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INSTRUCTIONS FOR THE SUBMISSION OF ENTRIES FOR
GENERAL QUALIFICATION EXAMINATIONS
OCTOBER AND NOVEMBER 2011

1. Introduction

These instructions apply to entries for General Qualification Examinations to be taken in October and November
2011.

2. Syllabus Information

This instruction booklet contains syllabus information for all University of Cambridge International Examinations
General Qualification exams available in October and November 2011. Please note that centres can only submit
entries for syllabuses they have been approved to offer. If you intend to submit entries for a subject your centre
has not entered previously, please submit an Extension of Eligibility form to Cambridge to ensure that your centre
is eligible to offer the required syllabus.

The syllabus keys contained in this booklet give details of syllabus numbers, entry option codes and specific
prohibited syllabus combinations. Please note that the component information in this booklet includes component
codes that may look different from those listed in the corresponding syllabus. For these cases, the first digit of the
component code refers to the paper number in the syllabus and the second digit is for internal administrative
purposes.

No candidate may enter more than one syllabus with the same title at IGCSE or GCE Ordinary Level. A
candidate is also not permitted to enter for the same syllabus code at two centres in the same
examination series.

3. Methods of Entry

Centres may submit entries:

e Using the ‘Administer Exams’ section of the CIE Direct website or;

e Using the CIE Direct Desktop program or;

o As a CAMEO file transmitted via CIE Direct or;

e Using the (Excel-based) electronic Final Entry Form available from the ‘Support Materials’ area of CIE Direct.
Whichever method of entry is used, Centres are reminded of the importance of submitting accurate entry
data. The materials supplied to Centres after the receipt of entries, including such items as question
papers, coursework/internally-assessed mark sheets and attendance registers, are dependent upon those
entries, as is the subsequent processing of candidates’ marks, grades and certificates.

4. Final Date for the Receipt of Entries

Examination Series/

Qualification November

October

Cambridge International

Primary Programme 16 August

Checkpoint 16 August

IGCSE

GCE O Level 16 August for first
GCE AS Level time entries;
GCE A Level 21 September for

AICE (Half Credit) retake entries.

Cambridge Pre-U

Centres should submit their entries as soon as possible. Entries and amendments received after the above
specified dates will be subject to late entry fees. Following the receipt of entries, Centres will be invoiced for
the fees due (please refer to your ‘Examination Fees 2011/2012’ circular).

No entries or amendments will be accepted after 30 September for the October or November examination
series.



5. Private Candidates

University of Cambridge International Examinations are designed primarily for candidates who follow courses of
study at schools and colleges that act as registered Centres. It is recognised, however, that there are candidates
who may not attend schools or colleges, but who may wish to enter for the examinations. Such individuals are
referred to as private candidates, and their status should be shown as Private in the CAMEO file, or by entering
the letter ‘P’ in the appropriate column on the electronic entry form.

It is the responsibility of the Centre to remit examination fees for any private candidates accepted by the Centre.
Candidates may be required by the Centre through which they make their entry to reimburse the examination fee
and to pay a further fee to cover the cost of supervision and marking of any internally assessed work by the staff
of the Centre. Individuals who have been entered as private candidates are identified separately in summaries of
the Centre’s results. Statement of Results and Certificates will be sent to the Centre.

6. Coursework

Centres are reminded that an entry may only be made for most IGCSE syllabus options that include Coursework
components (school-based assessment) provided Cambridge is satisfied that suitable and reliable moderation
can be achieved. Teachers at the Centre must be trained by Cambridge in the appropriate subjects before
Centres may undertake this internal assessment.

7. Preparation of Entry Information using CIE Direct

CIE Direct is a key tool for exams officers, and the website has recently been redeveloped making it easier to
manage exam entries and carry out other administrative tasks. Under the ‘Administer Exams’ section of the
website you will find an examinations ‘Dashboard’, which can be used to manage your entry information for the
examination series, and to view exam timetable information.

