org East In Process
[ | [ | 8000044000 | Systems Visit 064190 | Surrey | 11.042013 |11.04.2013 |00.00.0000 | 00.00.0000 |8 with [ | [ |
For Status Al Statuses - College Consultant/EV
Systems Vist East In Process
Forperiod® @ [last year - [ ] [ ] 8000043999 | Bt 064190 gg;r;;;; 01.03.2013 |01.03.2013 |00.00.0000 | 00.00.0000 | 4 g::trTsunanU'EV [ ] [ ]
Orfrom* O | |-|-D| | l40002306 Bast Consuttant/EV
[ | [ | 8000043839 | Remotg QAP (064190  |Surrey | 01.01.2013 |01.01.2013 |00.00.0000 | 00.00.0000 |4 . [ | [ |
Aszsigned
0055 College
4 East .
Visit
[ ] [ ] 2000043838 054180  |Surrey | 30.052013 |30.052013 |28.06.2013|28082013 |8 [ ] [ ]
College Scheduled

Locate the visit and copy the 400 number in the
‘My Activity Type’ column. This is the reference

number you need to open the QAP form
submitted by the centre, before you can start
working on the QAPV.
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EQAO4: QAP PROCESS

Cityés
Guilds

ooy sysen]_ominerorms 19 1 11

Please select the form you reguire from the list below, and then
click on the action you wish to perform.

Please choose

Customer No.
(or}

Reference No.

Qualification Approval

064190 East Surrey College

40002305

-

®

I oispay W

Qualification Approval (QAP)

2

{

Form QAP

This form is to be completed with reference to the following documents:

’4) For City & Guilds International centres: The International Centre Manual.
For ILM centres: Qur Quality Assurance Requirements and the ILM customer handbook.

All fields are mandatory unless otherwise stated.

Click on the ‘Online Forms’ tab

ection1 Contact details

Select Qualification approval

1 Centre name Fact furrev Cnllana

For City & Guilds UK centres: Qur Quality Assurance Requirements and the Supporting Custamer Excellence Centre Manual.

History , Back

City
Guilds

Copy the Reference No (400)

Click Display

QOO O

View the form on the right-hand
side of the screen.
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EQAO4: QAP PROCESS

Cityés
Guilds

g https://testwd2.walled-garden.com/?hguid=51C1E65D5461.. | /=" x = | History , Back E
ian Visit In Actual visit start date and
an Visi o q : | |
_ Actual visit end date enter the Received
agreed date with centre. Start
| Pian visit start Date [, ;- o512 an,d E_nd dat,e,mUSt always CARReport | g ]
o E— coincide. (Visits always start Submitted
Plan Visit End Date 20.05.20132
. and end on the same day)
Actual Visit Start Dat CAR Repor
1l Actual Visit End Date 01.052013 | 27.06.2013 | 27.06.2013 | 8 | | [ |
- Caua Ch: = In Process 1
M Save Chianges 9 12.02.2013 | 00.00.0000 | 00.00.0000 | 4 with [ ] [ ]
Consultant/EV I
In Process 0o . .
1l Click d S 1.04.2013 | 00.00.0000 | 00.00.0000 | 8 with The visit will be in
ick to save date. Status P bl <~ s ultant/EV
OT 8:Ct|V|ty will Change to In Process assigned’ status
Visit Scheduled. 1.03.2013 | 00.00.0000 | 00.00.0000 | 4 with
i
Consultant/EV
000 dhe S
B [ | 3000043839 | Remote QAP | 064180  |Surrey | 01.01.2013 |01.01.2013 |00.00.0000 | 00.00.0000 | 4 ConsultantEV [ |
Assigned
0059-21 College
2 40002305 ot
[ | [ | 3000043838 tnl@i::-‘;;?ﬁ 064180  |Surrey |30.05.2013 |30.05.2013 | 00.00.0000 | 00.00.0000 |8 i;f’”“:;‘m
£774.31 ! College 'an
4
~Click here to

enter dates
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EQAO04: QAP PROCESS Cityés
Guilds

Reports ~ Quality

Quality System | Online Forms | QM3 CGLI

History , Back

: - L 3748-01, T | e N - - Received - -
Remote
i teri Samplin East CAR Report
Define your search by using the criteria below. The fields may [ | [ ] 8000044005 ping 064180  |Surrey | 01.042013 |01.042013 |28.06.2013 | 28.06.:2013 | 4 ep! [ ] [ |
change depending upon the selections made. 3748-01, Submitted
432791 College
Sampling Visit East CAR Report
Show me: My Activities - [ | [ ] 8000044003 3748-01, 064190  |Surrey | 01.05.2013 [01.052013 |27.06.2013 |27.08.2013 | 8 ~ep [ ] [ |
422231 College Submitzd
For Centre All my Centres - Exam Audit East In Process
B [ | 8000044001 2500 064180  |Surrey | 12022013 [12.022013 |00.00.0000 | 00.00.0000 | 4 with [ | B
For Awarding College Consultant/EW
org 1000 City & Guilds East In Process
B [ | 8000044000 Systems Visit | 064190 | Surrey | 11.04.2013 |11.04.2013 |00.00.0000 | 00.00.0000 | 8 with [ | B
For Status All Statuses - College Consultant/EV
Systems Visit East In Process
e @ [ | [ ] 8000043999 ¥ ) 064190  |Surrey | 01.03.2013 |01.03.2013 |00.00.0000 | 00.00.0000 | 4 with [ ] [ |
For period = @  last year - (half day) College Consutant/Ey
. 40002306 East ConsutantEy
OrFrom To B [ | 8000043839 Remote QAP | 064190 Surrey | 01.01.2013 |01.01.2013 |00.00.0000 | 00.00.0000 | 4 - [ | B
Assigned
0058-21 College \
2 — 40002305 East
earcl QAP Visit Visit
4383 5 c
[ | [ ] 2000043838 provsy 064190 gzﬂree;; 30.05.2013 |30.052013 |28.06.2013 [ 28.08.2013 | 8 S eheduled
6224-31 g

Locate your QAP visit. The status has to be
‘Visit scheduled'.

Click on the Transaction number (800). This will
open Online Forms on the right-hand side of the
screen.

Q ©
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EQAO04: QAP PROCESS City&s
Guilds

Click to hide search fields
and maximise the width of
the screen

Home Catalogu p Quality

Quality System | Online Forms | QMS CGLI

@ History , Back

| P

Define your search by using the criteria below. The fields
may change depending upon the =elections made.

Please select the form you require from the list I:elreu:l then dick on the action you wish to perform.

Please choose

Centre 078211l Rutledge Recruitment

Ref Ho.
Show me: My Activities - eterence No 8000044246
For Awarding "
org
For Status All Statuses -
Online Forms
Forperiod * @  last year -
Online Forms allows you to view and submit a range of forms, including qualification approval applications (QLAP) and centre updates
(CU).
Or From* To
The Centre Activity Report (CAR) is the report form that is used by your Quality Consufltant, Systems Consultant or Examinations Auditor.
Unlike previcus single form reports, the CAR has been split into 2everal different forms. The CAR you will 2ee during and after an external
Search quality aszurance activity wil depend on the nature of the guality assurance activity undertaken.

Pleaze see below for a description of each:

m

. . Centre Activity Report 1 - is used for
Online Forms will open on the o exam audts
right-hand side of the screen

Centre Activity Report 2 - is uzed for
» =enior / professional recognition award monitering activity

Select QAPv only from the

Centre Activity Report 3 - is uzed for

drodeWn menu = external quality assurance sampling / moderation activity
» external quality assurance sampling / moderation activity-remote
The centre and Reference No —

will be pre-populated

Click on Create

O ® B ©
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EQAO04: QAP PROCESS

CREATE QAPV (3/12)

Cityés
Guilds

[y

As you
progress
through the
form, use the
floating Save

button.

SAVE
REGULARLY
TO AVOID
LOSING
DATA

Consultant's Report

Qualification Approval

Form QAPV

City&g »
cunds 1lm

A pre-populated
QAPv will display.

Title(s) of qualification

City & Guilds qualification no(s)
218-01

Level 2 Certificate in Digital Television Aerial Installation

ervice order number
entre name

entre number (if allocated)

ddress

Telephone number

Name of Centre Contact

Name of Consultant

Date shown on corresponding Form QAP:

To be completed at end of visit

5000045737

SOUTH NOTTINGHAM COLLEGE

028378A

WEST BRIDGFORD
NG2 7GA
NOTTINGHAM
United Kingdom

David Drury

Derek Crawley

26.09.2013

Please indicate whether the organisation satisfies the requirements below:
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CREATE QAPV (4/12) Guilds

w |

Select from the dropdown any
qualifications you are not recommending
approval for.

Assessment

CQuality assurance and control

With reference to the corresponding Q4P, | recomme at approval be granted for all the awards, complexes and(or) units, components for which

approval is sought, except those listed below.

