
  Centre Administration  
  Registration & Certification System 

Centres Page 1  

 

Web Portal Instruction Document 

 

Centre 

  

View Centres      Page 2 

View Individual Personnel    Page 6 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  Centre Administration  
  Registration & Certification System 

Centres Page 2  

 
 
View Centres 
 
To view your centre details you will need to select Centres and then View 
Centres: 
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You will now be presented with the following page: 
 

 
 
You will see all of your centre details on this page.  
 
You can view your approved qualifications by clicking the View 
Qualifications Linked to Centre icon.  
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You will now the full list of qualifications your centre is approved to run: 
 

  
 
You can also view your assessment/administration teams details by clicking 
the View Centre Personnel icon 
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You will now see the full list of your assessment/administration teams details: 
 

 
 
This function is now complete. 
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View Individual Personnel  
 
To view individual records of your assessment/administration team, you will 
need to select Centres and then View Individual Personnel icon: 
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You will now be presented with the following page: 
 

 
 
Insert the relevant PIN into the space provided and click on the View icon 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  Centre Administration  
  Registration & Certification System 

Centres Page 8  

You will now see all of the relevant information concerning the assessor, 
internal verifier or administrator: 
 

  
 
This function is now complete.  
 
 