A series of video tutorials are available to assist centres with submitting their entries using CIE Direct. These can
be found on the Ask CIE website (http://ask.cie.org.uk/) in the category ‘Ask CIE’ > ‘Administration of Exams’ >
‘Entries’ > ‘CIE Direct Online Entries’ > ‘CIE Direct Online Entries Video Tutorials’.

Please note that Centres are not currently able to make entries for Checkpoint examinations using CIE Direct’s
online entries facility.

. Adding your candidate details

Before you can submit your entries you need to add your candidate details and entries information. Select ‘Add
Candidates’ from the main dashboard screen, and you will be brought to the screen shown below. You can
choose to enter your candidate data either one candidate at a time using the ‘Create New Candidate’ option, or
import a .csv file containing your candidate details on the ‘Add candidates from spreadsheet’ screen.

CIEDirect

The online tool for Cambridge Exams Officers
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Add an individual Candidate Add multiple Candidates
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e Create New Candidate
Pressing this button will open a form allowing you to manually input the candidate information for a single

candidate.

details’ button to add the new candidate to your entries. The fields on this screen are as follows:

Candidate Number:
Enter for each candidate the number which you have allocated. (See Candidate Numbering
below.) CIE Direct will allocate a candidate number if one is not entered.

Name:
The maximum number of characters including any spaces is 60. The name of the candidate will
appear on entries and results documentation as it is entered here. Centres may enter the name of
the candidate as NAME SURNAME or SURNAME: NAME. When using a colon to separate the
surname from the name, once the entry is processed, Cambridge will reverse the order of the
names when printing entries and results documentation; e.g. SMITH: JOHN will be printed as
JOHN SMITH.

Date of Birth:
Candidates’ dates of birth should be entered in the standard UK date format, which is dd/mm/yy.

Gender:
Select the gender of the candidate, either ‘Male’ or ‘Female’.

English First Language?:
Select whether the candidate speaks English as a First Language.

CIE Unique Candidate Identifier:
This field allows the entry of a candidate UCI number, which should be 12 characters long. This
information is not required for General Qualifications.

NID:
This optional field allows the entry of a National Identity Number, which can be up to 20 characters
long.

Unique Learner Number:
This field allows the entry of a candidate ULN number, which should be 10 characters long. ULN
information is usually only required for UK candidates.

Status:
Indicate whether the candidate is a ‘School’ or ‘Private’ entry.

Previous Centre Number:
If the candidate is carrying forward any marks or results from a previous series, enter the centre
number where they sat their previous examinations in this box.

Previous Candidate Number:
If the candidate is carrying forward any marks or results from a previous series, enter the candidate
number used in their previous examinations in this box. Please note that this information is still
required if the candidate is using the same candidate number in the current series.

e Add Candidates from Spreadsheet
This screen will allow you to upload a .csv file containing your candidate data to CIE Direct. The required
format for this file is shown below:

Once you have completed entering the details of your candidate, click the ‘Save Candidate

Candidate CIE UCI National ULN Name Gender Date of Previous | Previous First School/
Number ID Birth Centre | Candidate | Language | Private
Number Number English? | Indicator
0001 XX123098765X | 001234 | 6789012345 | JOHN SMITH M 05/08/1996 | XX123 7 Y P

A .csv template file can also be downloaded from CIE Direct. Only the Name, Gender and School/Private
Indicator are required — all other fields are optional. However, please note that unused fields in the .csv file
cannot be removed. (ie. A ‘National ID’ column must still be included in the file, even if no candidates have
provided a National ID number.)

IMPORTANT: Syllabus information must not be included in the .csv file when this is uploaded into the CIE
Direct database — any .csv file containing this information will fail to load. Syllabus entries can only be added
on the website after your candidate data has been imported.

e Adding your syllabus entries

Once you are ready to add your syllabus entries, go to the ‘Prepare Entries’ section to add the relevant syllabus
information for each candidate. Syllabus entries can either be added individually for a particular candidate, or a
group of candidates can be entered for the same syllabus option in a group.




