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Version Control 

 

The below table displays information relating to when changes were made to this document and what 

changes have been made.  

Please continue to check back with the FireQual website to ensure you are accessing the most recent 

version. 

 

Date of Update Name Description of Update 

April 2021 Nic Preston Creation of document 

July 2021 Nic Preston 
Addition of login export function and examination bulk 
booking details 

September 2021 Nic Preston 
Addition of exam deletion, exam rebooking, adding 
batch reference number 
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About Us 
 

FireQual was established in 2020 in response to a need to provide structure and rigour to 

qualifications that support the strengthening of the competencies of those involved in all aspects of 

fire safety and the wider building industry.  

FireQual provide nationally and internationally recognised qualifications ensuring that wherever an 

individual achieves the qualification, they have met the same requirements providing confidence in 

the level of their knowledge and skills. 

As a result, industry and employers can be confident in the knowledge and skills of those that work for 

them and the wider society can have confidence in those that provide services to them. 
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Introduction 
 

The FireQual Centre Portal provides the ability to process information efficiently and quickly. You can 

register and certificate learners, produce reports, retrieve, and view candidate information. 

The individual named as being responsible for registration and certification will automatically receive a 

licence for use of the system. Additional licences can be purchased on a monthly basis, the latest 

fees can be seen within the FireQual Fees and Prices document.  

This guide will support you through the use of the system to complete the different available functions 

but if you have any questions or if you spot an error in the data that has been input please contact the 

Customer Service team who will be happy to support.  

If you do spot any errors in the data submitted to the FireQual Centre Portal system it is important that 

you contact us straight away as we can often rectify them for you but, if left too late, there may be a 

charge made to cover both administration and other costs incurred.  
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Initial Steps 
 

Setting Up Your Account 

 

Users will receive an email with a link to create their account. Please note that the link is valid for 7 

days. If users experience any difficulties in setting up their account they should contact a member of 

the FireQual team who will be happy to support. 

 

Addition of New Licences 

 

Additional licences are available on a monthly payment basis with notification sent to 

info@firequal.com. We require the name of the individual and the email address you would like the 

new licence to be allocated.  

Once payment of the relevant invoice has been received we will activate the licence and the individual 

will receive the automatic email to setup their account. 

 

Home Page 
 

From the home page you can navigate by using the top page navigation menus.  

 

 

 

 

 

 

 

 

 

 

You can logout from the system by clicking on the logout icon as indicated by the image below. For 

security purposes please ensure that you log out of the system when you are not using it. You should 

not leave it logged in allowing access to others.  

 

 

 

 

 

 

mailto:info@firequal.com
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Centres Page 
 

Accessible Details 

 

From this page you can see details of the Centre and all locations that have been approved for 

delivery. You can see the following information: 

• Account Name  

o Centre name 

• Account Site  

o The geographical location identifier usually taken from the address of the location so 

they can be easily identified 

• ATC Status  

o Whether a location is active in the delivery of qualifications, is currently being 

approved for delivery, or has been made dormant or withdrawn from delivery 

• ATC Licence No.  

o Unique identifier for the location  

 

 

 

 

 

 

 

Searching Records 

 

You can search the list of Centre locations listed by using the free test box and entering either: 

• An account site 

• An ATC status 

• An ATC licence number 

By searching the list, this will reduce the number of results displayed to you. 

You can click on the name of the Centre to display the candidate records assigned to this location and 

then click the name of a candidate to view their individual record. 
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Ordering Records 

 

You can order the records displayed by clicking on one of the following column headings: 

• Account Name 

• Account Site 

• ATC Status 

• ATC Licence No. 

 

 

 

 

Viewing Rights 

 

Where you operate multiple locations for delivery, you will be able to see the following: 

• Accounts for staff registered at the parent location 

o These accounts will be able to see all locations that operate under the banner of the 

Centre 

• Accounts for staff registered at a satellite location 

o These accounts will only be able to see the information relating to their location 

including candidates, approved qualifications, e-Assessment bookings, and reports 

 

Printable View 

 

If you wish to print the details of this page, please click the ‘Printable View’ button which will format 

the information to a print friendly layout for you. 
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Candidates Page 
 

Accessible Details 

 

The candidates page is used to register individuals for their qualification whether you wish to 

complete this on a one-by-one basis or as a bulk upload.  

