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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 Addlt_lon of Io_g|n export function and examination bulk
booking details
September 2021 | Nic Preston Addition of exam deletion, exam rebooking, adding
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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.

© Guide to the FireQual Centre Portal v3 7



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.

Home

Centres

Qualifications Examinations Dashboard Help Contact Us

4

Welcome

[ Training Centre

Yy, Portal

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.

© Guide to the FireQual Centre Portal v3

Contact Us



mailto:info@firequal.com

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:

e Account Name
o Centre name
e Account Site
o The geographical location identifier usually taken from the address of the location so
they can be easily identified
e 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
e ATC Licence No.
o Unique identifier for the location

Account Name T | Account Site Vv | ATC Status | ATC Licence No N
Test Learning Ltd Belfast Belfast Active FQ126593 v
Test Learning Ltd Birmingham Birmingham Withdrawn FQ12658% v

Test Learning Ltd Chiswick Chiswick Active FQ126588 v

Searching Records

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

e An account site
e An ATC status
e 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.

~ | ATC Licence No W
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Ordering Records

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

e Account Name

e Account Site

e ATC Status

e ATC Licence No.

Account Name T

Viewing Rights

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

e 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
e 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.

Printable View

B~ C
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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:

e Candidate Name
e Centre

e Centre Site

e Date of Birth

e PO Number

Candidate Name T Vv | Centre Vv | CentreSite Vv | Date of Birth Vv | PO Number 4

Bob Newsite Test Learning Ltd Chiswick Chiswick 24/04/1997 P0O12345 v
Jane Bloggs Test Learning Ltd Chiswick Chiswick 01/02/1973 v
Jane Bloggs Test Learning Ltd Chiswick Chiswick 01/06/1971 v

Searching Records

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

e First name

e Last name

e First and last name
e 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.

irth v | PO Number A
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Ordering Records

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

e Candidate Name — ordered by first name
e Centre

e Centre Site

e Date of Birth

e PO Number

Candidate Mame T

Viewing Rights

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

e 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
e 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.

Candidate Name T v

Bob Newsite
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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

New Printable View

m- C

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
e 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
e Date of Birth
e 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:

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

List Views Bulk Load

All Candidates
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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.

Instructions

« You can load a number of candidates at once by uploading a CSV file containing their information.

« Itisimportant that the uploaded file is in exactly the right format, and to get you started a template file can be downloaded T -om Here.

+ Once you have a copy of the template file, leave the column headings in place and replace the example data with your own infGIiatoT: ¥iease supply data in all the fields and use the format given
for dates.

* You caninclude up to 100 candidates.

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
e Date of Birth
e 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

Bulk Load

Qualification (optional)

Select...

]

w

=
T

=]

Start Load

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.

Results
Once afile has been processed, the results will be displayed below.

Loaded Candidates

Name ~ | Email v | Phone v | Mobile v | PO Number v Dateof Birth v
Joe Bloggs 01216454561 1Jun 1970
Jane Bloggs 01216454561 1Jun 1972

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.

New Printable View

- C

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.

Candidate

Testing Learner 1 Edit
Centre PO Number
Testing Centre
v Additional Information
01568 459 325 Email
DateofBirth @ 12/04/2000
o Qualifications (5) - @ Mew
5 items » Sorted by FireQual Id » Updated 2 minute 2g0
FireQualld + v | Qualification | Qualification Title | Status ~ | Grade ~
€Q000120 R65804 FireQual Award in Fundamentals of the Recommendations for Fire Detection and Fire Alarm Systems in Non-Domestic Buildings st SCOF Le...  Withdrawn v
CQo00059 REE7 04 FireQual Award in Fire Detection and Alarm Installation Theory and Regulatory Requirements at SCQF Level 6 Withdrawn -
€Q00067 REE504 FireQual Award in Fire Detection and Alarm Commissioning Theery and Regulatory Requirements at SCQF Level & Withdrawn v
4 CQD00013 Practice 2 Practice 2 Withdrawn -
€Q000008 RE5904 FireQual Award in Fire Detection and Alarm Maintenance Theary and Regulatory Requirements at SCOF Level & Withdrawn v
Viewall
Examinations (2) & C Few
2items » Sorted by Exam Date » Updated 2 minute 220
FireQual Id ~ | Examination ~ | Examination Title ~ | ExamDate & v | Status v
CEDD0143 Non-D2021 MNon-Domestic Buildings 29/07/2021 Failed v
CE000092 FDAAIZ021 Fire Detection and Alarm Advanced Installation 28/07/2021 Failed v
ViewAll
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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.