Entries by Candidate

If you wish to make the entries for each candidate individually, then use the ‘Candidates’ tab to display a list
of the candidates entered in this series. You can then select the required candidate by clicking their name.
On the following page, click the ‘Create a New Entry’ link, and select the required syllabus and option code
from the list provided.
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Entries by Syllabus

If you intend to enter a number of candidates for the same syllabus option(s), it may be quicker to use the
‘Syllabus’ tab. In this screen, you can choose the syllabus and option that you require and then a list of all
the candidates entered in the current series will be shown. To enter candidates for the selected option,
simply place a tick beside the name of every candidate that you wish to be entered for that syllabus/option.
When you have selected the required candidates, click ‘Enter Selected Candidates’ to add the required
syllabus entry for the selected candidates.
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In the ‘Syllabus’ section you will see a tab for each of the qualifications your Centre is eligible to offer. You
can click on the 'Syllabuses with Entries’ tab to see which syllabuses you have made entries for.
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e  Checking your entries

Once you have added your entry and candidate information you can run a series of reports to check the
information has been entered correctly. It is important that you ensure your candidates have checked their entry
information carefully before you submit it, in order to avoid being charged late entry fees for changes made to

your entry information after the entry deadline. The ‘Check Entries’ tab will allow you to see the range of reports
you can download to help you with this.
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Pre-Submission reports

Entries by Candidate Report

Entries by Syllabus Report

These reports generate a report of all your candidates’ entries organised These reports generate a report of all your candidates’ entries organised
by Candidate. by Syllabus.
'_2] PDF download (Grouping by Candidate)

Bl csv download (Grouping by Candidate, Candidate per Row)
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e  Submitting your entries

Once you have checked you are happy with all the information you have entered you can submit your entries.
Please note that entry information cannot be processed by Cambridge until it has been submitted by the centre,
and that entry fees will be charged based on the date the entry information is submitted. To submit your entry
information, go to the ‘Submit entries’ section and click on ‘Submit entries to CIE'.
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Submitting your Entries to CIE

Once submitted, processing your Entries takes between 15 minutes and H Rready to submit?
48 hours depending on the volume of entries we are processing at the Have all your candidates checked their
time. entry details?

Entries Confirmation Submit Entries to CIE

When your Entries have been processed and approved their status will
change from 'Processing’ to 'Confirmed'.

Amendments

You can make amendments to your Entries once we have processed them.
Amendments will be submitted automatically and processing them also
takes between 15 minutes and 48 hours.

Problems

If we find any problems with your entries our customer services team will
get in touch.

1f you have any problems then please Ask CIE

To check the status of the entries you have submitted, you can look at the ‘Status’ column under the ‘Candidates’
tab.
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Entries will usually be processed by CIE Direct within 1-2 hours — however, during exceptionally busy periods, this
can take up to 48 hours. (Examples of exceptionally busy periods would include the entry deadline date, or when
results are being issued for the previous exam series.) If the status of your entries has not changed to complete
within 48 hours, please contact Customer Services.



e Making your Amendments

Once you have submitted your entries, the tabs on your series view will change, as shown in the image below:
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Any further changes you make on CIE Direct - including changes to the option codes of existing entries, addition
of syllabus entries to existing candidates, addition of new candidates, withdrawal of candidates/syllabuses or
changes to the personal details of the candidates - are classed as ‘amendments’. Once the entries you have
submitted have been processed by CIE Direct, you can make amendments under the ‘Candidates’ tab.

Under the ‘Amendments to submit’ tab you can see the list of amendments waiting to be submitted to Cambridge.
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8. Preparation of Entry Information using CIE Direct Desktop

Direct Desktop is an easy-to-use application that allows Cambridge Centres to prepare their entry information
offline and submit their final entry data directly. Please note that Direct Desktop only offers the facility to submit
entry information, and does not offer reporting features or the ability to submit Forecast Grades and Internally
Assessed Marks. Centres requiring these features should use the online entries dashboard on CIE Direct.