The page will display the following information for existing candidates: 

• Candidate Name 

• Centre 

• Centre Site 

• Date of Birth 

• PO Number 

 

 

 

 

 

 

 

 

Searching Records 

 

You can search the candidate list by using the free text box and entering either: 

• First name 

• Last name 

• First and last name 

• PO number 

You can click on the name of the candidate to see their individual record or click on the name of the 

Centre to display the candidate records assigned to the location. 

Please see the Centre Page section of this document for the types of user account and the viewing 

rights associated to them. 
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Ordering Records 

 

You can order the records displayed by clicking on one of the following column headings: 

• Candidate Name – ordered by first name 

• Centre 

• Centre Site 

• Date of Birth 

• PO Number 

 

 

 

Viewing Rights 

 

Where you operate multiple locations for delivery, you will be able to see the following: 

• Accounts for staff registered at the parent location 

o These accounts will be able to see all locations that operate under the banner of the 

Centre 

• Accounts for staff registered at a satellite location 

o These accounts will only be able to see the information relating to their location 

including candidates, approved qualifications, e-Assessment bookings, and reports 

 

Accessing Candidate Records 

 

From the Candidates page you can click on the name of a candidate to access their individual record 

to view their details, the qualifications they are registered for, their certification status and the e-

Assessments they have been entered for. 
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Creating Candidates 
 

All candidate records are created from the Candidates page with the option to create candidates one-

by-one or using a bulk load function. 

 

Create an Individual Candidate 

 

To create an individual candidate, click the ‘New’ button on the right side of the screen  

 

 

 

To register a candidate, you must enter the following mandatory information into the pop-up window:  

• Candidate Name 

o This is how it will appear and be spelt on the candidate’s certificate so please ensure 

it is accurate to save future delays and fees 

• Centre 

o When you start to type the name of your Centre it will display a drop down list of the 

different locations that are authorised for delivery. Select the correct one for the 

location of the candidate 

• Date of Birth 

• Phone/Mobile/Email 

o We do not require all three of these fields to be completed but at least one must hold 

a value. We are required to hold one form of communication method for candidates to 

meet our regulatory duties. 

The additional information displayed within the pop-up window is optional but please be aware that 

you must enter a PO Number if your accounts department requires for payment to avoid delays when 

invoicing for registrations.  

Once you have entered the details for the candidate you can click one of the following options: 

• Save 

o Will save the details and close the pop-up window 

• Save & New 

o Will save the details and open a new pop-up window to allow you to create a further 

candidate 

Once you have created the candidate(s), they will be displayed in the candidate list. If you wish to see 

an individual’s record simply click on their name.  

 

Create Multiple Candidates 

 

To create multiple candidates click the ‘Bulk Load’ tab  
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Here you will see instructions on how to complete the upload. If you have not done so already, you 

should click on the link within the instructions to download the bulk load template.  

 

 

 

 

 

To complete the bulk load template you must enter the following information: 

• Candidate Name 

o This is how it will appear and be spelt on the candidate’s certificate so please ensure 

it is accurate to save future delays and fees 

• Date of Birth 

• Phone/Mobile/Email 

o We do not require all three of these fields to be completed but at least one must hold 

a value. We are required to hold one form of communication method for candidates to 

meet our regulatory duties. 

Save the template to your computer and return to your browser window. 

Select the Centre you wish to upload the candidates to, please note if you wish to upload candidates 

to different Centre locations you will need to repeat these steps for each location.  

Select the qualification you wish to register the candidates for, please note this is optional but if you 

decide not to do this at this time you will have to register each candidate individually at a later point.  

Click the option to ‘Upload Files’ or drag and drop the file you wish to upload 

Click the ‘Start Load’ button 

 

 

 

 

 

 

 

Once the file has been processed you will see the results of the upload at the bottom of the page. 

This will display the candidates that have successfully been added to the system and those that have 

not and the reasons for this.  

 

 

 

 

 

Returning to the ‘List View’ will display all candidates within the system. 
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Printable View 

 

If you wish to print the details of this page, please click the ‘Printable View’ button which will format 

the information to a print friendly layout for you. 

 

 

 

 

 

Viewing Candidate Records 

 

Once created, click on the name of the candidate whose record you wish to view in the ‘List view’. 

This will open the candidate’s record where you can view their details, the qualifications they are 

registered for and the examinations they are due to or have undertaken. From this screen you can 

register the candidate for a qualification or enter them for an exam, see later in this guide on how to 

complete these processes. 
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Updating Candidate Records 

 

To ensure clear auditing principles, once a candidate(s) has been created on the system you can 

update the contact details and PO number sections only.  