Delete? Qualification, complex No & title Complex no Level Report section no(s) | Unitlcomponent no(s) Comments

r Please select -

Date of Activity

Duration of Activity

If approval not recommended, date application to be reviewed (approx)

Additional approval activity, if required, will normally incur a charge.
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CREATE QAPV (5/12)

Cityés
Guilds

-

Section1 Supporting evidence

Complete all sections of the form using the drop
down boxes for each section

| History , Back

In relation to the areas of operation listed below and from the evidence identified on the corresponding Form QAP, please comment on the centres

capability to offer the award(s), complex{es), and({or) units(s), component(s) for which approval is sought.

1.1 Physical resources

Delete? Sources of Evidence Positive Comment Negative Comment
r Please select
Please select
PR Records of remote, satellite or corporate
Health & Safety Policy
Equipment checklists
1.2 Staffr _RWE Criteria
Delete? Sources of Evidence Positive Comment Negative Comment
[T | Please select -
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- |

1.2 Staff resources

Positive Comment Negative Comment

Please select

Please select
Bl Organisational charis)
Fole profiles
Communication strategy
1.3  AssedsmiRecords ofteam meetings
Training needs analysis for Assessors/Vs
Standardization activities and records
pelete? | CPD opporunities and CPD records
le Training and Development plans

|—I Staffinduction pack

Appropriate number of IQAs Assessors and Assessar
IQAMAssessor cerificates, CVs and occupational comp
Staff Development Plans
Staff Handbook (Induction)
RPLExemptions procedure
1.4 Qualfty assurance and control

Positive Comment Hegative Comment

Delete? Sources of Evidence Positive Comment Hegative Comment

r Please select -
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| 1.3 Assessment |

Delete ? Sources of Evidence Positive Comment Hegative Comment

[~ | Pleasze select
Please select
Felevant occupational standards
124 sampling plan dncluding CAMERA)

Assessment documentation; porfolio, plans, ohservat
14 Qua"wla(:andidate1racking system

Candidate induction pack

Candidate development plan

pelete 7| | Candidate skills scanssnitial assessment Po=sitive Comment Hegative Comment
Schemes ofwoark, fwhere appropriate)
r ILPs
Feview records
|24 Checklist

:
=
o
[

g @A records

Centre record files
Candidate files
Minutes of meetings
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CREATE QAPV (8/12)

Cityés
Guilds

3 1.4 Quality assurance and control

| History , Back

Positive Comment

I'l' Please select
Please select
Cluality assurance strategy

Qluality assurance processes

City & Guilds - Qur Quality Assurance Arrangements
. Supporting Customer Excellence Centre Manual
Sectioh 2 Guidance an internal verification of N/SVQs

Equal opportunities policy and monitoring

Records of Centre Update Form

24  Pleake ngAccess to assessment

Appeals procedure

-

Aldd Ne

jon approval criteria overall in relation to the following areas of operation and the
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.5 Employer Involvement (Key Stage 5, 16-19 Technical qualifications only)

Delete? Sources of evidence Areas for Improvement

N Please select v
Add New

Please select

Research into potential employer involvement

Evidence of employer consultation

Letters/statements of intent from employers

Signed agreements with employers

Timetables/schedules for delivery of employer involvement
Other (please state)
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CREATE QAPV (10/12) Guilds

Section2 Action plan

21  Please note any follow-up action required to satisfy the qualification approval criteria overall in relation to the following areas of operation and the
date by which such action should be taken.

Relation to Action required By when By whom
(date)
Please select - Please select hd
| Please select
el L Physical resources
1 Staff resources
|Assessment
- Cluality assurance and control
Section AU TR sl
N | I
Please add any additional comment here | >I. | I
L

Submit

When you have completed the form Click
Submit. You will see a confirmation

message. If you do not see this message
check for any errors in the document. These
are usually highlighted in red.
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(€ City & Guilds Online Forms

Cityés
Guilds

M- v [ = v Pagev Safety~ Took~ (@~

Please select the form you require from the list

below, and then click on the action you wish to
perform.

Flease choose QAPY Only

Customer Mo.
(or)

Reference Mo.

064190 East Surrey Collec

80000428328

Once Submitted you are
only able to view the
completed form

Your form has been submitted

This message will let
you know the next step

What happens next

only: Please submit your expenses now.

Your managing office/quality manager will process your report. UK/International Consultants
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The status for the QAPV will update as

shown
Sampling Visit East
[ | [ | 5000044003 | 3748-01, 064190  |Surrey | 01.052013 |01.05.2013 CARReport | g [ |
Submitted
42221 College
Exam Audit East In Process -
[ | [ | 3000044001 064190  |Surrey | 12.02.2013 [12.02.2013 | 00.00.0000 with [ | [ |
3692
College Consultant/EV
East In Process
[ | [ | 2000044000 Systems Visit | 064180 | Surrey [ 11.04.2013 |11.04.2013 | 00.00.0000 | 00.00.0000 with [ | [ |
College ConsultantEV
Svetems Visi East In Process
[ | [ | 2000043999 ¥ 064190  |Surrey |01.03.2013 |01.032013 |00.00.0000 | 00.00.0000 with [ | [ |
(half day)
College ConsultantEV
40002306 East ConsulanyEy
[ | [ | 3000043838 |cenwesusification | 064190 | Surrey | 04.01.2043 | 01.01.2013 | 00.00.0000 | 00.00.0000 | 4 _ 1 [ |
Approval Vist Cullege ASS-IQI'I ed
40002305
QAP Visit Fast Visit
[ | [ | 8000043838 066601 064190 ﬁﬁﬂf’; 30.05.2013 |30.05.2013 | 28.06.2013 | 28.06.2013 | 8 & cheduled 2) IR
§224-31 &
ﬂgﬁg? East ConsuttantEV
[ | [ | 2000043838 P 084180  |Surrey | 30.05.2043 |30.052013 |28.08.2013 | 28.06.2013 |8 Report 3) R
5774 31 College Submitted
Sampling fast PA1 sent to
[ | [ | 8000002020 422721 064180 | Surrey | 04.022043 |04.02.2013 |25.02.2013 | 25.02.2013 [ | [ |
Customer
2748-01 College

m | 3
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EQAO05: SYSTEMS VISIT City&s
Guilds

pme  Catalogue/Shop  Reports | Quality

Juality System | Onling Forms | QM3
e e @ https://testwd2.walled-garden.com/Zhguid=51BDEODOAOTE... scslsics S,

In Actual visit start date and
Actual visit end date enter the
agreed date with centre. Start

W |

| | 800009 | pjan visit Start Date

01.03.2013 and End date must always
Plan VisitEnd Date |5y ;= 2012 coincide. (Visits always start
Actual Visit Start Date  pg 05 2013 @ and end on the same day)
H L B00008 W Actual Visit End Date 55 g 2013 | qomes
300004 8 SR Peport

Submitted

In Process
4 with

Click to save date. Status Consultant/EV
of activity will change to . I:l ;:u.:m
Visit Scheduled.

onsulftant/EV

&000048

&00004

East
Surrey
College

Systems Visit

8000043555 (half day)

In Process
01.03.2013 [ 01.03.2013 with

1
00.00.0000 | 00.00.0000 | 4 I

Click here to Identify the visit you want to

enter dates plan. The status will be
‘Consultant/EV assigned’.
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Catalogue/Sho Reportz  Quality
Juality System | Cnline Forms | QM5 CGLI

History , Back E
; 29921 College
Half day
Sampling Vist fast PA1 sentto
[ | [ | 3000044007 374501, 064190 iﬁﬂ;e:.; 01.03.2013 | 01.03.2013 |24.06.2013 | 24.06.2013 | 4 Customer [ | [ |
4222 21 g
Remote
Sampling East CAR Report
[ | [ | 8000044005 374801, 064150 iﬁﬂf‘; 01.04.2013 |01.04.2013 | 28.06.2013 | 28.06.2013 | 4 o bted [ | [ |
422221 g |
Sampling Visit East
[ | 8000044003 3748-01, 064180 Surrey | 01.05.2013 |01.05.2013 | 27.06.2013 | 27.06.2013 | 8 CAR Report [ | [ |
Submitted
4222-21 Colege
Exam Audit East In Procezs
[ | S000044001 064180 Surrey  |12.02.2013 [12.02.2013 | 00.00.0000 | 00.00.0000 | 4 with [ | [ |
3692
Colege Consultant®V g
East In Process
[ | B000044000 Systems Visit | 054190 Surrey | 11.04.2013 |11.04.2013 | 00.00.0000 | 00.00.0000 | 8 with [ | [ |
College Consultant/EV
] A
Systems Vist East w Visit
[ | S000043999 ¥ . 064180 Surrey | 01.03.2013 | 01.03.2013 | 2B.05.2013 | 28.06.2013 | 4 [ | [ |
(half day) Scheduled
Colege L
1

Locate the Systems Visit. The

Click on the Transaction number (800). s (s (1 T W ST e
atus has to be Visit Schedule

This will open Online Forms on the
right-hand side of the screen.
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Home

o0 _Quality Click to hide search fields
Quality System | Online Forms | QMS CGLI and malelse the Wldth Of
» . the screen

m | . Please select the form you require from the list h@'@and then dick on the action you wish to perform. @

Catalogu

History,, Back

Please choose i
Define your search by using the criteria below. The fields Centre Activity Report 4

may change depending upen the selections made.