The Direct Desktop program can be downloaded from the ‘Exam Processing’ page of the CIE Direct website, or
from the following address - https://directdesktop.cie.org.uk/ciedirectdesktop/download.html. Once you have
installed the program, you will need to install the necessary basedata for the series before you will be able to
submit your entries for the series.




For each examination series, Cambridge will supply a set of basedata containing information about the
assessments available in that series, including the syllabus and option codes for each subject. Basedata can be
downloaded and installed directly from within the CIE Direct Desktop application, using the link shown below.
Basedata will normally be made available approximately three months before the entry closing date, and entries
can be submitted as soon as this basedata is available.

CIEDirect Desktop

Home
r " 'd n
1. Edit your exam entries 2. Synchronise with CIE Help & Support

Welcome to the CIE Direct

T Desktop system. If you are

* . newto the system and would

l:/i j CI E like more information about its
= features, please visit one of
the links below

L - .

# Direct Desktop Help

Step 1

Manage your CIE Academic Qualifications entries within this application without the need to he e AskCE

connected to the internet

Step 2 Alternatively contact CIE at

international@cie.org.uk

Submit your data to CIE. For this step you must have an internet cennection. Even after submission
you can still edit your entries and submit again at any time hefore the deadline.

Choose a session
Basedata
Basedata is available for the following sessions:

+ November 2010

Update basedata L

B UNIVERSITY of CAMBRIDGE
_ k‘ nmrcrne
e

%W International Examinations

e Entering Candidates

Select the examination series for which you wish to make entries, and you will be taken to the ‘Overview’
screen, where you have the option to enter a single candidate, or to import multiple candidates from a .csv

fle.
CIEDirect Desktop
£% Home

November 2010

J Over‘;\ewH Candidates | | Syllabuses || Entry List |

Overview

» Add multiple candidates or

» Add 3 single candidate

There are 0 candidates and 0 entries for this session

R

¥ International Examinations
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Add a Single Candidate

Clicking this link will take you to a form allowing you to manually input the candidate information for a single
candidate. Once you have completed entering the details of your candidate, click the ‘Save Candidate
details’ button to add the new candidate to your entries. The fields on this screen are as follows:

e Candidate Number:
Enter for each candidate the number which you have allocated. (See Candidate Numbering
below.) CIE Direct Desktop will allocate a candidate number if one is not entered.

. Name:
The maximum number of characters including any spaces is 60. The name of the candidate will
appear on entries and results documentation as it is entered here. Centres may enter the name of
the candidate as NAME SURNAME or SURNAME: NAME. When using a colon to separate the
surname from the name, once the entry is processed, Cambridge will reverse the order of the
names when printing entries and results documentation; e.g. SMITH: JOHN will be printed as
JOHN SMITH.

o Date of Birth:
Candidates’ dates of birth should be entered in the standard UK date format, which is dd/mm/yy.

e Gender:
Select the gender of the candidate, either ‘Male’ or ‘Female’.

e CIE Unique Candidate Identifier:
This field allows the entry of a candidate UCI number, which should be 12 characters long. This
information is not required for General Qualifications.

e NID:
This optional field allows the entry of a National Identity Number, which can be up to 20 characters
long.

e English First Language?:
Select whether the candidate speaks English as a First Language.

e  Status:
Indicate whether the candidate is a ‘School’ or ‘Private’ entry.

e Previous Centre Number:
If the candidate is carrying forward any marks or results from a previous series, enter the centre
number where they sat their previous examinations in this box.

e Previous Candidate Number:
If the candidate is carrying forward any marks or results from a previous series, enter the candidate
number used in their previous examinations in this box. Please note that this information is still
required if the candidate is using the same candidate number in the current series.