To update any of these details, open the candidate’s individual record by clicking on their name on the 

Candidates page.  

 

 

 

 

 

Once you have accessed this, click the ‘Edit’ button on the right hand side of the record. This will 

open a pop-up window allowing you to enter or update the existing details.  

 

 

 

 

 

Once completed click the ‘Save’ button and the pop-up will disappear and the record will have been 

updated.  

If you find that an error has been made in those sections that you are not able to update, please 

contact info@firequal.com as soon as possible so it can be rectified. Please note that there may be 

charges payable to update records. 

  

mailto:info@firequal.com
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Register Candidate Qualifications 
 

Candidates must be registered for their qualification within four weeks of them beginning their 

programme of learning. It will not be possible to claim certification or book examinations until the 

candidate has been registered.  

The registration fees for the qualification are listed within the Fees and Prices document on the 

FireQual website.  

 

Register an Individual Candidate Qualification from the Qualifications List View 

 

To register an individual candidate for a qualification, select the Qualifications menu at the top of the 

screen and click the ‘New’ button on the right side of the screen  

 

 

 

 

Within the popup window, select your candidate and enter the qualification name or search term you 

wish to register the candidate for and click on the drop down option. 

 

 

 

 

 

 

 

 

 

 

 

On the new window select the qualification you wish to register the candidate for by clicking on the 

corresponding code.  
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Once the qualification has been selected, you will be returned to the popup window. Check the 

candidate name and qualification listed and, once satisfied that all is correct, click the Save button.  

 

 

 

 

 

 

 

 

 

 

 

If you wish to register the same candidate or a further candidate for a qualification, click the Save & 

New button which will reopen a fresh popup window for you to repeat the steps.  

Please note that a candidate can only be registered for a qualification that the Centre has been 

approved to deliver. If a qualification is not currently available for registrations or it is thought should 

be available, please contact FireQual Customer Services who will provide support. 

Returning to the ‘List View’ will display all candidates within the system and the qualifications they are 

registered for. 

 

Register an Individual Candidate Qualification from the Candidates List View 

 

To register an individual candidate for a qualification from their individual candidate record, select the 

Candidates menu at the top of the screen and open the candidate’s individual record by selecting 

their name.  

This will open the candidate’s individual record. To register the candidate for a qualification, click the 

New button to open the popup window.  
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Carry out the steps as described earlier to select and register the candidate for a qualification. 

Please note that a candidate can only be registered for a qualification that the Centre has been 

approved to deliver. If a qualification is not currently available for registrations or it is thought should 

be available, please contact FireQual Customer Services who will provide support. 

Once the candidate has been registered, their individual record will be updated with the qualification.  

 

 

 

 

 

 

 

 

 

 

 

 

This list will continue to grow as the candidate is registered for qualifications. 

If you wish to register the candidate for a qualification, click the New button which will reopen a fresh 

popup window for you to repeat the steps. 

 

Register Multiple Candidate Qualifications 

 

This option is available as part of the candidate bulk upload option as described earlier in this guide. If 

you did not register candidate qualifications at this point you will be required to register them 

individually as described above.  

 

Printable View 

 

Returning to the ‘List View’ will display all candidates registered and the qualifications they are 

registered for. 

If you wish to print the details of this page, please click the ‘Printable View’ button which will format 

the information to a print friendly layout for you. 
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Access Candidate Qualification Details from the Qualifications List View 

 

To see the status of the qualification that a candidate has been registered for select the Qualifications 

menu at the top of the screen and click the ‘FireQual ID’ for the record you wish to view. 

 

 

 

 

 

 

 

Access Candidate Qualification Details from the Individual Candidate Record 

 

To see the status of the qualification that a candidate has been registered for from their individual 

candidate record, select the qualification you wish to see further details about.  
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Qualification Details Page 

 

The qualification represented below requires the candidate to sit and pass an exam rather than 

complete a portfolio of evidence. 