Candidate Name T v

Bob Newsite

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.

Contact Us

Edit

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.

© Guide to the FireQual Centre Portal v3
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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

New Printable View

g~ C

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.

New Candidate Qualification

Information
*Candidate Soueiimlorg
ﬁr-al

Bob Mewsite |

Clzimed © Q,  "fire" in Qualifications

Cance

(ol
i
m
7]
i

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

Qualifications

esults » Sorted by Relevance w
CODE TITLE
R&36 04 FireQual Award in Fundamentals of the Recommendations for Fire Detection and Fire Alarm Systems in Mon-Domestic Buildings at SCQF Level 6
R&E6 04 FireQual Award in Fire Detection and Alarm Design Theary and Regulatory Requirements at SCOF Level 6
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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.

New Candidate Qualification

Information

Cancel

(3]
[i%]
m
@
I

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.

Candidate
Bob Newsite

v Additional Information

Qualifications (0)

Examinations (0)
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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.

Candidate )
Bob Newsite Edt

Centre Site

Moreton

v Additional Information

Li] Emall @
[ Dateof Birth @
s @
Qualifications (1) - c
1item » Sorted by FlraGual Id » Updated 2 few ssconds 220
FireQualld + v | Qualification v | Qualification Title V| Status v | Grade v
£Q000173 R&35 04 FireQual Award in Fundamentals of the Recommendations for Fire Detection and Fire Alarm Systems in Non-Domestic Buildings st SCOF Le..  Applicant v

Examinations (0) New

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.

New Printable View

m~- C
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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.

Qualifications

This page is used to view and manage the Qualifications for Candidates associated with your Centrels).

List Views
a All Candidate Qualifications = New
items » Sorted by Candidate » Fittered by All candidate qualcations » U ewseconds ag0 Search this lst..
FireQual Id ~ ‘ Candidate T V| Centre Site v | Qualification v | Status v | Achievement Date ~ | Withdrawn Date
CQO00175 Bob Newsite Moreton RE5504 Applicant

Access Candidate Qualification Details from the Individual Candidate Record

Printable View
- C

v

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.

Candidate
Bob Newsite

Centre Centre Sit PO Number
Testing Centre Moreton
v Additional Information
Phane @ [:} bobnewsite@testing.com
obile @ Date of Birth 01/03/1980
Address @

n Qualifications (2)

-
2items » Sorted by FireQual Id » Updated a few seconds ago
FireQualld 4 v | Qualification v | Qualification Title v | status v | Grade
£Qo00176 RE79 04 FireQual Certificate in Fire Risk Assessment at SCQF Level 7 Applicant
£QO00175 R658 04 FireQual Award in Fundamentals of the Recommendations for Fire Detection and Fire Alarm Systems in Non-Domestic Buildings st SCQF Le..  Applicant

© Guide to the FireQual Centre Portal v3
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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.

Candidate Qualification

CQ000175

FireQual Award in Fundamentals of the Recommendations for Fire Detection and Fire Alarm Systems in Mon-Domestic Buildings at SCQF Level &

~ Certification Information

status @ Applicant Achievement Datz @
Grzde @ Withdrawn Date @
Candidate Qualification Units (1) o c
1item » Sorted by Unit » Updated 2 few seconds 2g0
FireQualld v | Unit * ~ | Unit Title w | Mandatory? v | Passed? ~ | Claimed? ~ | Status ~
ClU000484 UN7804 Fundamentals of the Recommendatians for Fire Detection and Fire Alarm Systems in Non-Domest. Applicant v

View All

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
Mandatory units — number required to complete the requirements for the qualification
Optional units — number required to complete the requirements for the qualification
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
e 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

o O O
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o Claimed? —ticked once the Centre has claimed the unit for the candidate where the
gualification 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.

New Printable View

f- C

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.

New Candidate Examination

Infarmation

*Candidatz @ " Examination )

fundamentald

Q, “fundamentals” in Examinations

Fundamentals of the Recommendations for Fire...

Cance Save & New

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.