Add Multiple Candidates
This screen will allow you to uploaded .csv file containing your candidate data into CIE Direct Desktop. The
required format for this file is shown below:

Candidate CIE UCI National Name Gender Date of School/ | Previous | Previous First
Number ID Birth Private Centre | Candidate | Language
Indicator | Number Number English?
0001 XX123098765X | 001234 | JOHN SMITH M 05/08/1996 P XX123 0007 Y

A .csv template file can also be downloaded from within the CIE Direct Desktop program. Only the Name,
Gender and School/Private Indicator are required — all other fields are optional. However, please note that
unused fields in the .csv file cannot be removed. (ie. A ‘National ID’ column must still be included in the file,
even if no candidates have provided a National ID number.)

Making Syllabus Entries

There are two options for how you can make your syllabus entries:

By Candidate

If you wish to make the entries for each candidate individually, then use the ‘Candidates’ tab to display a list
of the candidates entered in this series. You can then select the required candidate by clicking their name.

On the following page, click the ‘Create a New Entry’ link, and select the required syllabus and option code
from the list provided.
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e By Syllabus
If you intend to enter a number of candidates for the same syllabus option(s), it may be quicker to use the
‘Syllabus’ tab. In this screen, you can choose the syllabus and option that you require and then a list of all
the candidates entered in the current series will be shown. To enter candidates for the selected option,
simply place a tick beside the name of every candidate that you wish to be entered for that syllabus/option.
When you have selected the required candidates, click ‘Enter Selected Candidates’ to add the required
syllabus entry for the selected candidates.

CIEDirect Desktop

£2 Home 1 Candidate to submit

November 2010
Ovenview || Candidates || Syllabuses H Entry List |

Accounting 9706 : Option AY

Enter Candidate(s)
Select the candidates from the list below that you wish to enter for this option. s Add new candidate 1o
Enter Selected Candidates = session
[T .« Cand# Name ucl Retake?
- 0001 JOHN SMITH r
Enter Selected Candidates
O UNIVERSITY of CAMBRIDGE
U International Examinations R s

e Submitting Entries

When you have made all your entries in CIE Direct Desktop then you will need to submit the entry data to
Cambridge for processing, which can be done using the ‘Overview’ tab. Please note that entry information
cannot be processed by Cambridge until it has been submitted by the centre, and that entry fees will be
charged based on the date the entry information is submitted.

CIEDirect Desktop

November 2010

J Overwew” Candidates | | Syllabuses || Entry List |

Overview

You have:
Unsubmitted information for 1 Candidate

Are any of the Entries retakes?

If 5o you must indicate this before submitting the entries
to CIE. Failure to do so may result in additional fees.
Please check before you submit this information.

Submit entries to CIE

There is 1 candidate and 1 entry for this session

Export Candidates as CSY File

BB UNIVERSITY of CAMBRIDGE
%W International Examinarions S s

e Making your Amendments
Any further changes you make on Direct Desktop after your final entries have been submitted - including changes

of personal details, amendments to the option codes of existing entries, addition of new candidate/syllabus entries
or withdrawal of candidates/syllabuses can be submitted in the same way as your final entries.
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9. Preparation of Electronic Entry Files using CAMEO

CAMEDO is a piece of software that allows Cambridge Centres to build a database of information about their
candidates and the examinations that they take. CAMEO allows information to be sent from Cambridge to
Centres, and from Centres to Cambridge as data files that can be ‘imported’ into, or ‘exported’ from CAMEO.

For each examination series Cambridge will supply a set of basedata that tells CAMEO about the assessments
that are available in that series. A set of basedata is a set of 6 files that contain information about syllabuses and
option codes and can be used to enter candidates. It also holds such information as timetable dates for
components, the session (morning or afternoon) and the time allowed. Basedata files will be made available via
the CIE Direct website (https://direct.cie.org.uk) approximately five months before the entry closing date.

e Importing Basedata

Once you have downloaded the relevant basedata files from CIE Direct, it needs to be saved in the directory
C:\Program Files\UCLES\CIE CAMEO 32\Ediln. Then, in CAMEO click on ‘Administration’ - ‘Basedata’ >
‘Load from disk’.

