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Online Candidate Registration System
Welcome to our online candidate registration system. This allow centres to register candidates online for CPCAB qualifications, although centres who wish to continue using our paper-based system can still do so.
Centres can change their password at any time by logging in and clicking 'Change Password' on the main menu. Centres will be responsible for keeping their password safe and ensuring that only authorised members of staff know it.

Once logged in, you will have two menu options:

1. Group Registrations
2. Candidates
In addition, and as a forthcoming feature, you will eventually be able to record on-line your centre’s internal assessment results for each candidate, by selecting one of the following four choices from a drop-down list:
· Proficient. 
· Not Yet Proficient (e.g. not yet completed client-work requirements)
· Not Proficient. 
· Left course (i.e. left prior to completing the internal assessment).

Group Registrations (Main Menu Option 1)
Selecting this gives you four options:
1. Register a new group. This is where you input the information common to all the candidates in a group – e.g. target qualification, tutor name(s), course start date etc. You will be able to review and make any needed changes to the information before confirming it. 
Having defined the group’s parameters, you will then be able to add in the details of the individual candidates in the group (name, gender, date of birth etc) – either manually or via batch registration (see below). 
Once again you will be able to review and make any needed changes to the information before clicking on the ‘confirm’ button to submit the group to CPCAB for approval. After you have clicked ‘confirm’, a Candidate Registration List will be available for viewing and/or printing.
2. Batch registration. Batch registration is an alternative, labour-saving means of registering each group of candidates without having to manually input each candidate’s details. Provided that your centre is using its own (internal) electronic system for registering candidates, it should be possible to marry this with – and thus use – our batch registration option.
After you have manually entered the information common to all the candidates in a group (target qualification, tutor names, course start date etc) – you will be able to upload a file containing details of all the individual candidates in that group. This ‘batch file’ must be a Comma Separated Value (.csv) file, and conform to the ‘CPCAB Database File Specification’ – you will be able to view this specification from the batch registration page of our on-line system. 
Once the batch file has been uploaded, it will be checked automatically, and any errors found will be reported on screen. Once the file has been processed successfully, a Candidate Registration List for the group concerned will be available for viewing and/or printing.
If you want to start using batch registrations you will need to contact your centre's IT department and ask them to set up your centre's electronic registration system so that it can export CSV files which match our database file specification as given here: www.cpcab-registrations.co.uk/filespec.htm 
3. Pending registrations. This lists any groups that you have submitted, but which have not yet been approved by CPCAB.
4. Approved registrations. This lists all the groups you have already submitted which have been approved by CPCAB.
Candidates (Main Menu Option 2)

Selecting this gives you two options:

1. Find candidate. Here you can search – by first name, surname, CPCAB Learner Number or your own centre-issued identifier (if any) – for any candidate who is, or has been, registered with CPCAB whilst at your centre.
If a match to your search criteria is found, then you can jump to the record(s) concerned and so view further relevant details about that candidate, including details of their current group (if any).
2. All candidates. This simply lists, in alphabetical order, all the candidates at your Centre who are in a current CPCAB-registered group (‘current’ means up to the point where CPCAB has not yet indicated an overall assessment result for all of the candidates in a group). You can jump to the record concerned for any of the candidates listed and so view further relevant details about that candidate, including details of their current group.
We hope that you find the new registration system useful and easy to use, and we look forward to receiving your registrations. If you should need any assistance then please call Marina, Trudy or Steve on 01458 852054. 