Centre 061682 K College -

Reference No. 20000442232

Show me: My Activities - (4

For Centre All my Centres -

For Awarding

-
org o
For Status All Statuses -
Online Forms
For period * @ last year -
Online Forms allows you to view and submit a range of forms, including qualification approval applications (QLAP) and centre updates
(CU).
Or From = To

The Centre Activity Report (CAR) is the report form that is used by your Quality Consultant, Systems Consultant or Examinations Auditor.
Unlike previous single form reports, the CAR has been split into several different forms. The CAR you wil see during and after an external
quality assurance activity will depend on the nature of the guality assurance activity undertaken.

w
[1+]

arch

Plzaze see below for a description of each:

m

Centre Activity Report 1 - is used for
* exam audits

Online Forms will open on the
right-hand side of the screen

tentre Activity Report 2 - iz used for
Select Centre ACUVlty RepOI’t 4 # senior / professional recognition award monitoring activity
(systems) from the dropdown Centre Activity Report 3 - is used for

» external guality azsurance sampling / moderation activity
» external quality assurance sampling / moderation activity-remote

The centre and Reference No
W|" be pre_populated Centre Activity Report 4 - is used for

* systems visit

: * systems advisory activity
Click on Create i

Centre Activity Report 5 - is used for

O ® O ©
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CAR - SYSTEMS VISIT (3/10) Guilds

Centre Activity Report Cityde =
o Rep cunas 1lm

Systems Visit

Systems Advisory

A pre-populated
CAR will display.

Section1 Contact details

1.1 Service Order 8000043955

1.2 Centre Mame East Surrey College

1.3 Centre number 064180

1.4 Centre contact

As you
progress
through the
form, use the
floating Save
button.

- Title

- First name Wichele

- Surname Morgan

- Telephone number®

mmorgani@esc.ac.uk

- Email address*

SAVE
REGULARLY

TO AVOID
LOSING
DATA
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Guilds

Every time you press the Save button, you should see this message to confirm that the form has

been saved successfully.

Guality System | Osine Forms | QWS 03U

History , Bbck
W searca | )

Dafine your search by using the criteris below. The fiids may
ERNGE MEEREnG upon e BN mady

Shaw ma by Activitied -

Fer Canirg All sy Canitrad -

For Awardng
oy

Far Status Al Statuses -
Your form has been saved.

For peripd ® 80 Iast month -

Or Froen ™ Ta

m Don't forget youw still need o submit the form once it is complete. To do this, go back to the form and click ‘Change’ to edit it.

Click ‘Search’ to go back to your list of
activities.

Re-open the form in ‘Change’ mode to
continue working on it.
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1.4 Centre contact

- Title
- First name Angelina
- Surname ACKersan

- Telephone number®

- Email address® angelina@southwark.ac.uk
Consultant Mame June Lang (for QC training only)
Type of Activity Generic Advisory

Date of Activity (dd.mm.yyyy) 01.06.2012

Start Time (24 hrs clock) 08:00:00

Finish Time (24 hrs clock)

Location of activity Please select i
\
Please select v
Centre
Remote

Assessment site
Centre including visit to assessment site
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Section 2 Summary of activity & centre staff met

2.1 General comments regarding [ENter comments here
the day including good practice,
for support visit outline advice,

guidance & training provided

@
=
g |2.2 Centre staff met |
Delete? Staff Name Role Met
r Angelica Smith Assessor - @ Yes @ No

Add New

2.3 Are there any risks with the Centre's quality assurance systems? @ Yes O No
Comments Enter comments here
Has the previous action plan|EEEEEREEN: -

been met by the centre?

Comments Enter comments here
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CAR - SYSTEMS VISIT (7/10) Guilds

w |

Section 3 Action/Improvement Plan

Delete? Date set Action/Improvement Level of By whom By when Date * To be checked by
(dd:mm:yyyy) Point risk (dd:mm:yyyy) {mandatory field)

r | Please s -
Please sele:

High Select a risk or The ‘To be checked by’
Eﬂ:ﬁ'um improvement for each field is mandatory.
Improveme action.

Any Actions must be clearly
referenced to ‘Our Quality
Assurance Requirements’
or the ‘City & Guilds
Centre Manual’
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M
Section 4 Quality Systems Answgr YG_S or_No to tht_?
questions in this checkilist.
* All references are to Our Quality Assurance Requirements (OQAR) and the Supporting Customer Excellence Centre Manual comments.

(CM) or are referred to within the ILM customer Handbook and policies

Management Systems Checklist Tick if Comments Action, Improvement
seen required

Organisation chart(s) r Please select -
OQAR Section 11 & 4.c
CM appx 1.c
Quality assurance strategy & processes r Please select hd
OQAR Section 11 & 4.c, 5.3
CM appx 1l.c
Internal/external communication strategy Il Please select -

OQAR section 11 & 4 & 5.3
CM appx 1.3, b? & 4.9 (roles)

Equal opportunities policy & Monitoring r Please select -
OQAR Section 11 & 4.c
CM appx 1l.c

Save

Appeals policy & procedures - including evidence of implementation and monitoring r Please select -
OQAR Section 11 & 4.c
CM appx 1.c

Complaints policy & procedure Il Please select -
CM appx 6.2

Records of team meetings Il Please select -
OQAR section 11 & 5.3
CM appx 1c

Records of Centre Updates r Please select -
OQAR section 11 &bc
CM appx 1c

Records of remote or satellite sites r Please select -
OQAR section 11 & ba
CM appx 1h

Records to document the respective roles and responsibilities of any partnership / third r Please select -
party arrangements
OQAR section 4, 11
CM appx 1h
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N Continuous Improvement Checklist Tick if Comments Action, Improvement
seen required
Annual training needs analysis for Assessor/Internal Quality Assurers r Please select -

OQAR section 11 & 9 appx 1, 2
CcM 4.2, 6.5.3, 6.5.4,

Training and development plans r Please select -
OQAR section 11 & 9 appx 1, 2
CcM 4.2, 6.5.4,

Learner tracking records analysis r Please select -
OQAR section 11 & 9 appx 1, 2
CM 4.2, 6.3.2, 6.3.7, Appx 1c,f

Quality improvement plan r Please select -
OQAR section 11 & 9 appx 1, 2
CM 4.9, Appx 1c,

Evaluation - including feedback from learners and completers r Please select -
OQAR section 11 & 9 appx 1, 2
cM 4.2, 4.9, 6.3.2, 6.5.4, 6.5.5

Additional checklist ( Is the centre aware of Yes/ No Additional Comments Action,

g the following ) Improvement|

© required

Ca Events available to them Please - Please s ~
Smartscreen Please Please s =
Learning Assistant Please - Please s ~
ILM Events Please - Please s ~
ILM Products Please ~ Please 5 =
ILM Services Please - Please s ~
How to register for City & Guilds qualification updates Please - Please s ~
Where to download handbooks from the website Please ~ Please s ~
Where to download ILM Customer Handbook and policies from the website Once the CAR is Complete’ Please s ~
Evolve and the Examinations procedure and guidance R 3 Please s ~

P ? click Submit.

ILM only : Please attach the Customer Review Forma

Print
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If the CAR has been submitted successfully this message will appear.

Home CatalogueiShop Reports  Quality
Quality System | Online Forms | QMS CGLI

| History , Back

|

Define your search by using the criteria below. The fields may
change depanding upon the salections made

Show me; My Activities -

For Centre All my Centres -

For Awarding ] ]

org This message will

For Siatus All Statuses v let you know the
Your form has been submitted next step

Forperiod® @  last month -

Or Firgm * To

What happens next

Your managing office/quality manager will process your report. Please submit your expenses now.

Click ‘Search’ to go back to your list of
activities.

Re-open the form in ‘Display’ mode to
view/print/amend it.

76



EQAQ05: SYSTEMS VISIT
PROCESSING CAR AFTER SUBMISSION (1/2)

City
Guilds

Once you submit the CAR, the status of the activity will change to CAR Report Submitted as shown

below. This means:

The report can still be amended by you or the Managing Territory Office.

The Managing QUALITY TEAMS will review the report, and they may wish to make changes to the
content. They may ask you to review the report and enter additional information if necessary. To do

this, open the form in

and click

The Centre cannot see the report in the Walled Garden at this stage. You should not email them a
copy — The Managing QUALITY TEAMS will do so once the report is fully processed (see next page).