Tree Mawvigatar >

E-f Independant Centres
El@ Adrniniztration
=@ BaseData

If the basedata file is saved in CAMEQO’s EDIin directory then click the EDI In button. If the file is saved
elsewhere on the system then locate it and highlight the file name. The selection window will show a
preview of the syllabuses that are contained within that basedata set (as shown below). At this point click
the ‘Install’ button to load the basedata into CAMEO.

=& Mavigator > || 50302 _02.=01
-ﬂ@ Independant Centres = @ @ Base Data by Year/Season
E.-@é"m;;iag:a F- Base Data Files
ED Load Fram Disk
=R &
Y 5030202401
= C
- D
B2 E
B
=52 G:
=52 H: ||
HE2 I
E
[
[
[+

H-52 0

H-E52 5t

H-E2 T

H-E2 |

S0202_02.x01

ART AMD DESIGM

ART AMD DESIGH: GRAPHICS

ART AMD DESIGH: PHOTOGRAPHY
ART AMD DESIGH: TEXTILES

ART AMD DESIGH: 3-D STUDIES
ART & DES: PalNT: RELATED MED

s "

& et Dlivel EDI In

L

%]

»

[Cancel 8
Edits

=y Start Save
Install &, Editing"%‘l Edts ©
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e Entering Candidates

Select the ‘Candidates’ node that appears under the examination series for which you wish to make entries.

S Independent Centres
- fa Centre 22339

ﬁ Candidates
EI@ E marninations
E- e 2003
- @ 0% Mised June [GOs)
ﬁ Candfates
E File Expriorts
@ Reports
&b Teaching Clazses
EEI--@ Reports

-~ Schools
B-gF Administration

The Data Window will now show you the area into which you enter details of your candidates.

Candidate has no previous centre hiztorny. |_

Click on the ‘Insert Item’ button at the bottom of the screen and enter the details of your first candidate.
CAMEO will automatically apply a candidate number of 0001 for the first candidate. Further candidates will
automatically be given the next available number. You can change this to a number of your choice, however
please always enter candidate numbers as 4 digits (i.e. 23 is entered as 0023).

The fields on this screen are as follows:

e Name:
The maximum number of characters including any spaces is 60.

The name of the candidate will appear on entries and results documentation as it is entered here.
The centre may wish to enter the name of the candidate as NAME SURNAME or SURNAME:
NAME. When using a colon to separate the surname from the name, once the entry is processed,
Cambridge will reverse the order of the names when printing entries and results documentation;
e.g. SMITH: JOHN will be printed as JOHN SMITH

e Gender:
A drop down list allows you to select Male or Female.
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Date of Birth:
Candidates’ dates of birth should be entered in the date format specified by your Windows
Regional Settings. Where these are set to English (UK) this will be dd/mm/yy.
e NID:
This is an optional field to allow the entry of a National Identity Number that can be up to 20
characters in length.
e Chargeable:
A tick in this box indicates you wish a one off entry fee to be applied to the candidate. This is
purely used by CAMEO'’s internal reports and does not affect any data that is transmitted to
Cambridge. The amount can be entered in the Local Fee box on this screen.
e English First Language?:
A tick in this box indicates that English is the candidate’s first language. This information is only
required for candidates taking the Checkpoint examinations.
o School:
This will allow you to assign a school sub-code to the candidate. Please note that this feature is
only available to certain customers and should not be used without the express prior approval of
Cambridge. Normally all Centres (including attached Centres) should be entered as separate
Centres.
e  Status:
A drop down list allows you to classify a candidate as a ‘School’ candidate or a ‘Private’ candidate.
The default is ‘School’ candidate.
e  Previous Entry Details:
If the candidate is carrying forward any marks or results then select ‘Candidate was previously
entered at this (or another) Centre’ from the drop down list. This will cause 2 new boxes to appear
where you can enter the candidate’s previous centre and candidate number. Please always enter
Centre numbers using uppercase letters.