 

 

 

 

 

 

 

 

 

 

 

 

 

On this page you can see the following information: 

• Application information: 

o Passed? - ticked once the candidate has passed all the necessary exams to meet the 

overall requirements for the qualification where the qualification is examination driven 

o Claimed? – ticked once the Centre has claimed the certification for the candidate 

where the qualification requires the candidate to produce non-examination based 

evidence, eg. a portfolio of evidence. See later in this guide for how to submit a claim 

for this type of qualification 

o Mandatory units – number required to complete the requirements for the qualification 

o Optional units – number required to complete the requirements for the qualification 

o Active Mandatory - the number of units the candidate has completed so far 

o Active Optional - the number of units the candidate has completed so far 

• Certification Information 

o Status – this will show ‘Applicant’ until the certification has been authorised by 

FireQual 

o Achievement Date – this is the date that certification has been authorised 

o Grade – completed for qualifications that have a grading system 

o Withdrawn Date – this is the date that a candidate was withdrawn from the 

qualification where they are no longer undertaking it 

• Candidate Qualification Units 

o FireQual ID – unique number allocated by the FireQual system 

o Unit – unique reference number allocated by the Regulator at the time the 

qualification and the units within have been authorised 

o Unit Title – authorised title for the unit and how it will appear on candidate certification 

o Mandatory – ticked if the unit is a mandatory requirement of the qualification 

o Passed? – ticked once the candidate has successfully completed the examination for 

the unit 
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o Claimed? – ticked once the Centre has claimed the unit for the candidate where the 

qualification requires the candidate to produce non-examination based evidence, eg. 

a portfolio of evidence. See later in this guide for how to submit a claim for this type of 

unit 

o Status – will update to ‘Active’ once the candidate has successfully completed the 

unit. It will display ‘Applicant’ until this time 

 

Withdrawing Candidates 

 

On the occasion that a candidate has left the learning programme and will no longer be working 

towards their qualifications, please notify FireQual with the candidate’s name and the qualification that 

has been affected and their individual candidate record will be updated to reflect a withdrawn status.  
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Booking Examinations and Accessing Results 
 

For those qualifications that contain examinations as part of meeting the requirements, these can be 

booked both via the Examinations page or by the individual candidate records.  

 

Book an Examination for an Individual Candidate Through List View 

 

To book an individual candidate for an examination, select the Examinations menu at the top of the 

screen and click the ‘New’ button on the right side of the screen. 

 

 

 

 

 

Within the popup window, select your candidate and enter the date of the examination you wish to 

book. In the ‘Examination’ field enter the examination code or search term for the examination you 

wish to book. The examination name will be the same as the unit code from the Qualification 

Specification available on the FireQual website. Either click on the examination from the drop-down 

menu or click the search function to bring up all search results. 

 

 

 

 

 

 

 

 

 

 

 

Please note that candidates can only be booked for examinations that they have been registered for 

the qualification that it relates to. Bookings for examinations are also not possible for those that have 

a pending booking or that have passed the examination previously.   
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If you are running an examination session with multiple candidates that you may be registering at a 

later date, you can enter a batch reference which will enable you to export login details and results as 

a group rather than individually.  

Check the candidate name and examination details listed and, once satisfied that all is correct, click 

the Save button.  

 

 

 

 

 

 

 

 

 

 

 

If you wish to book additional examinations, click the Save & New button which will reopen a fresh 

popup window for you to repeat the steps.  

Returning to the ‘List View’ will display all booked examinations. 

 

Book an Examination Through the Individual Candidate’s Record 

 

To book an individual candidate for an examination through their individual candidate record, click the 

‘New’ button on the right side of the screen  
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Within the popup window, select your candidate and enter the date of the examination you wish to 

book. In the ‘Examination’ field enter the examination code or search term for the examination you 

wish to book. Please note that the examination name will be the same as the unit code from the 

Qualification Specification available on the FireQual website. Either click on the examination from the 

drop-down menu or click the search function to bring up all search results. 

 

 

 

 

 

 

 

 

 

 

 

If you are running an examination session with multiple candidates that you may be registering at a 

later date, you can enter a batch reference which will enable you to export login details and results as 

a group rather than individually. If you do not enter a batch reference and require one at a later date 

notify FireQual Customer Services who will update the candidate’s record. 

Check the candidate name and examination details listed and, once satisfied that all is correct, click 

the Save button.  

 

 

 

 

 

 

 

 

 

 

 

If you wish to book additional examinations, click the Save & New button which will reopen a fresh 

popup window for you to repeat the steps.  
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Once the candidate has been registered for the examination their individual record will be updated 

with the examination.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This list will continue to grow as the candidate is booked for examinations. 

 

Book an Examination for Multiple Candidates Through Bulk Booking 

 

To book multiple candidates for an examination session using the bulk booking system, select the 

Examinations menu at the top of the screen and click the ‘Bulk Book’ tab. 
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Enter the date for the examination, a batch reference and select the examination to be booked from 

the drop-down menu.  

