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Priivodce Hromadnou registraci online

Registrace probiha prostrednictvim registracniho portalu — Preparation Centre Portal (dale PCP)

K ziskani pfistupu do tohoto portalu je potieba zaslat email na pcp.registration@britishcouncil.cz, abychom

Vam mobhli zaloZit uzivatelsky ucet.

1) Prvni aktivace pristupu do PCP

Do PCP si aktivujete pFistup pres link v emailu zaslaném z adresy noreply.rex@britishcouncil.org (predmét

zpravy: Verify User Details) — vytvofite si heslo, které budete nadale pouzivat k prihlaSovani do portalu. Heslo
si zapamatujte nebo uloZte na bezpec¢ném misté.

2) Prihlaseni do PCP

Webova adresa PCP: http://esolb2b.britishcouncil.org/
Prihlasovaci jméno (username) = emailova adresa, na kterou Vam prisel email s vyzvou k aktivaci.

Heslo jste si jiz vytvofili, pokud ho nemuZete najit, kliknéte na “Forgot Password”.

@@ BRITISH
@@ COUNCIL



mailto:pcp.registration@britishcouncil.cz
mailto:noreply.rex@britishcouncil.org
http://esolb2b.britishcouncil.org/

3) Registrace kandidatl = “Upload Candidates”

Po prihlaseni uvidite nasledujici prostredi:

@@ BRITISH Preparation Centre Portal Eva Pechiako
.. COUNC"_ Cambridge Exams Registration System Logged in at ¢

Uploads Registrations Account Logout

Registration Summary

Exam Mame Y  TestDate & ¥ Exam Format YT MNumber of Candidates ¥ | Exam Total Cost

V nabidce “Uploads” vyberte “Upload candidates”:
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Uploads Registrations Account Logout

Upload Candidates

! Template

Location: © AtPreparation Centre () At British Council E Dowinioad a candidate detail lemplate

! How to fil Template

e Vpravo v ramecku “Template” si stahnéte Sablonu v excelu, kam budete poté zadavat udaje
kandidatd, stazeny soubor ma nazev “Bulk registration template”. Do tohoto souboru je potfeba
vyplnit ndsledujici udaje:

Title — vyberete z mozZnosti: Mr, Miss, Mrs

OtherNames — Kfestni jméno/jména

FamilyName - prijmeni

Email — emailova adresa, na kterou budou zasilany dalsi informace o zkousce, zejména pozvanka s
rozpisem zkousky.

DoB — datum narozeni ve formatu dd/mm/yyyy

Gender — vyberete z moznosti Male nebo Female

Telephone, Mobile — zadejte telefonni Cislo bez mezer a bez mezinarodni predvolby; musi byt vyplnén
alespon jeden z téchto dvou sloupcl

SpecialNeeds — vyberte moznost “No”; pokud ma kandidat specidlni pozadavky na zkousku,
kontaktujte pfislusné centrum.

GuardianFirstName, GuardianLastName — nechte prazdné

ForUkVisa — vyberte moznost “No”; pouze pokud je kandidat ze zemé mimo EU a zaroven sklada
zkousku za ucelem ziskani viza do Spojeného kralovstvi, vyberte moznost “Yes” a vlozte Cislo pasu do
nasledujiciho sloupce “PassportNumber” (jinak tento sloupec nechte prazdny).

Soubor si uloZte. Pro kazdou zkousku je tfeba vyplnit a uloZit samostatny soubor. Pokud registrujete

do vice center, uloZte si také samostatné soubory pro jednotliva centra (napf. FCE Brno, FCE Olomouc,

CAE Brno).




Jako “Location” vzdy vyberte “At British Council”
Poté postupné vyberte “Centre” (napf. Praha, Brno, Pardubice...), “Venue”, druh zkousky (“Exam”) a
datum zkousky (“Date”). Objevi se aktualni cena zkousky, pak kliknéte na tlacitko “Next”:
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Uploads Registrations Account Logout

Upload Candidates

—

Location: © At Preparation Centre @ At British Council E Downlot
Centre: British Council Prague El -
How to
Venue: British Council PRAGUE [=]
Exam: FCE For Schools (Paper Based) [~
Date: 22/03/2014 [~|
Price: K 4950.00
MNext

Vas vybér zkousky, mista a terminu vidite vpravo v ramecku “Summary”. Pokud chcete vybér zménit,
muzete jit o krok zpét pres tlacitko Back.

Nahrajete soubor s kandidaty - kliknéte na “Choose file” a vyberete uloZeny soubor pfislusejici
vybrané zkousce a mistu:
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: Jpload Sandidatss

Upload Candidate Details: No file chasen Exam . CEForSenools (Paper
Based)
Venue : British Council PRAGUE
Date  : 220032014
Back Price Kc 4850.00

Template

E Download a candidate detal template

- How to fill Template

Kliknete na tlacitko Next.

