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Submitting attendance lists for Young Enterprise 
qualifications via Interchange 
A step-by-step guide for centres

Welcome to Interchange
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Introduction
This guide demonstrates how to submit attendance lists for Young 
Enterprise qualifications via Interchange.

Interchange

For help getting started with Interchange, please see our quick start 
guide

Interchange quick start guide

	    Attendance lists should be submitted on the day of  
	    the assessment.
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Log in to Interchange
To get started, log in to Interchange, hover over ‘Coursework and tests’ in 
the left-hand menu and then click on ‘Attendance lists’ under the ‘Tests’ 
heading. 
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Search non-submitted attendance lists
1.   Select a series
For Young Enterprise, select ‘May (YE) 20xx’ from the ‘Select a series’ drop-
down menu where ‘20xx’ represents the year of the test. 

2.   Select a qualification 
Choose one from: 

03982 – OCR Level 1 Award for Young Enterprise
03983 – OCR Level 2 Certificate for Young Enterprise
03984 – OCR Level 3 Certificate for Young Enterprise

3.   Select an assessment 
Select the required assessment from the drop-down list before clicking 
on ‘Search’. 

Note: Only those assessments that are available for selection for the 
chosen qualification will appear in the ‘Select assessment’ drop-down list.

Search non-submitted attendance lists
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View your search results
On the search results page, you will see a list of all candidates who have 
entries for the assessment you selected. From here you can either print 
or update your attendance list. Click ‘print’ to view a printable version of 
your entries which can be used to mark candidates present/absent at 
the time of the assessment. This is for your records only and should 
not be returned to OCR as an official attendance list.

To update the attendance list with present and/or absent candidates, 
click on the ‘Update’ button.

Note: Once you have submitted an attendance list, the ‘Update’ button 
will no longer be visible. You cannot update an attendance list that 
has already been submitted.

View your search results
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Update attendance list: present candidates
Once you click ‘Update’, the attendance list will become editable. 

First, update the attendance list with present candidates. Click in the 
first blank box under the ‘Date Attended’ column heading to include the 
date of the assessment. This will bring up a calendar. Select the date of 
the assessment by clicking on the appropriate date. 

Note: To use the same date for multiple (or all) candidates, tick the ‘Copy 
to rows below’ box before selecting the assessment date. This will apply 
the date to those candidates appearing below the currently selected 
candidate in the list.

Note: On this page you can also update candidate details including: 
ULN, candidate number, surname, initials, forename and date of birth. 
Remember to click ‘Save’ after updating any of these details.

Once you have updated the list, click ‘Save’ at the bottom-right of the 
screen. Do not click on ‘Submit’ unless you have completed and wish to 
submit the attendance list. You will not be able to make any changes 
to the attendance list once it has been submitted.

The attendance list is editable
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Update attendance list: absent candidates
Once you have updated the attendance list to include all present 
candidates, you should identify any absent candidates.

To mark a candidate as being absent from the assessment, tick the box 
in the ‘Absent’ column for the relevant candidate. Repeat this process for 
every absent candidate.
 
Updating the attendance list with absent candidates

Note: On this page you can also update candidate details including: 
ULN, candidate number, surname, initials, forename and date of birth. 
Remember to click ‘Save’ after updating any of these details.

Once you have updated the list, click ‘Save’ at the bottom-right of the 
screen. Do not click on ‘Submit’ unless you have completed and wish to 
submit the attendance list. You will not be able to make any changes 
to the attendance list once it has been submitted.

Saving changes
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Submit your attendance list
Once you’ve marked all candidates as either present or absent, you 
can submit your attendance list, by clicking on the ‘Submit’ button. 
You will see a warning message, reminding you that you will not be 
able to make any changes to the attendance list once it has been 
submitted. Only click ‘OK’ to the warning message if you are ready to 
submit the attendance list.
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View previously submitted attendance lists
To view previously submitted attendance lists, once logged in to 
Interchange, hover over ‘Coursework and tests’ in the left-hand menu 
and then click on ‘Attendance lists’ under the ‘Tests’ heading.

Next, click on the ‘already submitted Attendance Lists’ link to view 
previously submitted lists.

All your submitted attendance lists will appear on this page, with the 
most recently submitted a the top o the list.

To view an attendance list, click on the reference number. The full details 
of the attendance list will be listed on the following page.

Note: From this page, you can print the attendance list for your records.
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OCR Customer Contact Centre	  
02476 851509 
vocational.qualifications@ocr.org.uk 

Further support
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