New Candidate Examination

Infarmation

Bob Mewsite

"Exam Date @
0%9/08/2021

" Examination

Fundamentals of the Recommendations for Fire...

Batch Ref @

Bhame082021

Cance

Save & New

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

Candidate
Bob Newsite
Centre Centresite PO Number
Testing Centre Moreton

v Additional Information

B qualifications (3)

3items » Sorted by Fireual 1d + Updsted 27 minutes ago

FireQualld 4 | Qualification v | Qualification Title

cqooo177 RE3904 FireQual
€QoOD176 RETF04 FireQueal

€Q00175 RE58 04

Examinations (1)

1item  Sorted by Exam Date » Updated 27 minutes ago
FireQualld ~ | Examination

CE000201
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tificate in Fire Risk F Level 7

FireQual Award in Fundamentals of the Recommendatio

UN78 04 Non-Domestic Buildings

~ | Examination Title

Non-Domestic Buildings

il @ bobnewsite@testing com

ot Birth @ 01/03/1980

/ard in Fundamentals of the Recommendations for Fire Detection and Fire Alarm Systems in Domestic Buildings at SCQF Leve

ns for Fire Detectionand Fire Alarm Systems in Mon-Domestic Buildings 3t SCQF Le

| ExamDate +

09/03/2021

Status
Applicant
Applicant

Applicant

Status

Pending

edit
& | Nev
~ | Grade v
View all

VievrAll
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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.

New Candidate Examination

Information

" Candidate €@ PExamination @

Domestid

Bob Mewsite

e - Domestic” in Examinations
Exam Dzte {J) Q

09/08/2021

B
I

79 04 Domestic Buildings
nestic Buildings

UMN7E 04 Mon-Domestic Buildings

Cancel Sawve & Mew E

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.

New Candidate Examination

Information
*Candidate " Examination

Bob Mewsite . Fundamentals of the Recommendations for Fire..

Batch Ref

09/08/2021 [l 3harr-390i32'32]l ]

Cance Sawve & Mew

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.

Candidate _
Bob Newsite Edit

PO Number

bobnewsite@testing com

01/05/1960

B qualifications (3)

3items » Sorted by FireQual Id » Updated 2 faw seconds ago

FireQualid 4 | Qualification " | Qualification Title ~ | Status v | Grade v
Q000177 RE5904 FireQual Award in Fundamentals of the Recommendations for Fire Detection and Fire Alarm Systems in Domestic Buildings Applicant v
2 €QO00176 R&T9 04 FireQ 7 Applicant -
0000175 RE5504 Firet ations for Fire Detection and Fire Alarm Systems in Non-Domestic Buildings at SCOF Le..  Applicant v
View All
Examinations (2) - & e
2items » Sorted by Exam Date » Updated a few seconds ago
FireQual Id ~ | Examination v | Examination Title “ | ExamDate & v | Status v
CE000201 UN7804 Non-Domestic Buildings ton-Domestic Buildings 09/08/2021 Pending v
CE000202 UN7904 Domestic Buildings Domestic Buildings 09/05/2021 Pending v
View All

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.

Examinations

This page s used to view and manzge the Examinations sat by the Candidates assaciated with your Centre(s).

List View: Bulk Book Export
Pending Examinations = News Printable View
Search this list -
~ | Exam Date ~ | Username ~ | Password ~

FireQual ld T v | Candidate v | CentreSite v | Examination v | Batch Ref
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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.

Examinations

This page is used to view and manage the Examinations sat by the Candidates associated withyour Centre(s)

Bulk Book

Export

Instructions

= Youcan use the form below to book an examination for a number of candidates at once.
+ Specify 2 backing d
* Add your own batch
s Select an examination.

in the next 30 days.

erence so that you can retrieve login detsils and resuits ater

will see 2 list of candidates that have yet to book or pass the selected examination.
& your candidates and click Book

Bulk Load

"Date

9 Aug 2021

FFDA2021 - Foundation in Fire Detection and Alarm

Bl

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.

Examinations

This page is used to view and manage the Examinatians sat by the Candidates assaciated with your Centrels)

List Views  Bulk Book Export

Pending Examinations «

FireQual ld T

CE000349

v | Candidate

Bob Mewsite

v | CentreSite

Moreton

~ | Examination

UN7904 Domestic Buildings

v | BatchRef

v

Exam Date

Searchthis

~ | Username

21.CNO00167

st

~ | Password

Gowngez3

In the pop-up window select the new date for the examination and click the ‘Save’ button.