The batch reference is a unique identifier to allow details of the examination session to be 

downloaded and should be for the session that the examination is being booked, for example you 

could use location and the date, Bham09082021. 

 

 

 

 

 

 

 

 

 

 

When you have entered this information, the list below will automatically populate the candidates that 

the examination is available for. To book the examination either tick the box to select all or tick next to 

each candidate and click the ‘Book’ button. You will receive a successful booking notification.  

 

Rearrange an Examination Booking Through List View 

 

To rearrange an examination through the List View select the Examinations menu at the top of the 

screen and then click on the arrow menu and select ‘Edit’ for the candidate you wish to rebook. 

 

 

In the pop-up window select the new date for the examination and click the ‘Save’ button. 
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Examinations can only be rebooked ahead of time, ie. before the date it was originally scheduled. If a 

candidate is no longer able to attend an examination on the day it should be deleted and rebooked. 

 

Rearrange an Examination Booking Through the Individual Candidate Record 

 

Where a candidate is no longer able to sit their examination at the arranged date it can be rearranged 

for a later point in time. Select the candidate you wish to view and open their individual record and 

select the examination you wish to rearrange. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once selected click the ‘Edit’ button in the top right hand side of the screen. 
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In the pop-up window select the new date for the examination and click the ‘Save’ button. 

 

 

 

 

 

 

 

 

 

 

 

Examinations can only be rebooked ahead of time, ie. before the date it was originally scheduled. If a 

candidate is no longer able to attend an examination on the day it should be cancelled and rebooked.  

 

Cancel an Examination Booking Through List View 

 

To cancel an examination through the List View select the Examinations menu at the top of the 

screen and then click on the arrow menu and select ‘Delete’ for the candidate you wish to cancel. 

 

 

 

 

 

 

Click ‘Delete’ on the confirmation pop-up window to cancel the examination.  

Examinations can only be cancelled after the original date booked and not on the day to avoid 

accidental deletion where a result is pending.   
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Cancel an Examination Booking Through the Individual Candidate Record 

 

Where a candidate is has not been able to sit their examination at the arranged date it can be 

cancelled. Select the candidate you wish to view and open their individual record and select the 

examination you wish to cancel. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once selected click the ‘Delete’ button in the top right hand side of the screen. 

 

 

 

 

 

 

 

 

 

Click ‘Delete’ on the confirmation pop-up window to cancel the examination.  

Examinations can only be cancelled after the original date booked and not on the day to avoid 

accidental deletion where a result is pending.   
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Add or Update a Batch Reference for a Candidate Through List View 

 

Where a batch reference has not been added to an examination that has been booked for a candidate 

or where a candidate has had their examination rearranged and the batch reference needs updating, 

this can be completed from the List View. 

To add or update a batch reference through the List View select the Examinations menu at the top of 

the screen and then click on the arrow menu and select ‘Edit’ for the candidate you wish to update. 

 

 

 

 

 

 

 

In the pop-up window enter or update the batch reference for the examination and click the ‘Save’ 

button. 
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Add or Update a Batch Reference for a Candidate Through the Individual Candidate Record 

 

Where a batch reference has not been added to an examination that has been booked for a candidate 

or where a candidate has had their examination rearranged and the batch reference needs updating, 

this can be completed from their individual candidate record. 

To add or update a batch reference select the candidate you wish to view and open their individual 

record and select the examination you wish to update. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once selected click the ‘Edit’ button in the top right hand side of the screen. 

 

 

 

 

 

 

 

 

 

  



© Guide to the FireQual Centre Portal v3  33 

In the pop-up window enter or update the batch reference for the examination and click the ‘Save’ 

button. 

 

 

 

 

 

 

 

 

 

 

Accessing Candidate Examination Login Details Through List View 

 

FireQual examinations are operated through our online solutions providers, Calibrand, and candidates 

can access them on the day of the examination at: https://firequal.calibrandtest.com/welcome.jsp.  

Login details are provided by FireQual through the Centre Portal and will be required by candidates. 

These should be entered correctly paying attention to case sensitive characters as three incorrect 

login attempts will automatically lock the account. In this instance contact FireQual and we will reset 

the login.  

To access candidate login details through the List View select the Examinations menu at the top of 

the screen and the username and password can be seen next to the corresponding candidate. 

