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1. The Welcome page 

Upon logging in you will be presented with the Welcome page.  As well as links to guidance, the 
Welcome page will display any important updates so please take a moment to read this page 
each time you login. 

  
 

1.1. Report options 

1)  From the menu headers select ‘Reporting’. 
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2) There are three standard reports available. 
 

 
 

a. Centre Registrations.  
 
The main information displayed in this report type is: 
 

i. Learners on all or specific qualifications 
ii. Learners who are ‘Cert due’ 

1. certificates claimed but not yet processed  
or 

2. learner has passed minimum required units; certificate must be 
claimed (CO2A5 qualification only) 

iii. Learners who are ‘Complete’ (certificated) 
iv. Learners ‘In Progress’ (not yet claimed) 
v. Learners who have been ‘Withdrawn’  

 
b. Learner Achievements. 

 
The main information displayed in this report type is achievement data for all or 
specified qualifications. 
 

c. Re-enrolment Report. 
 
The main information displayed in this report type is details of learners who have 
been re-enrolled on to a qualification, for example: learners who have failed a 
qualification and have been re-enrolled. 
 

3) There is one custom report. The Learner report is the same as Centre Registrations, with 
the addition of being able to select a specific satellite site. 
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1.2. Running and viewing a report 

 

1) Once you have set your search criteria select ‘View Report’. 
 

 
 
 

2) Once loaded you can export the data by selecting the floppy disk icon, and then selecting 
your preferred export format. 
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1.3. Generating and downloading eCertificates 

1) From the menu headers select ‘Certificates’ > ‘eCertificates’ 
 

 
 

2) Certificate batches that are yet to be generated and downloaded as e-certificates will be 
displayed.  
 
To display batches that have previously been generated and downloaded tick the ‘Show 
Already Generated & Downloaded’ checkbox.  
 
 
 
 
 
 
 
 
 
 
 

3) You can use the ‘Search:’ box to narrow the batches displayed. Only the data displayed 
on-screen can be used as search criteria, for example: to display only full certificate 
batches type Full in to the search box.  
 
 
 
 
 
 
 
 
 
If you have been able to locate the applicable batch at this stage then continue to step 5 
of this guide. 
 
To search for a batch of certificates that contains a specific learner’s certificate then you 
will need to know the relevant batch number first. Step 4 of this guide explains how to 
locate specific batch numbers. 
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4) Lookup the specific learner’s record. 
 

a. From the menu headers at the top of the page select ‘Learners’. 
 

 
 

b. Select the ‘Advanced Search Options’ link. 
 

 
 

c. Using the relevant search field(s), enter the details of the learner you want to 
look-up and then select ‘Search’. 
 

 
 

d. Once located select the orange/black arrow icon to the left of the learner’s 
details. 
 

 
 

e. Select the ‘Certificates’ tab. 
 

 
 
 
 
 
 
 
 

f. Note down the batch number to the left of the relevant qualification. 
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g. Go back to step 3 and enter the batch number in to the Search field. 
 

5) Once the batch has been located select the icon displayed to the far left of the batch 
you want to view.  
 

 
 

6) The batch will now be generated and available for download as a zip file. How you 
access the downloaded zip file will be depended on the internet browser you are using. 
 
Please contact your ICT department should you have any issues accessing the zip file; 
VTCT are unable to provide technical support regarding this. 
 

7) Upon opening the zip the file each certificate relevant to the batch will be available as a 
PDF file. 
 

8) NB: Documents accessed via the eCertificates function are digital copies and are not 
valid as a printed documents. 
 

 
 
 

9) Learners who achieved their qualification post-2009 can use CertiTrack to access digital 
copies of their certificates and more. 

 

https://www.vtctskills.org.uk/learners/certification/
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2. Help and support 

 E: linx2logins@vtctskills.org.uk 
 T: +44 (0) 2380 684500 

o Mon-Thurs: 08:45 – 17:00 
o Friday: 08:45 – 16:30 

mailto:linx2logins@vtctskills.org.uk