Home Catalogue/Shop Reports | Guality
Quality System | Online Forms | QMS CGLI

Define your search by using the criteria below. The fields
may change depending upon the selections made.

| History , Back

Show me; My Activities -
For Centre All my Centres -
For Awarding

org [1000 City & Guilds  ~
For Status All Statuses -

For period * @ last weak -

My

Planned

Actual

BI Actual Actvit Rei
Visit Transaction « | Activity Centre Name Visit Visit Visit Durati Status Visit
Type End Start End
Sampling Visit East In Process
. 2000044014 3T42-M1, 064130 Surrey 04.06.2013 | 00.00.0000 | 00.00.0000 | Full Day with .
423221 College: Consuftant/EV
Sampling Visit East CAR Report
. 2000044011 ar4e-01, 054150 Surrey 04062013 |21.06.2013 | 21.06.2013 | Full Day Submitted
AF72-H College
HE)::;:LE: East In Process
[ | 8000044009 743,01 064190 Surrey 11.062013 | 00.00.0000 | 00.00.0000 | FullDay | with
437231 ! College: Consuftant/EV
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PROCESSING CAR AFTER SUBMISSION (2/2)

City
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Once the Managing QUALITY TEAMS has finished processing the report, the status of the activity will
change to CAR Report Completed as shown below. This means:

The report can no longer be changed (with the exception of the completion date in the
Action/Improvement Plan, as shown on the next page)

The Centre can view the report in the Walled Garden. If they don’t have access yet, the Managing
Local Office will email them a copy of the report.

Home Catalogue/Shop Reports  Quality

Quality System | Online Forms | QMS CGLI

Define your search by using the criteria below. The fislds
may change depending upon the selections made.

Show me: My Activities

For Centre All my Centres -
For Awarding

org | 1000 City & Guilds -
For Status All Statuses -

For period* @ | last week

ﬂ

Activity Details

| History, Back

My

Planned

Actual

Actual

Visit ot Transaction ~ | Activity Centre Hame Visit Visit Visit Visit Du I" Status "i"l
Type Start End Start End
Sampling Visit East In Process

. . 8000044014 3748-M1, 0584150 Surrey 04.06.2013 | 04.05.2013 | 00.00.0000 | 00.00.0000 | Full Day weith .
4272-H College: Consuftant/EV
Sampling Visit East CAR Report

. . 2000044011 3748-01, 084150 Surrey 04.06.2013 |04.062013 |21.06.2013|21.06.2013 | Full Day

Completed

A272-H College:
m;?:tl"}o? East In Process

[ | [ | 8000044009 374501 064180 Surrey | 11.06.2013 |11.06.2013 | 00.00.0000 | 00.00.0000 | FullDay | with [ |
439231 ! College: Consuftant/EVW
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You can close an action on the CAR at any time after it has been processed. To do this:
Find the activity in My Activities.
Click on the Transaction number (800) and open the form in Display mode.
Populate the Date completed.
Click Save

Quality System | Online Forms | QWS CGLI

| Mistory, Back =]
— AR LU LS W B SO TSR T
4 activity maintained and
made available in line with
City & Guilds / ILM
requirements ?

Do all claims for 2 Yes @ No
certificates meet the
necessary requirements?

Are there any other risks |0 Yes @ No
concerning IQA activity?

Section 4 Action, Improvement Plan

Delete?| Date set Action/Improvement Point Level of | By whom | By when i Date To be checked by
(dd.mm.yyyy) risk (dd.mm.’ ted (mandatory field)
(dd.mm.yyyy
r 31.10.2013 A - Once complete the actions need to be closed down Low - (IQA 30.10.2013 I 30.10
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EQAO06: OFFLINE FORMS INSTALLATION
D

Cityés
Guilds

This section shows you how to install the offline forms applications onto your
laptop.

You will only have to do this once.
There are two applications to download:

1. Silverlight: This is available for free on the Internet and it is very likely that
you already have it installed.

2. City and Guilds Offline Forms application: This is very small and should be
installed in a matter of seconds.



EQAO06: OFFLINE FORMS INSTALLATION

Cityés
SUIDE Guilds

ol

€ Microsoft Silverlight - Windows Internet Explorer provided by City & Guilds

@U e @ http//www.microsoft.comsilverlight/ | & 4| x |2 Bing

File Edit Vie Faverites Tools Help

x @;Convert v [ Select

¢ Favorites }‘,, Microsoft Silverlight 1 ‘ v B v 1 #=m v Pagev Safetyv To

SEARCH WITH BING -

Download N
dverlight Plug in Follow us on: ['] n

Micr
¢

¥ S

a“
verlight
Home About Features Case Studies Partners [gj

Go to:

2

Click Download Now and follow

the steps. If you already have

Silverlight installed, the system

will tell you. pol for creating

http://www.microsoft.com/silverlight/

for Web and SI|Ver|Ig ht 5
mobile applicat t is a free plug-in, 1
powered by the . jork and compatible with now aval |able
multiple browsers, d¥ nd operating systems, Download now >

bringing a new level o
works.

DOWNLOAD NOW | >

activity wherever the Web

7 §7r\7érlig ht

Get the Silverlight 5: A powerful tool for creating interactive web and mobile applications.
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Home Catalogue/Shop Reports Quality
Quality System | Online Forms | Verification | QMS CGLI | QMS ILM

History , Back

Define your search by using the criteria below. The fields
may change depending upon the selections made.

Show me: My Centres v
For Centre 006751 ABC TRAINIM w
For Awarding

org 1000 City & Guilds -

Welcome

Here you will be able to

- View your allocated Centres

- View and manage all activities allocated to you

- View and amend your personal details,including submitting your CPD
- View and submit your fees and expenses

Offline Forms

Offline forms allow you to complete CAR,CAPv and QAPv forms on your hard drive without an internet connection.
You will need to install Silverlighistiidiial is available for free on the internet), as well as a bespoke City & Guilds

application which can be fou bu will only have to install the software once. Please refer to the user guides
for further information.

1

Click here to go
download the software.

< m 13
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& o

File Edit View Favorites Tools Help

x Google v | *9 Search ~ :ﬂshare‘ . More» Signin &, ~

This application needs to be installed.
Click the Install button below.

N

Click on the Green
Arrow

2 EIEEERsT N e e T
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qmd.cityandguilds.com/offlineforms/ £ ~ ¢ || @ offline Forms x {n} o3

x Google v 4 Search ~ ﬁshare‘ . More» Signin &, ~

This application needs to be installed.
Click the Install button below.

[ eurty Waming - =)

Q‘ The publisher could not be verified. Are you sure you
- want to install this application?

Name: Offline Quality Forms
Site: https://qmd.cityandguilds.com 3

S Click Install. The

[ more options Instal Cancel process W|” be

Thi lication di it hi lid digital signature that verifies th

e e e SO [ & ey
More Information

Sars Tt of seconds

:: E @u @ @ E \ < el P 24/3(;:,»321012 "
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&1 Offline Quality Forms C=1 X
gﬁl)%g T Offline Quality Foiins
Click here to
close the
4 . window.
When you see this screen, the
installation is complete
/':; @ E @“ @ E E 7 - \ Sl 24/3(;;321012 r
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This the icon you will see
on your desktop.

You will use this application
to view and update your
offline forms.

P77 mT Ooe 8 & 2 0WE

87



City&s.

Guilds

USING

OFFLINE FORMS



EQAO07: USING OFFLINE FORMS City&s
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i LU 1SaIIS12 1aYS ISYLIAl URPRPUHIUIINGS W ISVIST UISH 335221 ISHLPIAH QUUUTUIIgIy £ v o e
Im Are particular assessment requirements of learners identified and met where 0 Yes @ Mo
inle?
Please select the form you require from the list below, and pEESLE
then click on the action you wish to perform. \Were any assessments completed in Welsh? If so, please provide further details in| ' Yes @ Mo
section 2.1
Please choose Centre Activity Report 3 -
Customer No.
on 3.3 Sampling Pages
L}
Delete? Type of assessment Learner name Learner Learner |Qualification| Unit(s) | Interim or | Assessor name Date of
Reference Ho. 8000000503 Ii t| regi: i pled| final IV lassessme
number date (dd.mm.
(dd.mm.yyyy)|
Change
[~ | Please select - Pleases »
Have all programme operations been compiled with? © Yes @ MNo
1. Is the assessment strate gy complied with? ) Yes @ Mo
Cl‘eate a blank Are quality assurance requirements met? ) Yes @ Mo
form as usual in
the offline form tab
or using the 8000 Section 4 Action, Improvement Plan
number Delete? | Date set Action/improvement Point By whom By when Date To be checked by
(dd.mm.yyyy])| (Please enter A or | before text (dd.mm.yyyy)| completed
to specify type of point) (dd.mm.yyyy)|
r Flease select - Flease select -
Scroll down and
lick download
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File Download ()

Do you want to open or save this file?