 

 

 

 

 

 

 

 

  

https://firequal.calibrandtest.com/welcome.jsp
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Accessing Candidate Examination Login Details Through the Individual Candidate Record 

 

To access candidate login details through the individual candidate record, first select the candidate 

you wish to view and open their individual record and select the examination you wish to access the 

login details for.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once selected the username and password can be found on the examination details page. 

 

 

 

 

 

 

 

 

 

 

Accessing Candidate Examination Login Details Through the Export Function 

 

For those candidates that have been booked for examinations with a corresponding batch reference 

login details can be downloaded as a .csv file for easy distribution.  

To access the export function, click on the Export tab on the Examinations page.  
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The list will display all batches created within the last 100 days. To export the .csv file select the 

correct batch reference from the drop-down menu and click the Export button. This will start the 

download automatically.  
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Accessing Candidate Examination Results Through List View 

 

To access examination results through List View select the Examinations menu at the top of the 

screen and then use the drop-down menu to navigate to one of the following options:  

• All candidate examinations – includes pending, passed and failed examinations 

• Completed examinations – includes passed and failed examinations 

• Failed examinations 

• Passed examinations 

This will filter the list of results displayed according to the information required. 

 

 

 

 

 

 

 

 

 

Once filtered the results for each candidate will be displayed including their score, the required pass 

mark and the status of the exam, ie. passed or failed. 

 

 

 

 

 

 

 

 

If a result does not appear that should be, contact a member of the FireQual Customer Service Team 

who will be happy to support.  

Please note results are pulled automatically from the examination system once per hour and so 

please allow sufficient time from the completion of the examination before contacting FireQual.   
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Accessing Candidate Examination Results Through the Individual Candidate Record 

 

To access candidate results through the individual candidate record, first select the candidate you 

wish to view and open their individual record and select the examination you wish to access the 

results for.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Once selected the results can be found on the examination details page. 
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Accessing Candidate Examination Results Through the Export Function 

 

For those candidates that have been booked for examinations with a corresponding batch reference 

results can be downloaded as a .csv file for easy distribution.  

To access the export function, click on the Export tab on the Examinations page.  

 

 

 

 

 

 

 

 

The list will display all batches created within the last 100 days. To export the .csv file select the 

correct batch reference from the drop-down menu and click the Export button. This will start the 

download automatically.  
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Claim Certification 
 

FireQual provides two forms of assessment for qualifications, externally assessed through 

examination and Centre assessed. There are also circumstances where qualifications are assessed 

through both examination and Centre assessed evidence. 

 

Certification for Externally Assessed Qualifications 

 

For qualifications that are entirely externally assessed through examination, certification will be 

produced automatically and no action is required by the Centre once the candidate has successfully 

completed the required examination(s).  

To see the progress of the certification process, first select the candidate you wish to view and open 

their individual record and select the qualification you wish to see the details of.  

 

 

 

 

 

 

 

 

 

 

 

Where certification has been verified and authorised and is currently being processed for dispatch to 

the Centre for distribution the status will display as ‘Active’ and there will be an achievement date 

displayed with the ‘Certification Information’ section.  
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Certification for Internally Assessed Qualifications or Elements of Qualifications 

 

For qualifications that are entirely or partially internally assessed through Centre assessed evidence 

including the use of Recognised Prior Learning, the Centre is required to submit a claim through the 

system. 

To make a certification claim, first select the candidate you wish to view and open their individual 

record and select the qualification you wish to see the details of.  

 

 

 

 

 

 

 

 

 

 

 

 

 

To claim the units completed by the candidate, click on the drop-down menu next to the unit to be 

claimed and select edit. 
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On the popup window tick the ‘Claimed?’ box and click the Save button. 

 

 

 

 

 

 

 

 

 

 

 

 

Repeat these steps for all units that require a claim to be submitted. All units that have been claimed 

will have a tick displayed in the ‘Claimed’ column.  

 

 

 

 

 

 

 

 

 

 

 

Once all required units have been claimed, select the Edit button at the top of the page 
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On the popup window tick the ‘Claimed?’ box and click the Save button. 

 

 

 

 

 

 

 

 

 

 

This will submit the claim to FireQual for verification and authorisation.  

Where certification has been verified and authorised and is currently being processed for dispatch to 

the Centre for distribution the status will display as ‘Active’ and there will be an achievement date 

displayed with the ‘Certification Information’ section.  

 

 

 

 

 


