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Introduction

This guide demonstrates how to submit attendance lists for
Apprenticeship qualifications via.

Interchange °

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

Interchange quick start guide Q
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Log in to Interchange

To get started, log in to Interchange, hover over ‘Entries’and then click
‘Make entries’

Next click‘Learning programmes!
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Make Entries: Select Package

Select‘Framework and package’from the drop-down menu and click ‘Ok’

The assessments contained within the selected package will appear in a
yellow box.

Apprenticeships

In the examples shown, the ICT framework has been chosen.
From this framework, the Advanced Apprenticeship Level 3
IT Application Specialist England package is selected and its
assessments appear in the yellow box.
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Next you need to select your candidates. You can do this by choosing
individual candidates or whole candidate groups. If you cannot find a
candidate, you can enter their details.

When searching for existing candidates, you can restrict the search to
show only candidates added during a given time period, from ‘Today’
to'In the last five years. You can also find the candidate by searching
for their name, part-name, UCI or candidate number. Enter your search
criteria and click 'Find candidate!
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Make Entries: Select Candidates

Apprenticeships

Next, select the candidate you would like to make entries for by clicking
in the tick box next to their details and then clicking the'Add selected
candidates' button. These candidates will then appear in the list on the
right-hand side of the screen. Once you have selected all the candidates
you need, click'Next’
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Make Entries: Entry Options

You will then need to specify the entry details for the assessments.

The series shown will always be the next available series.

Once all assessment entries have been chosen, click 'Next'

Apprenticeships
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Make Entries: Entry Summary

You will then see the entry summary screen. Here, you can review St e e LY By e D TR [ At st Loy
the details of your entries before submitting them. Mako entries. - entry summary
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You will then see an entry confirmation page.
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Results

To view results achieved by learners, start by accessing your home page
on Interchange.

Next click‘Results’and choose ‘Learning programmes’ Select the
framework that you would like to view and click 'Go!

Apprenticeships
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Results - Running a Learning Programme Report part 1

You will be able to search by framework and this will bring up your list of
candidates’ outcomes for a specific framework. i o i . s i

EXSH ccming Programmes
As shown in the example on this page, you are able to produce a iy L
Frres
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Results - Running a Learning Programme Report part 2

Once you have selected the type of report you would like to run, the
results will be displayed on-screen.

If you would like to see a quick snapshot of each learner, click the ‘Details’
link next to the candidate.

In the example on this page, a single candidate was chosen and this
shows the qualification information and the date awarded.

Candidate details x

s ——— o
Date Qualification
CoMmponent GQualification description
awarded code
Functional OCR Functional Skills gualification in Information and
Suilts Afeiian: oeant Communication Technakogy (10T at Level 2

MB Awvard dales marked with © have boen achiewed al anothor oentre.

https://interchange.ocr.org.uk


https://interchange.ocr.org.uk

»>
>
>
>
>
»>
>

v)

vl

v)

Interchange
Step-by-step

guide
Further support

OCR Customer Contact Centre
02476 851509
vocational.qualifications@ocr.org.uk

Apprenticeships
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