1

s Name: S000000509_CARSAM.xmI '_
= Type: XML Document, 24.1KB Click Save and
From: wd1training-sapportal.cgli.int fO"OW the screens

Qpen i ’ Save

f£ - . - . S W | — =)
I IJ While files from the Inmtemet can be useful, some files can [QQ B Desictop » [ 4| [ Search Desktep )
harm your computer.  you do not trust the source, do not + | =
save this file. What's the risk? Organize v Wl New folder - @

T Favorites 5 | aries
B Desktop li System Folder

18 Downloads

2 Richard Yeates

. il Recent Places
Choose a folder to save the _— ]35 R
file. Alternatively create a Goocmens | (N S0,

n

: & Music
new fOIder ChOOSG a f||e E':i:‘”’“ @, gettworb; ; cad complete e
name to Identlfy the form' F {new) FootyBet 12-13 - Shortcut
. 7% Computer =] orteut

Click Save. Make a note of Lodunc) Ejfém Dowrload Complete
where it is saved. Fleneme

Save as type: | XML Document J000509_CARSAM.xmI from wdltraining-sapportal.cgli.int
The file will always be in html  ideFolders oaded:  23.8KBin 1sec

load to: “Wp-hgfs01vho. \B00D0D00509_CARSAM xaml
format' sfer rate: 23.8KB/Sec
|| Close this dialog box when download completes

(You only have to choose a
folder the first time you
download a form. Thereatfter,

[ Open | [OpenFoidd | [ Cose |

3

the system will always default .
to the same location.) When the download is

finished, click Close.
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When you are offline and
wish to use the downloaded
form, click on the icon on
your desktop.

This will launch the offline
forms application.

P mT Ce @ & 2 0WE
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1.
Click on this icon to locate and open
the form on your hard drive or

|25 Offline Quality Form memory stick. =
Ci -
Gutds ML e o BEEUNEQDRLIACEORMS

Click on the ‘Open’ button on the toolbar, and find your downloaded form to access it offline.

While you are completing the form offline you can save it at anytime, by clicking on the ‘Save’ button.

2.
Find the form you are
looking for and click on it.

3.
Click Open.
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;ir{)fﬁine Quality Fo P
Gunds TIM L » oo OFFLINE QUALITY FORMS

Believe you con

Centre Activity Report

External Quality Assurance Sampling / Moderation Activity

External Quality Assurance Sampling / Moderation Activity - Remaote ThiS iS what an offline form |OOkS Iike.

Senior / Professional Recognition Award Monitoring Activity
The fields are the same as those in the

11 Service Order S — o_nline version, although the view is slightly
different. Some of the dropdown menus

will not populate this is because you are

Section 1 Contact details

1.2 Centre Name ‘Wakeﬁeld SCE Training |

working offline with no connection to the
Walled Garden. You can fill these fields in
manually, and then review and adjust them
later on when you upload the form.

1.3 Centre number ‘201453 |

1.4 Centre contact

Title ‘ |
First name ‘ Cheryl |
Surname ‘ Craven |

Telephone number® ‘+44455?89
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;ir{)fﬁine Quality Fo

Believe you con

Guilds

[a] x

| E—TR{FL_™ | ———

Gunds IIM L s oo OFFLINE QUALITY FORMS

Version: 2.0

1.1 Service Order

1.2 Centre Name

1.3 Centre number

1.4 Centre contact

Title

First name

Surname

Telephone number®

Centre Activity Report 1.

External Quality Assurance Sampling / Moderation Activity Once you have finished with the form, click
External Quality Assurance Sampling / Moderation Activity - Remote here to save it in your hard drive and close
Senior / Professional Recognition Award Monitoring Activity the application.

Section 1 Contact details You don’t have to fill in the whole form in

8000000684 one session. You can save it using this
button, and open it again at any time until
‘Wakeﬁeld SCE Training | you upload it.

‘201453 |

‘ | T
2. Information saved suctesshully,

You will see a POP UP message to The Xmi is saved st1 \ip-hg-fs01\homes \ JUREL\Desito
confirm the save was successful
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When you wish to view the
saved form you have been
working on click on the icon
on your desktop.

This will launch the offline
forms application.

P mT Ce @ & 2 0WE
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24 Offline Quality Fo

-

Cityég
Guilds

Baliae you cen

»
imis o Wt

Cityés
Guilds

o=l X

OFFLINE QUALITY FORMS ‘

-

&3 Open

R

I x

C\../‘{\_.) | . » Offline forms

- | +y | | Search Offline farms

}ﬂ bar above

1.
Click on this icon to locate and open the form
on your hard drive or memory stick.

Organize = Mew folder

o || Centre A01.10.2012
I Centre A01.10.2012_v01
[ Centre A01.10.2012_v02

P TAQA
&% Downloads

I gl Favorites

I . Centre A01.10.2012_V03

&P Links
I @ My Documents
@l My Music
m| My Pictures
&8 My Videos
a® Saved Games
I gl Searches

= -

Date modified

01/10/2012 17:43
01/10/2012 17:38
01/10/2012 17:39
01/10,/2012 18:09

1

[ L WINDOWS
. z-archive
[» &8 Shared Data (X:)
= ¢|
File names:

0 @

Type

XML File
XML File
XML File

- | XML files

1 oo ]|

Cancel

2.
Find the form you are
looking for and click on it.

Every time you save the
report the version number
will be updated

3.
Click Open.

96



EQAO7: USING OFFLINE FORMS Cityés

8. UPLOADING THE OFFLINE FORM (X/X) Guilds

To upload the

1 — Select my Activities in completed offline
Catalogue/Shop  Reports | Quality the Walled Garden Quallty CAR fOIIOW theses

Quality System | Online Forms | QM3 CGLI
steps

Home

Activity Details
Define your search by using the criteria belowg
fields may change depending upen the sele
Plan c Hant _ Hy_ _ Phn:d Phn:d ﬁrj!m M‘.‘t!m Actvit
Visit Hot Tranzaction + | Activity Centre Hame Vigit Vigit Visit Vigit Durati Status
Type Start End Start End =
<® Show me: My Activities hd Sampling Visit East In Process
. . 2000044014 374801, 064190 Surrey | 04.06.2013 | 04.06.2013 | 00.00.0000 | 00.00.0000 | 8 with
For Centre All my Centres - 4772-H College Conzultant®V
Sampling Visit East CAR Renort
For Awarding . . 2000044011 374801, 064190 Surrey | 04.06.2013 | 04.06.2013 |21.06.2013 | 21.06.2013 | 8 Zub rtte?d
org [ city & Guilds - 4222.21 College uom b
External Q& East
For Status All Statuses - Moderation CAlsentto
. . 2000044009 374801, 064190 Eﬁﬂ?; 11.06.2013 |11.062013 |28.06.2013 | 23062013 |8 Customer
o 427221 ¥
Forperiod* @ last year -
:ilr;s;uyg Visit Bast PA1 sentto
orfrom* O | 7o | 8000044007 | 74y 084130 Eﬁﬂﬂ 01.03.2013 |01.03.2013 |24.06.2013 | 24.06.2013 | 4 Customer
422221 g
Remote
Sampling Fast CAR Report
3000044005 374801, 064180 Surrey | 01.04.2013 | 01.04.2013 |28.06.2013 | 28.06.2013 | 4 Submitted
777 College
2 — Select the 8000 i | 3

transaction number and
click on the link
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I Quality System | Onine Forms | QUS CGL

2O £
Hastory , Back =

lm 4 Please select the form you require from the kst below, and then dick on the action you wish te perform, 4
@ :

Piease chocse _—
Centre Activity Report 2 -
Change Sependng upon the selecticns made €

Centre Select
y CAPY and QAPY

My Activtien - Centre Activity Report 1
Cantre Activity Report 2 e

All rvy Centres -

Defne your search by using the criera beiow. The feids may

— Centre Activity Report 4
Tbe 1| | CENtre Activity Report 5
W centre Activity Report & =R & ranpe of 1orms, nclidng Gualfication agpeoval appications (QAP) and centre updetes (CU
\ | Centre Approval N e T
| Centre Approval-International + odn SR nsindheongad bl
Forniiod® B [ ok = Centre UFIdEtE Jre of e QUARtY SS3UTANCe Acth Ry Undertaien
s k| oAaPy Only
p Qualification Approwval
Qualificatien &pproval-International
RAP Re-approval Process
Semeling Form CA2
Sampling Form PA1L
Centre Activity Report 2 - s used for

nn AWArd meelarna sctnty

Examegtions Auditer. Unike

For Status All Statuses - Systems Conautant

you will see Surng and after an external Qualty

Select Centre Activity
Report 3 (CAR 3)

©
@ Click Change

o wenie [ renfaxminnal rarnont

Ganlity System | Oaine Forms | QUS OGL

Halory , DRtk LA
-‘- [ 064150 East Swray Tollage - d
Dafine your search by using the crteria below. The fails =

, |

Fiae Caritra All vy Cadtred -

Fafsréncs He [SLSLETET Y

- Online Forms

-E-:':-::.:rlh.“‘--‘-""--._ . - . —
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8. UPLOADING THE OFFLINE FORM (X/X) Guilds