Edit Candidate Examination

Information

i3

Cancel

UMN79 04 Domestic Buildings

i
L
il
=)
il
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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.

Candidate

Bob Newsite

Phe E [ bobnewsite@testing.com
e @ Dat h 0L/05/1950
A s O
3 qualifications (3)
3items » Sorted by FireQual Id » Updzted 2 minute 220
FireQualld + v | Qualification v | Qualification Title v
€Qo00177 R65904 FireQual Award in Fundamentals of the Recommendations for Fire Detection and Fire Alarm Systems in Domestic Buildings at SCQF Level &
Q000176 R&7504 FireQual Certificate in Fire Risk Assessment 2t SCOF Level 7
€Q000175 R65804 FireQual Award in Fundamentals of the Recommendations for Fire Detection and Fire Alarm Systems in Non-Domestic Buildings at SCOF Le.
Examinations (2)
Zitems » Sorted by Exam Date » Updated a minute ago
FireQual Id v | Examination v | Examination Title W | ExamDate 4
CED00201 UN78 04 Non-Domestic Buildings lon-Domestic Buildings 9/08/2021

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

Candidate Examination

CEO003489

Candidate Examination B on Title
Bob Newsite UN7$9 04 Domestic Buildings Domestic Buildings

v Booking Information
ExamDate @ 02/09/2021

v Result Information

© Guide to the FireQual Centre Portal v3

Status

Applicant

Applicant

Applicant

Status

Pending

Edit

Vv | Grade 4
v
-
v
View All
- C PMew
v
v
Edit Delete
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In the pop-up window select the new date for the examination and click the ‘Save’ button.

Edit Candidate Examination

Information

UMN79 04 Domestic Buildings

ils

03/09/2021

Cance Save & Mew m

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.

Examinations

This page s used to viewand manage the Examinations st by the Candidates associated with your Centre(s].

List Views  Bulk Book Export

Pending Examinations « Mew Printable View
y FireQual 1d + Filtered by All candidate examinations - Status » Updated 2 minutes ago Searchthis list. &
FireQualid T v | candidate v | CentresSite v | Examination | Batch Ref v | ExamDate v | username | Password v~
CED00349 Bob Newsite Mareton UN79 04 Domestic Buildings 21.CNO00167 Gawngez3 v

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.

Candidate

Bob Newsite Edit

PO Number
Testing Centre
v Additional Information
Phonz @ Email @ bobnewsite@testing.com
Mobile @ Date of Sirth @ 01/05/1950
Address @
3 cualifications (3) G- | New
3items = Sorted by FireQual Id » Updated a minute ago
FireQualld ¢ “ | Qualification | Qualification Title ~ | Status v | Grade ~
CQO00177 R&59 04 FireQual Award in Fundamentals of the Recommendations for Fire Detection and Fire Alarm Systems in Domestic Buildings at SCQF Level & Applicant -
€Qoo0176 R&7904 FireQual Certificate in Fire Risk Assessment 3t SCQF Level 7 Applicant -
€QO00175 R658 04 FireQual Award in Fundamentals of the Recommendations for Fire Detection and Fire Alarm Systems in Nan-Domestic Buildings at SCQF Le. Applicant -
ViewAll
Examinations (2) w- New
2items » Sorted by Exam Date » Updated a minute ago
FireQualld v | Examination v | Examination Title v | ExamDate 4 v | Status v
;EDCOZDI UN78 04 MNon-Domestic Buildings MNon-Domestic Buildings 09/08/2021 Pending v
Once selected click the ‘Delete’ button in the top right hand side of the screen.
Candidate Examination
CEQ00349 Edit Delete

Candidate Examination Examination Title
Bob Newsite UN79 04 Domestic Buildings Domestic Buildings

+ Booking Information

Bxam Date @ 02/09/2021 Usernzme ©

v Result Information

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.

Examinations

This page s used to viewand manage the Examinations st by the Candidates associated with your Centre(s].

