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[bookmark: _Toc179968463]Login deletions
Please complete this section to inform VTCT Skills of any users who have left your centre.
	Name of staff member
	

	Email address of staff member
	

	

	Name of staff member
	

	Email address of staff member
	

	

	Name of staff member
	

	Email address of staff member
	


[bookmark: _Toc179968464]Login authorisation
[bookmark: AOsub]To request access for an individual, the following must be completed and submitted to VTCT Skills by either the Head of Centre, Head of Quality or Exam Officer. 

VTCT Skills will cross reference submitted requests against their contact database; forms received from any centre contact other than those listed above will be returned.
By submitting this form to VTCT Skills, you are confirming that you have the appropriate authority within your centre to request that the nominated login holder is provided with the access requested.
Due to the default access granted, this form must only be submitted for new login holders who’s job role at the centre is Exam Administrator.
Please ensure that you read and understand the access the user will be granted prior to submitting this form.
Where the new login holder’s job role is anything other than Exam Administrator, please refer to the alternative login management forms if appropriate.

Head of Centre / Head of Quality / Exam Officer
Tutor / Assessor / IQA / Other



[bookmark: _Toc179968465]New login holder’s details
PLEASE COMPLETE AND SUBMIT THIS FORM ELECTRONICALLY – VTCT SKILLS ARE UNABLE TO ACCEPT HAND WRITTEN SCANNED COPIES.
	User’s full name:
	

	User’s email address:
	

	VTCT Skills site code(s):
(that the login is to be assigned to)
	

	VTCT  Skills site name(s):
(that the login is to be assigned to)
	

	[bookmark: table] Default access user granted

· Linx2 portal: generic access
· Linx2Exchange: submit reasonable adjustment/access arrangement applications

Centres and users with access to the Linx2Achieve exam system are expected to maintain security of examinations and assessment materials. Please refer to the ‘Instructions for Conducting Examinations’ policy here for further details.



	Additional access – select as required:

	System
	Access description
	Tick if required

	Linx2Achieve
	Scheduler - Create online/paper exam schedules only. NB: grants access to paper exams and answer guides; re-sit and/or late fees may be generated.
	☐

	Linx2Achieve
	Results read only - View exam results for the qualifications the centre is approved for.
	☐

	Linx2Achieve
	Invigilator – read only access to exam schedules and results for the qualifications the centre is approved for.  NB: grants access to paper exams and answer guides; re-sit and/or late fees may be generated.
	☐

	Linx2Achieve
	Marker/Moderator – mark and moderate AM20530 and/or CO2A5 qualification assignment evidence.
	☐

	Linx2 portal
	CO2A5 Level 1/2 Technical Award in the Study of Hair and Beauty teaching resources.
	☐

	Linx2Online
	Register learners, claim certificates and look up learner details.
NB: fees generated when registering learners
	☐

	Linx2Product
	Order Record of Assessment books/marketing materials.
NB: fees generated when orders placed
	☐

	ManageAssess 
e-portfolio
	Administrator – create/view users and groups.  If your site are not currently active in ManageAssess, this additional access will active the site(s), adding all applicable learners to the ManageAssess system.
	☐



[bookmark: _Toc179968466]How to submit the form
Providing the authoriser meets the submission criteria (see page 4) and they hold an existing Linx2 portal login then they may upload the form via Secure Linx2Transfer as follows:
1. Log in to Linx2
2. Select Linx2Exchange
3. Select Log in to Secure Linx2Transfer
4. Log in
5. Select ‘Login Authorisation Form’ from the Category of file:
6. Select ‘Browse/Choose file’ to locate and select your login authorisation form
7. Select Upload File
Alternatively, providing the authoriser meets the submission criteria (see page 3) they can email the completed form, from their centre email address, to linx2logins@vtct.org.uk. Due to the sensitive nature of the information being provided, it is recommended that this document is password protected before being emailed to VTCT Skills. You may then either:
· Send the password to open the document to linx2logins@vtct.org.uk in a separate email
· Call us to provide the password: +44 (0) 2380 684500 (Mon-Thurs 08:45-17:00 / Fri 08:45-16:30)
[bookmark: _Toc179968467]Help and support
If you require any assistance with this form please contact VTCT Skills prior to submission.
· linx2logins@vtct.org.uk
· +44 (0) 2380 684500 (Mon-Thurs 08:45-17:00 / Fri 08:45-16:30)
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