§ City & Guilds Online Forms ' - * [ de v Pagev Safetyw Tock~ @+
Delete? Type of assessment Learner name Learner Learner  |Qualification| Unit(s) | Interim or | Assessor name Date of Do you Internal Quality Date of =
enrolment|regisiration | sampled |[sampled| final IV sessment | agree Assurer name Internal
number date YYyy ]| with the Quality
(. mirm.yy YY)} SSESR0TS Assurance
nts 7|
oo A
r Please selact - Pleagsa: = Flea =
: Add Mew ] Delete
Have all programme cperations been complied with? ) Yes @ Mo
Is the assessment strategy complied with? D Yes @ No
|4re quality assurance requirements met? D Yes @ Mo
DIoAC
Section 4 Action, Improvement Plan
Dalete? Date set ActionImprovement By whom By when Date To be checked by
[dd.mm.yyyy) Point (Mease enter A (dd.mm.yyyy) completed
or | before text to ddlmmuyyyyl

specify type of point)
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e —
@ https:/ftestwd2.walled-garden.com/?Bioninputprocessing=UPLOADFORMREQUEST&formname=CARSAM&iokcode= - Windo...

completed

Cityés
Guilds

* [ mm = Pagew Safetyw Took~ nv 2

File upload
Interim or | ASSessor name Date of Do you Internal Quality Date of =
final IV sessment | agres ASSUrar name Internal
dd.mm.yyyy)| with the Quality
Please select the file you wish to upload: SEESE0OTS ARsurance
judgments | i
[ Browse Upload WYY
|
Plaa -
& Choose File to Upload l [
| &)=/ oo » 2
I Organize » Mew folder [l @
Have all programme operations been complied with? 3t Favorites - EHlee :
1§ Downloads . Shared Data (X) - Shortcut NDeE
) e 4 =23 Shortcut
I5 the assessment strategy complied with 5 Recent Places E‘W o b;:es
lare quality assurance requirements met? I B Desktop (37 SC and GPCspreadsheet
= 2 | Microsoft Excel Worksheet
ol Libraries i =il 125KB
Documents TAQA Learner Evaluation
B Wl
J, Music ==— | Microsoft Word Document
) pict — 138 KB
Ictures
Section 4 Action, Improvement Plan | viceos oy UnosdTes
21.2KB
Dalete? Date set ActionImprovement 18 Computer T — =( | To be checked by
[dd.mm.yyyy) Point (Please enter A & vt (C) ‘ D Upload Test
3 e
$ ﬂ: lrI' 1 of W“ I ca Local Disk (@) ~ u 244 K8 k%
'_ File name: Upload Test V01 - i
|
. =
e pload

Please select the file you wish to upload:

-
/& https://testwd2.walled-garden.com/?&oninputprocessing=UPLOADFORMREQUEST8formname=CARSAMB8ckcode= - Windo... lE‘EB

‘\p-hg-fs01ihomeS I UNEL\Desktop\Upload Test_ W01 xml

4
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10 — Click ‘Save’ you will
then see your off line
populated report

Home Catalogue/Shop Reports | Quality
Quality System | Online Forms | QNS CGLI

History , Back
Wscoren | 4 ‘
i i Please select \
Define your search by using the criteria below. The |LUCEmUn of activity ‘
fields may change depending upon the selections made. Save
Show me: My Activities - Section 2 Summary of activity & centre staff met
For Centre All vy Cantras - 51 General comments|Testreportto demonstrate uploading to the Walled Garden L
regarding the day including
For A di
U:gr e City B Guilds good practice, for support
visit outline advice,
For Status All Statuses - guidance &
trainingprovided
For period * @  last year - ap
Are there any risks with the
orfrom* © To Centre's quality assurance
systems?
YT
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8. UPLOADING THE OFFLINE FORM (X/X)

Cityés
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& City & Guilds Online Forms

—

lease seledt the form you require from the list below, and
1en clidk on the adlion you wish to perform.

lease choose Centre Activity Report 3 -
Custormer Mo 064130 East Surrey College -
{or)

Feference No. 2000044011

BT T T

Centre Activity Report 3 -

Select

CAPY and QAPRY
Centre Activity Report 1
Centre Activity Report 2
Centre Activi
Centre Activity Report 4
Centre Activity Report 5
Centre Activity Report &
Centre Approval

Centre Approval-International
Centre Update

QAPY Only

Qualification Approval
Qualification Approval-International
RAP Re-approval Process

Sampling Form CAZ

Sampling Form PA1

If the save has been
successful this
message will appear

v~ B v 0 ds v Pagev Safetyv Toolsv @~

Your form has been saved.

This message will let you know
the next step

Don't forget you still need to submit it once complete. You can still make changes by clicking on the 'Change’ button at any

time before submitting.

To update the CAR 3
click on Change to view

the CAR 3 Click on
Display
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8. UPLOADING THE OFFLINE FORM (X/X) Guilds

[ @ City & Guilds Online Forms ]_ f ~ B v = & v Pagev Safety~
4 .

L= If the Submit has been
Flease select the form you reguire from the list below, and SUCCGSSfUl thlS message WI"
then dlick on the adticn you wish to perform. appear
Fleasz ch Centre Activity Report 3 d
Customer Mg 064130 East Surrey College '

{on)
Referzn 2000044011

This message will let you know
the next step

[

Centre Activity Report 3 -

Your form has been submitted

Select

CAPY and QAPRY
Centre Activity Report 1
Centre Activity Report 2
Centre Activi
Centre Activity Report 4
Centre Activity Report 5
Centre Activity Report &
Centre Approval

Centre Approval-International
Centre Update

QAPY Only

Qualification Approval
Qualification Approval-International

What happens next

Your managing office/quality manager will process your report. Please submit your expenses now.

RAP Re-approval Process Once submitted the CAR 3
Sampling Form CAZ .
Sampling Form BAL cannot be amended. To view the

CAR 3 click display.
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EQAOQ08: TRAFFIC REPORTS Cityés

Guilds

1 Click on the ‘Reports’

# Candidates Results - City & Guilds Group Walled ... ﬁ ~ B -~ = E.éa * Page~ OGafetyr Tools~ l@v

Welcome Rita Smales Eﬁﬁd&: et arden Help | Personalize | Log off

Home Catalogue/Shop | Reports | Quality

Orders |§ Candidates/Results § LRS | Qualifications | Financial | Amend On Demand Orders

History , Back

Search 2 Click on ‘Candidates/Results’ "=—= .
wunewedtes | Results reports e

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

Candidates / Results reports

VWelcome to the Candidates / Results reporting section of the Walled Garden, where vou can search

Show me  Registration Listing - for a whole host of reports linked to candidates, registrations, results and timetables.
EV Centre | | The Candidates / Results reports screen is displayed in two sections. The pane to the left conszists of a
: search area, where you define vour reguirements, and this right hand pane is where the detailz are
dizplayed.
for® | |
Qualification Far further assistance, click on the question mark icon at the top right.
nnnn-nn
for period * @ last week -
or since *
or From*®* & | |
To | |

* denotes mandatory field

In thig search EMR no. or ULN; or Last name and
Gender are mandatory, together with period or since.

Search

105



EQAO08: TRAFFIC

Cityés
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Select ‘Registration Listing’ for registered candidates  or

‘Qualification Listing’ for certificated candidates

Reports Quality Complete ‘EV Centre’ field with the centre number
Candidates/Results | LRS | Qualifications | Finang

Home
Orders |

Complete ‘for qualification nnnn-nn’ with the full qualification number
2014
2012
W Search | 2011

2011 L
20035
Define the report by using the search 2008  elow. The
fizlds may change depending upon th 2007 ns made.

Click Search to continue. 2006
2005

2004
Show me  Registration Listing |zpgn3

2002
EV Centre [ng4130 2001
= 2000
1599

for* 422-21 133? ]
Qualification 1335
nnnn-nn 15955

1994

last week 1953
1952

January v v Select from the ‘Date Range’ options

or From * (3] | |

- |

Candidates / R

Candidates / Results reports

Welcome to the Candidates / Results reporting section of the Walled Garden, where you can search
for a whole host of reports linked to candidates, registrations, resulis and timetables.

The Candidates / Results reports screen is displayed in two =sections. The pane to the left consists of a
search area, where yvou define vour reguirements, and this right hand pane is where the details are
dizplayed.

For further assistance, click on the question mark icon at the top right.

for period * =,

® OO0

or since * @

To | |

* denotes mandatory field

In this search ENR no. or ULN; or Last name and
Gender are mandatory, together with peried or since.
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Click on the Red
Triangle to view a full

page

Home Quiality

Quality System | Onling Forms | Candidates/Results | QMS CGLI
History , Back
QEPENQINg UPON NE SEIECTICNS Made. LICK »earcn 10 contnue.
¥ wr search results
Show me Registration Listing -
EW Centre [o25128 | Order code Description
Tl 5302-04 Level 4 Preparing to Teach in the Lifelo
for * [6302-04 |
Qualification
nnnn-nn Candidate List
for period * |ast waals
ENR . Middle ‘ Registration Registration Merged Merged |+
or since * pum— 1 2017 < no. ULN First Hame Name Last Hame DoB Gender Date Expiry Date to Date 3
or From ® ® | | E AHX2251 | 3840730800 | Paul Brian | 19.11.2012 18.11.2013
CFA1314 | 1631025103 | lan Mark | 15102012 15.10.2013
To
| | EGADS28 | 51066866219 | Deborah Louise F 1510202 15.10.2013
* denotes mandatory field WGT27T 7236935986 | Craig M 2Z211.20M2 2211.2M3
In this gearch ENR no. or ULN; or Last name and Gender are mandatory, IKD2360 7802025639 | Marc Carter M 15.10.2012 15.10.2013 o
together with period or since.
o [ oownioad | Pt
lone + Trusted sites | Protected Mode: Off #q v ®100%
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To find a candidate on your GUlldS

keyboard press ‘Ctrl and f’
at the same time you will
see this pop up field

AP NetWeaver Portal | | faif ~ K v =1 o= v Page~w bSatety v loolsv @~

x Firld:| | Previous Hext |@ Options - |

Home Catalogue/Shop = Quality

Quality System | Online Forms | Candidates/Results | QMS CGLI

Complete this field with a
name or ENR no. to find a Help | Personaize | Log off
candidate.