List Views  Bulk Book Export

Pending Examinations

FireQualid * v | Candidate

CEQ00349 Bob Newsite

Vv | CentreSite

Moreton

v | Examination

UN79 04 Domestic Buildings

Mew | Printable View
Searchthis list.. &~ C

Exam Date v | username | Password v

02/09/2021 21.CNO00167 Gowngez3 v

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

button.

Infermation

Bob Mewsite

02/09/2021

Edit Candidate Examination

i
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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.

Candidate

Bob Newsite Edit

PO Number

Email @ bobnewsite@testing.com
0L/05/1980
A : @
3 qualifications (3) G- & N
3items » Sorted by FireQual Id » Updated 2 minute 2g0
FireQualld + v | Qualification v | Qualification Title W | status v | Grade v
Q00177 R65904 FireQual Award in Fundamentals of the Recommendatians for Fire Detection and Fire Alarm Systems in Domestic Buildings at SCQF Level 6 Applicant v
CQO00176 R67904 FireQual Certificate in Fire Risk Assessment at SCQF Level 7 Applicant -
CQO00175 R65804 FireQual Award in Fundamentals of the Recommendations for Fire Detection and Fire Alarm Systems in Non-Domestic Buildings at SCQF Le...  Applicant -
View All
Examinations (2) B O New
2items » Sorted by Exam Date » Updated a minute ago
FireQual Id v | Examination v | Examination Title w | ExamDate 4 v | Status v
UN78 04 Non-Domestic Buildings ion-Domestic Buildings 0%/06/2021 Pending A4
Once selected click the ‘Edit’ button in the top right hand side of the screen.
Candidate Examination §
CEO00349 Edit elete

Candidste Examination Examination Title
Bob Nevisite UN79 04 Domestic Buildings Domestic Buildings

v Booking Information

ExamDzte @ 02/08/2021

Ref © password @ Gowngezs

v Result Information

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

button.

Edit Candidate Examination

Information

02/09/2021

ils

Bham02092021 l

Cance!

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.

Examinations

This page s used toviewand manage the Examinations sat by the Candidates assaciated with your Centre(s].

List Views  Bulk Book Export

Pending Examinations «

tems » Sorted by FireQual 1d  Filtered by All candidate examinztions - Status «

Updated a minute ago
FireQualid v | Candidate v | CentreSite ~ | Examination
CEQ00201 Bob Newsite Mareton UN78 04 Non-Domestic Buildings
CEQ00202 Bob Newsite Mareton UN79 04 Domestic Buildings

© Guide to the FireQual Centre Portal v3

New | PrintableView
Search this list. f- C
v | Batch Ref | ExamDate ~ | Username v | Password ~
09/08/2021 21.CNO0Q1&7 v
09/08/2021 21.CNO00167 v
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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.

Candidate

Bob Newsite Edit

PO Number

bobnewsite@testing com

Birth @ 01/05/1980

[ qualifications (3)
3items o Sorted by FireQual Id » Updated 2 minute 2g0

FireQualId + “ | Qualification v | Qualification Title ~ | status v | Grade v

£Qo00177 R65204 FireQual Award in Fundamentals of the Recommendations for Fire Detection and Fire Alarm Systems in Domestic Buildings at SCQF Level &

Applicant hd
€QO00D176 R679 04 FireQual Certificate in Fire Risk Assessment at SCQF Level 7 Applicant -
€QO00175 R655 04 FireQual Award in Fundamentals of the Recommendstions for Fire Detection and Fire Alarm Systems in Non-Domestic Buildings at SCQF Le..  Applicant v

ViewAll

Examinations (2)

2items » Sorted by Exzm Date » Updated aminute agzo

FireQual Id v | Examination W | Examination Title v | ExamDate 4 W | Status W

CE000201 UN7E 04 Non-Domestic Buildings ion-Domestic Buildings 09/08/2021 Pending v

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

Candidate Examination

CEQOO0201

Candidate Examination Examination Title
Bob Newsite UN78 04 Non-Domestic Buildings Mon-Domestic Buildings

v Booking Information

= @

° Bhamo

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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Examinations

This pageis used to viewand manage the Examinations sat by the Candidates assaciated with your Centre(s).

List Views  Bulk Hook Export

Instructions

= Thedrop-dovm list bel
abatch refe
= Click the Exportbutton to start the download

include any batches created within the |ast 100 days.

* Sel rom the list

Export

* Baf

Export

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.