Enter the details of the candidate and then click the ‘Save Insert’ button. Repeat this step for all of your
candidates. You should always enter candidate number, name, gender and date of birth for your candidates.

Making Entries
There are two options for how you can make your entries:

By Candidate

If you wish to make the entries for each candidate individually, then use the Entry by Candidate node. In this
screen highlight the required candidate in the ‘Selection Window’ and then simply select the syllabus/option
required in the ‘Data Window’ on the right. Then click on the ‘Insert Item’ button and the candidate will be
entered for the selected syllabus option (information is automatically saved on this screen so you do not need
to press save every time you make an entry).

By Candidate 'ﬂ:.|

Exam ‘rear 2003 Series |U3— Diescription I

Candidate M. IDDD1 Candidate Mame IEHampIe Candidate One

Available Syllabuz Options

Syllabus | Title || Option 1D Title -
01384 EMGLISH [HALF CREDIT] OPT A

0390 MATHEMATICS: STATISTICS 01328 EMGLISH [HALF CREDIT)OPT B

0400 ART AMD DESIGM 0138C EMGLISH [HALF CREDIT]OPT C

0402 ART AND DESIGH: GRAPHICS

0403 ART AMD DESIGM: PHOTOGRAPHY
0404  ART AMD DESIGM: TEXTILES

0405  ART AMD DESIGM: 3-D STUDIES
0406  ART & DES: PAINTE RELATED MED | =

Aszszigned Options
Syllabus 1D Option 1D Title -

05a0 05804 MATHEMATICS fw/0UT CAVORK] OFT &
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By Syllabus

If you have a number of candidates who are being entered for the same syllabus option(s) then it may be
quicker to use the ‘Entries by Syllabus’ option. In this screen choose the syllabus and option that you require
in the ‘Selection Window’ and then a list of all the candidates in this examination series will appear in the
‘Data Window'. To enter candidates simply click the ‘Start Editing’ button at the bottom of the screen and
then place a tick beside the name of every candidate that you wish to be entered for that syllabus/option.
When this is done click on ‘Save Edits’.

0400 ART AND DESIGH
ART AND DESIGN OPT A&

] 0007 Test Candidate

Making Entries for Retake Syllabuses

In the November series for General Qualifications, candidates who are retaking syllabuses that they
attempted in the previous June series are allowed to submit these entries up to a later closing date without
incurring late entry fees. For any entry to be accepted as a retake, previous entry details need to be supplied
for the candidate concerned - even if these details are the same as when they sat the syllabus in the June
series - and each syllabus being entered as a retake must be indicated as such.

Adding Previous Entry Details
To add your previous entry details, select the Candidates node on the Tree.

E-f Independent Centres
E-fa Centre 72999

€% Candidates
El@ Exarmninations
e 2003

E- # 13 Mixed Nov (G33]

€8 CandffStes

[ File Exparts
% Feports
H- » Teaching Clazzes
EEI--@ Reparts
-~ Schools
EEI--@ Adrninistration

Click on the ‘Insert Item’ button and enter the Candidates’ details into the Data Window in the usual way. You
will see that there is a drop down list labelled ‘Prev. Entry Details’. When you first input details of a candidate
this will show the statement ‘Candidate has no previous centre history’ (as below).

Candidate haz no previous centre histary,

Click on the drop down list and select the statement ‘Candidate was previously entered (at this or another
Centre).” When you have done this two new boxes will appear for you to enter the previous Centre and
candidate number. Please always enter Centre details using uppercase letters and candidate numbers as
four digits (i.e. 1 is entered as 0001).
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schoot [

Candidate was previouzly entered [at this ar another Centra): |_

When the data has been entered click on the ‘Save Insert’ button.

Setting the Retake Indicator

The November retake indicator is only available on the ‘Entries by Candidate’ screen. |If it is more
convenient, you can make your entries using