Walled Garden

| History , Back

ﬂ Your search results
Order code Description
5202-04 Level 4 Preparing to Teach in the Lifelo
Candidate List
_ . Registration Registration Merged Merged g
ENR no. ULN First Name Middle Hame Last Hame DoB Gender Date Expiry Daies - T E|
EGADE23 5106666219 Deborah Louise F 15102012 15.10.2013
WGT2TT 7206935986 Craig M 2211.2012 2211.2013
IKD2360 7802025639 Warc Carter M 15102012 15.10.2013
LBPS309 7882051178 Catherine F 15102012 15.10.2013
VBB4623 4434348278 Linsev F 15.10.2012 15.10.2013 i
| Download | Print

You can also Download

the report or print the

Click ‘Search’ report
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1 - Put a name or number in the Find field.

2 —You will see how many matches have been
found

3 — Click next to move to the next candidate
found

7 Candidates Results - SAP NetWeaver Portal . mm v Pagew Safety~ Tools=

¢ Fine: [ Karen | Previous Next | [7F) Options =f| 1 match

gﬂﬁ: Walled Garden Haig | parssnaiza |

Qualty System | Online Forms | CandidstesMesults | OMS CGLI

| History,, Bock
9 Your search resubis
| Order code Description
| B302.04 Lawel 4 Preparng 1o Teach in the Lifsls
Canfidate List

Registration Registration Merged Marged
ENR nia. ULK Firat Harme Meddle Harme Iuli HNarma w | OB lﬂﬂl‘hr D E Dat e Dat
WHB&E23 SAGAB4E2TE Linsary F 151022012 15.10.2013
UGTET? TIHE935906 Craig W Z2am: 22110013
INT1289 BESEE0S060 Kuﬂnl bl F 15102012 15102013
IVT1240 TEM48ETO Anna-Mane F 151002002 18.10.2013
EGADE2E S106E66219 Deisarah Liuise F 15.1022012 15.10.2013

Download
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EQAOQ09: ACTION PLANNING IN THE CAR

Section 2 Previous Action Plan Select from the drop

down box

Has the previous action plan|Yes
Please select

been met by the centre?

Comments
Previous report 80000_ MUST always be recorded if an action plan was in place
Yes - comment to say what has been completed
No - comment on what has not been met
- set a hew action ‘To Be Checked
- increase the risk level by’ should only
N/A - comment to say no previous action in place be populated
with the name
of the ‘Quality
Coordinator’ or
‘External Quality
Section 4 Action/Improvement Plan Assurer
Delete?| Date set Action/Improvement Point Level of By whom | By when Date * To be checked by
{(dd.mm.yyyy) risk (dd.mm.yyyy)|completed {mandatory field)
(dd.mm.yyyy)
[ [11.10.2013 A - Complete a CU form and send into the local office (OQAR I!;it:]lI Low v [Lead IQA 12.11.2013 EQA
[~ [11.10.2013 I - Update terminology in documents Elit;?wse seleq| ead IQA 12.11.2013 EOA
IV - IQA, EV - EQA and APL to RPL t"oeﬁium

Select the appropriate risk level for the action or
improvement point

For action points they must align to Our Quality
Assurance Requirements (OQAR)
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EQA 10: ONLINE EXPENSES

1 - SUBMITTING A CLAIM

2 - VIEWING OUTSTANDING CLAIMS

3 - AMENDING AND RESUBMITTING A CLAIM

4 - VIEWING PROCESSED CLAIMS



EQA10: ONLINE EXPENSES

| Home Catalonue/Shop Quality 0

Quality System L _Online Forms | Candidates/Results | QMS CGLI

4
L& T ——

Define your search by using the criteria below. The fields may change depending
upon the selections made.

Show 3
me: Submit Expenses v

For Awarding

org City & Guilds v
4
I Forperiod* @ today v
OrFrom* © To
> Welcome
| E——
Here you will be able to:
Select Quality - View your allocated Centres
- View and manage all activities allocated to you
Select Qu a|ity System - View and submit your fees and expenses

Select Submit Expenses from the ‘Show Offline Forms

me’ dropdown menu Offline forms allow you to complete CAR,CAPv and QAPv forms on your hard drive without an internet co

Select Today from the ‘For period’ You will need to install Silverlight (which is available for free on the internet), as well as a bespoke City &

dropdown menu application which can be found here You will only have to install the software once. Please refer to the us
* for further information.

Click Search

©OOOOO
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EQA 10: ONLINE EXPENSES _
2/10 SUBMITTING A CLAIM

Gulds

Welcome Gillian Hanson

This page will open on
the right hand side.

Walled Garden

Define your search by using the criteria below. The fields may change depending
upon the selections made.

Show

me: Submit Expenses -
For Awarding

org City & Guilds -

Forperiod* @ today

OrFrom* @ |Ta

For period * @ today -
today
since yesterda

(O o=t vieck:

last month
last year

Or From *®

If you select a different time period, the screen
on the right will populate with any expenses
you have previously entered, but have not yet
been approved by the Quality Team.

Submit Exp

Consultant/EV

Consultant/EV Name

200949

John Smith

Expenses Totals

Expenses Details

Delete Expense Transaction No Claim Submission Date Actual Visit Date
‘accomopaTion = | |§|[t5.08.2014 | [
ACCOMODATION 2 | [15.08.2014 | [
ACCOMODATION - | [15.08.2014 | [

[l ACCOMODATION ~ B

‘Expense’ field will be
pre-populated as
shown. You will then be

able to select the
correct item from the
dropdown menu.

‘Claim Submission
Date’ will populate with

the date you are
entering your expenses.

This section will not
populate until
expenses have been
entered and ‘Update
Totals’ clicked.

(See next slides.)
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3/10 SUBMITTING A CLAIM

P - e dale YO ale € > O 0, exXpe >
D e
Delete Expense \1’ Transaction Iln2 Claim Submission Actual Visit Date Description é Amount(£)lo.Miles 2 Rate(£) Total(g)
ACCOMODATION  + |[soonos7azi | |[13.08.2014] [ | [one avernight stay approved by territory office 50.00] ||
MILES ~ |[soooos7zz1 | |[13.08.2014] [ | [Home address to hotel to centre return journey EE
CAR PARKING ~ |[zoooos7zzi | |[iz.08.2014] [ | [Pay and display at hotal 10.00] ||
SUBSISTENCE ~ |[zoooos7zzi | |[iz.08.2014] [ [Dinner

Select the type of expense you are claiming for from the drop down box.

Enter the Transaction No.

Enter a clear description for each item being claimed

Enter the Amount or number of miles for each item

You won’t be able to edit the following fields. They will self-populate in the next step:
+ Actual visit date

* Rate (£)

+ Total ()

®
@
®
®
®

ACCOMODATION

CAR, PARKING
MILES
POSTAGE
SUBSISTENCE
TELEPHONE
TRAVEL FARES

OTHER
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Note that you can enter more
than one activity at a time

Expenses Details

Transaction No

Expense Claim Submission Date Actual Visit Date Description

accomopaTion vl [soooos7zzi | |[1z.08.2014] [23.07.2014 | [one overnight stay approved by territory office

MILES + 0 [zoo00s7221 | |[13.08.2014] [2z.07.2014 | [Home address to hotel to centre return journay

CAR PARKING ~ |l [sooo0s7321 | |[13.08.2014] [23.07.2014 | [Pay and display at hotel 1] 10.00

[soooos7zzr | |[1z.08.2014] [2z.07.2014 | [Dinner 1] 9.50

TRAVEL FARES -l [sooo057334 | |[13.08.2014] [ | [Train from “ork to Darlington centra visit Il 15.00

]
]
]
] SUBSISTENCE -
]
]

TRAVEL FARES ~ W [so0o0s7334 | |[13.08.2014] [Mileage frem home to York station return

Select the correct description for each item from the drop
Joun box Il Il _|l | .

the bottom of the page to refresh your claim totals

The following columns will self-populate:
+ Actual visit date

* Rate

+ Total

@ As you enter your expenses click, on ‘Update Totals’ at

PLEASE NOTE
At this stage your expenses will not

be saved.
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5/10 SUBMITTING A CLAIM