Examinations

This page is used to view and manage the Examinations sat by the Candidates associated with your Centrels)

List Views  Bulk Book Export

Instructions

= The drop-dowm i
Select 2 batch ref
= Click the Export button to start the download

nclude any batches created within the last 100 days

rom the list.

Export

*Batch Ref

Bham09082021 (2 pending)

Export
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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:

e All candidate examinations — includes pending, passed and failed examinations
o Completed examinations — includes passed and failed examinations

e Failed examinations

e Passed examinations

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

Examinations

This page s used toview and manage the Examinations sat by the Candidates associated with your Centre(s).

List Views  Bulk Book Export

All Candidate Examinations

New | PrintsbleView
T Search this list.. f- C
~ | Efamination v | ExamDate v | status v
FOAAC2021 27/07/2021 v
FRAAI2021 28/07/2021 Ad
ssed Examinations
U175 04 Non-Domestic Buildings 29/07/2021 v
Pending Examinations
. UHI78 04 Non-Domestic Buildings 09/08/2021 Pending v
Recently Viewed
CEQ00202 Bob Newsite Moreton {N7904 Domestic Buildings 09/08/2021 Pending v
CEQ00203 Testing Learner 1 Moreton EFST2021 10/08/2021 Pending v

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.

Examinations

This page is used to view and manage the Examinations sat by the Candidates associated with your Centre(s].

List Views  Bulk Book Export

Completed Examinations =

New | Printable View
Qual 1d » Filtered by All ca Search this list. g~ | C
FireQualld T v | Candidate v | Centresite v ~ | BatchRef v | Taken Date V| score% v | Passmark% V| Status v
CE000091 Testing Learner 7 Mareton FDAAC2021 2220% Failed v
CE000092 Testing Learner 1 Mareton FDAAIZ021 Failed -
CE000143 Testing Learner 1 Mereton UN78 04 Non-Domestic Buildings Failed v

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.

Centre

Testing Centre

v Additional Information

Phone @ Emsil @
.0 07555 648956 Dateof Birth @ 01/07/2003
Address @

3 qualifications (2)

2items » Sorted by FireQual Id » Updated afew seconds ago

FireQual Id ¢ | Qualification ~ | Qualification Title V| Status ~ | Grade

©Qooo121 R689 04 FireQual Award in Fire Detection and Alarm Maintenance Theory and Regulatory Requirements

Withdrawn

2 £QO000ss R68804 FireQual Award in Fire Detection and Alarm Commissioning Theory and Regulatory Requirements at SCOF Level §

Examinations (1)

o -
1item » Sorted by Exam Date » Updated a few seconds ago

FireQual Id ~ | Examination ~ | Examination Title ~ | ExamDate 4 ~ | Status

CEQ00091 FDAAC2021 Fire Detection and Alarm Advanced Commissioning 27/07/2021 Failed

P rurizht BALE Cirafuisl | #4 2090

Once selected the results can be found on the examination details page.

 Booking Information

Exam Date @ 09/08/2021

Ref @ FL-0S0820210NL

~ Result Information

TakenDate @ 09/08/2021,15:18 Passmark% @

53.00%

71.90%
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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.

Examinations

This page s used to viewand manage the Examinations sat by the Candidates associated with your Centre(s).
List Views  Bulk Book | Export

Instructions

« The drop-dovn list below will include any batches created within the last 100 days.
atch ref from the list
he Exportbutten to start the download

Export

*B

Export

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.

Examinations

This pageis used toview and manage the Examinations sat by the Candidates associated with your Centrels)

List Views Bulk Book Export

Instructions

* Thedrop-dowm st

ill include any batches created within the last 100 days.
= Click the Exportbutton to start the download
Export

*Batch Ret

9082021 (2 pending)

Export
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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.

v Additional Information

Phone @

@
]

Address @

:; 'f: Qualifications (1) G-

1item « Sorted by FireQual Id » Updateda minute ago

FireQualld ¥ v | Qualification v | Qualification Title Vv | status v | Grade v

Q000048 R65804 FireQual Award in Fundamentals of the Recommendations for Fire Detection and Fire Alarm Systems in Non-Domestic Buildings at SCQF Le. Active L4