This section will also populate when you click

‘Update Totals’

Expenses Totals

The amount for each item will populate in the
‘Open Status’ column

Activit
ACCOMODATION

MILES

CAR PARKING

SUBSISTENCE

TRAVEL FARES

Expenses Detals

Delete Expense Transaction No Claim Submission Date Actual Visit Date Description Amount{£)iNo.Miles Rate(£) Total(£)
ACCOMODATION v |[2000057321 [1z.08.2014] [23.07.2014 | |one ovarnight stay approved by territary office [ s0.00] || 1.00] 50.00]
MILES - |[zooons7321 [1z.08.2014] [23.07.2014 | [Home address to hotel te centre return journay [ 95.00] || 0.40] 38.00]
CAR PARKING - |[gooo057321 [13.08.2014] [z3.07.2014 | [Pay and display at hotal [ 10.00] || 1.00] 10.00]
SUBSISTENCE - |[gooo057321 [13.08.2014] [z3.07.2014 | [Dinner [ 5.50] || 1.00] 3.50]
TRAVEL FARES - |[goo0057334 [13.08.2014] [z3.07.2014 | [Train from ¥ork to Darlington centre visit [ 15.00| || 1.00] 15.00]
TRAVEL FARES - |[gooo057334 .08.2014] [z3.07.2014 [Mileage from home to York station return
=




LINE EXPENSES

6/10 SUBMITTING A CLAIM

| »

_—
Activity Units Rate Total Amount Open Status Rej. Status Approved Status
ACCOMODATION 60.00 1.00 60.00 60.00 0.00 0.00
WILES 95.00 0.40 38.00 38.00 0.00 0.00
CAR PARKING 10.00 1.00 10.00 10.00 0.00 0.00
SUBSISTENCE 8.50 1.00 9.50 8.50 0.00 0.00
TRAVEL FARES 33.00 1.00 33.00 33.00 0.00 0.00
Expenses Details 9
Your expenses have been saved successfull 2
Delete Expense Transaction No Claim Submission Date Actual Visit Date Description Amount(£)/No.Miles Rate(£) Total(£) Error Message S &
ACCOMODATION v |[g000057321 | |[13.08.2014] [2z.07.2014 | [one avernight stay approved by territory office 1| 60.00] || 1.00] s0.00l[ok |
MILES v |[goooos7zzi | |[13.08.2014] [2z.07.2014 | [Home address to hotel to centre return journey i 95.00] || 0.40] ss.00f[ok |
CAR PARKING + |[soooos7zzi | [[1z.08.2014] [23.07.2014 | [Pay and display at hotl il 10.00]|] 1.00 |[ 10.0f[ox |
SUBSISTENCE v |[goooos7321 | |[13.08.2014] [22.07.2014 | [Dinner il 5.50] || 1.00] s.soff [ok |
TRAVEL FARES v |[goooos73z4 | |[13.08.2014] [2z.07.2014 | [Train from York to Darlington centre visit i 15.00 | 1.00] 1500 [ox |
TRAVEL FARES + |[soooos7zz4 | [[1z.08.2014] [23.07.2014 | [Mileage from home to York station return il 18.00]| 1.0 eoofjlok 0 ]
]
. ‘ . , .
@ Click ‘Submit Expenses’ at the bottom of the screen to save. This Error Message

will make the claim available for the Territory Office to process .

An additional Error Message column will appear on the right, net
to the ‘Total. If the claim was submitted successfully, it will say
‘OK’. Otherwise, it will display an error message.

©

A success message will also appear in red print here, to indicate
that the claim was successfully submitted. If there are errors, it will
indicate so.

@)

Expenses Details

|Transacticm No does not belurl

|Transacticm No does not belurl

|Transacticm No does not belurl

|Transacticm No does not belurl

There are some errors.Please see them in error message column.

Update Totals

Submit Expenses
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EQA 10: ONLINE EXPENSES
7/10 SUBMITTING A CLAIM

Now Complete the EQA expenses receipt form available on the website

http://www.cityandguilds.com/~/media/Documents/help/more-help/qc-
documents/EQA%20Expenses%20Receipt%20form%20docx.ashx

Scan all your receipts and email with the
expenses receipt form to this mailbox;
egaclaims@cityandguilds.com

Alternatively

Attach all receipts to the EQA expenses receipt
form and post to the Wakefield office (City &
Guilds, 4 Red Hall Court, Paragon Business
Village, Wakefield, WF1 2UN)

Please complete
ONE expenses

receipt form for each
Quality team




ONONONC,

Click ‘Search’

8/10 VIEWING SUBMITTED CLAIMS

Select Submitted Expenses from the drop down box

Select a date range or period — this selection selects the
Claim Submission date NOT the Actual visit date

These columns will be after the ‘“Totals’ column — you will see

Define your search by using the criteria below. The fields
may change depending upon the selections made.

Show me:

| Submit Expenses

which claims and been approved, if any have been rejected For Awarding org | City & Guilds v |
and a reason in the LO note column )
For pericd * " | last month v
e
Or From* ' | since yesterday 5
last week :l
Activity Units Rate Total Amount Open Status | last month
ACCOMODATION 80.00 1.00 80.00 0.00 |ast year
Search
MILES 55.00 0.40 38.00 0.00
CAR PARKING 10.00 1.00 10.00 0.00
SUBSISTENCE 550 1.00 950 0.00 0.00 950

Expenses Details

Expense

Transaction No

Claim Submission Date

Actual Visit Date

Description

[2ccomopation  ~||[sopooszzzi | |[13.08.z014] [zz.07.2014 | [one overnight stay approved by territory office 1] 50.00] || 1.00] 50.00]
[miLes ~||[soooos7321 | |[13.08.2014] [zz.07.2014 | |[Home address ta hotal ta centra return journey 1] 35.00] || 0.40] z8.00]
[car PaRKING ~||[soooos7321 | |[i3.08.2014] [zz.07.2014 | [Pay and display at hotal i 10.00||| 1.00] 10.00]

Status Receipts Received LO Notes
@ |
O |
O [No recsipt
= |
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9/10 AMENDING AND SUBMITTING A CLAIM

Define your search by using the criteria below. The fiekds may change depending upon the
selections made

Submit Expenses
I

ConsultantEV Consultant/EV Nar
Show me | Submit Expenses v ]@
Expenses Totals
For Awarding org | City & Guilds v
Forperiod * ' | last week i Activity Units Total Amount Open Status
orFrom*  ® [01.05.2014 |To [03.09.2015 [ 2) MILES 2400 040 .60 e
Expenses Details
®
_ Delete Expense Transaction No Claim Submission Date
4 v [m1Les v ||leo00112309 | f03.09.2015 |
m | AccommopaTion v ||| | 103.09.2015 |
I PP —— 1 Al o -

Select Submitted Expenses from the drop down box

Select a date range — this selection selects the Claim

Submission date NOT the Actual visit date
Click ‘Search’

To delete an entry tick the ‘delete’ box next to the expense line

Click ‘delete’ at the bottom of the claim screen

You will then see a pop box asking you to confirm deletion

bb@@@@

The page at https://wdc.walled-garden.com says: :

Please confirm the deletion of selected line(s)

oK

Cancel




10/10 VIEWING PROCESSED CLAIMS

ONONONC,

Select My Processed Expenses from the drop down box

Select a date range — this selection selects the Claim

Submission date NOT the Actual visit date

Click ‘Search’

These columns will be after the ‘“Totals’ column — you will see
which claims and been approved, if any have been rejected
and a reason in the LO note column

Expenses Totals

Activity Units Rate Total Amount Open Status Rej. Status
ACCOMODATION 80.00 1.00 80.00 0.00 0.00
WMILES 85.00 0.40 38.00 0.00 0.00
CAR PARKING 10.00 1.00 10.00 0.00 10.00
SUBSISTENCE 8.50 1.00 9.50 0.00 0.00

Expenses Details

Define your search by using the criteria below.
The fields may change depending upon the

selections made.

Show

@

me:

Processed Expenses

il

For Awarding

arg

City B Guilds

@

For period *

last year

-

orFrom* © To :

— Seorcn |

Expense Transaction No Claim Submission Date Actual Visit Date Description Amount{E)No.Miles Rate(£) Total(£)
[2ccomopation  ~||[sopooszzzi | |[13.08.z014] [zz.07.2014 | [one overnight stay approved by territory office 1] 50.00] || 1.00] 50.00]
[miLes ~||[soooos7321 | |[13.08.2014] [zz.07.2014 | |[Home address ta hotal ta centra return journey 1] 35.00] || 0.40] z8.00]
[car PaRKING ~||[soooos7321 | |[i3.08.2014] [zz.07.2014 | [Pay and display at hotal i 10.00||| 1.00] 10.00]

These are all your expense claims processed by a

Quality Team, submitted in the selected period.

You can see if they have been approved/rejected
(Status) and any notes the Office may have made.

Status Receipts Received LO Notes
Fl | |
O | |
O Mo raceipt I
Fl | |