ViewAll

Examinations (1) &

1item » Sorted by Exam Date » Updated 2 minute 2g0
FireQual ld | Examination ~ | Examination Title v | ExamDate + ~ | status v

CEQOQ00&7 UN78 04 Non-Domestic Buildings Mon-Domestic Buildings 29/07/2021 Passed v

Wiew All

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.

v Application Information

v Certification Information

Status @ Active 29/07/2021
Grade te @
Candidate Qualification Units (1) - Il
1tem = Sorted by Unit = Updated 2 few s=conds azo
FireQual Id v | Unit * W | Unit Title v | Mandatory? v | Passed? v | Claimed? W | Status v
CUD00158 UNTE04 Fundamentals of the Recommendations for Fire Detection and Fire Alarm Systems in Non-Domest. ’ ’ Active v
View All
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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.

v Additional Information

E [ bobnewsite@testing.com
01/05/1980

3 cualifications (3) a-
Jitems » Sorted by FireQual Id » Updated a few seconds ago

FireQualid + v | Qualification | Qualification Title v | status v | Grade

Co000177 R659 04 FireQual Award in Fundamentals of the Recommendations for Fire Detection and Fire Alarm Systems in Domestic Buildings 2t SCQF Level 6 Applicant

€QOo0176 R679 04 FireQual Certificate in Fire Risk Assessment at SCQF Level 7 Applicant

CQO00175 R65304 FireQual Award in Fundsmentals of the Recommendations for Fire Detection 2nd Fire Alarm Systems in Non-Domestic Buildings st SCQF Le..  Applicant

Examinations (2) oS

2 items » Sorted by Exam Date » Updated a few seconds ago

FireQual Id ~ | Examination v | Examination Title ~ | ExamDate 4 v | Status

CE000201 UNZ8 04 Non-Domestic Buildings ton-Domestic Buildings pending

CED00202 UN79 04 Domestic Buildings Domestic Buildings Pending

Mew

v

-

L4

View all

Few

-

v

View All

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

claimed and select edit.

v Application Information

w Certification Information

Status @ Applicant Achievement Dzte @

n Candidate Qualification Units (3)

3items = Sorted by Unit » Updated 2 few seconds age

FireQual Id ~ | Unit t | Unit Title | Mandatory?
UP3204 Principles of Fire Risk Assessment
2 UP3304 Conducting Fire Risk Assessments
UP3404 Continuous Professional Development for Fire Risk Assessors
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v | Passed? ~ | Claimed? W | Status

Applicant

Applicant

Applicant

v

v

View All
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On the popup window tick the ‘Claimed?’ box and click the Save button.

Information

el_ual ia

CUD004385

Edit CU000485

Candidate Qualificationifl
CQDO0176

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.

v Application Information

v Certification Information
Status @ Applicant

Grade @

n Candidate Qualification Units (3)

3items » Sorted by Unit » Updated a minute 220

FireQual Id v | unit 1 v | Unit Title
CUO00285 UP3z04 Frinciples of Fire Rick Assessment
2 CUD00486 UP3304 Conducting Fire Risk Assessments

CU000487 UP3404

____________ Continuous Professional Development for Fire Risk Assessors

Once all required units have been claimed, select the Edit button at the top of the page

Candidate Qualification
CQO00176

Bob Newsite RE7F04 FireQual

v Application Information

v Certification Information

Status @ Applicant
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tificate in Fire Risk Assessment at SCQF Level 7

mum Options €@ o
e Optional @ )
hievement Date @
t= @
&~ C
~ | Mandatory? | Passed? V' | Claimed? ~ | status v
7 - Applicant v
" v Applicant v
v % Applicant -
ViewAll
Edit
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On the popup window tick the ‘Claimed?’ box and click the Save button.

Edit Candidate Qualification

Information

Cancel Sawve & Mew E

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.

FireQual Certificate in Fire Risk Assessment at SCQF Level 7

v Certification Information

o Active

D Candidate Qualification Units (3)
3items » Sorted by Unit » Updated 2 few seconds g0
FireQual Id v | Unit T v | Unit Title v | Mandatory?

Cu0D0435 UP3204 Principles of Fire Risk Assessment

UP3304 Conducting

ire Risk Assessments

UP3404 Continuous Professionzl Develapment for Fire Risk Assessors
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W | Passed?

w | Claimed?

v | status

View All
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