Poté uvidite nasledujici obrazovku; prectete si podminky registrace (“Terms and Conditions”) a
zakliknéte, Ze s nimi souhlasite. O podminkach registrace informujte predem své kandidaty.



Pak kliknéte na tlacitko “Confirm”:
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Upload Candidates

3

Exam . FCE For Schools (Paper Based)
Venue . British Council PRAGUE

Date T 221032014

Registration Method © Spreadshest Registrations

I have read and agree to the above Terms and Conditions. Terms and Conditions

Back Confirm

Pokud byl soubor vyplnén spravné, objevi se informace, Ze nahrané registrace byly odeslany do British
Council k potvrzeni. Po potvrzeni registraci ze strany British Council uz neni mozné nahrané registrace

upravovat ¢i smazat. Pokud chcete pozdéji provést néjakou zménu, musite kontaktovat British

Council.

PFi nahravani souboru maze dojit k nasledujicim situacim:

V souboru jsou chyby — budete na né upozornéni nasledujici zpravou:

Account Logout

Upload Candidates

4

| as there are some errors. The file has not been submitted to the British Council. Please return to the Review Uploads tab

Summary:

The process of uploading has been
and correct these errors.

V tom pripadé se podivejte do “Review uploads” (v nabidce “Uploads”), kde je pfehled nahranych
registraci; ve sloupci “Status” bude uvedeno “Uploaded with errors”, Gplné vpravo ve sloupci “Error”
kliknéte na Cislo (pocet kandidatd s chybou, v tomto pfipadé “1”) a objevi se nové okno s udaji
kandidata:



Review Uploads

Spreadsheet Registrations ‘

Location Y Exam Y FormatY WVenue Y Date Y UploadedOn Y UploadedBy 7T Status Y Total Y Successful Y Error T YT
At British C | FCEFi British C il m
s oune o TS Lounet | ooinzim014 | 270202014 EvaPechiakova | Uploaded With Errars 2 1 1 X

Venue Schools PRAGUE
AtBritish Counc  Candidate Registration(s) Imported with Error x
Venue N L
Test Detail e
At British Cound Centre :  British Council Prague Location Type : At British Coundil Venue
Venue
A British Cound Venue :  British Council PRAGUE Exam Format: PB
Venue
Test Date:  22/03/2014 Exam Name :  FCE For Schools =
Uploaded On:  27/02/2014 Uploaded By :  Eva Pechlakova
Surname Y First Name Y Date of Birth Y Action TT
trpaslik testing Fix Error x i

Kliknéte na “Fix Error” - objevi se nové okno ukazujici konkrétni chybu; tomto pripadé chybi datum

v

narozeni. Chybu opravte a vpravo dole kliknéte na “Save”, udaje se ulozi:

H Candidate Registration Detail ® I

« Date of birth is invalid

e
| [Test Detail
ishi Centre:  British Council Prague Location Type : At British Council venue
lion Venue :  British Council PRAGUE Exam Format: PB 5
| TestDate:  22/03/2014 Exam Name :  FCE For Schools 7
e
tish Fees : 4950.00 CZK
e
yen  [Candidate Detail
e First Name : * |testingd Gender - * © Male @ Female
El Surname : * | trpaslik Date of Birth: *
g () Date of Birth Required
Guardian First Name : Guardian Surname :
Contact Detail
Telephone : 123456789 Mobile =
Email : * eva.pechlakova@sezn
Medical/Health Details - -
Do You Have Any Special Requirements Due to IIl © Yes @ No
Health/Medical Conditions? :
4
Save Cancel

Coul %

e _____

v nahrdvaném souboru muizZete mit omylem kandidata, kterého jste jiz drive nahrali. V tomto pfipadé
se objevi nasledujici upozornéni; takového kandidata musite ze souboru vymazat a poté nahrat
soubor znovu:
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Exam . FCE For Schools (Paper Based)
Venue : British Council PRAGUE
Date o 22/03/2014

Registration Method : Spreadsheet Registrations

Error message x
[#]1 have read and agree to the above Terms and Col L

Uploaded excel file contains duplicate candidate when compared against
registered candidates

A

Back Confirm

4) Prehled nahranych registraci = “Review Uploads” (v nabidce “Uploads”)

V tomto prehledu uvidite vSechny Vase nahrané soubory:

Uploads Account Logout

Review Uploads

Spreadsheet Registrations |

Location Y Exam Y FormatY Venue Y Date Y UploadedOn Y UploadedBy Y Status Y Total Y Successful ¥ Emor Y T

At British Council | FCE For British Council 0
PB 22/03/2014 27i02/2014 Eva Pechlakova Upload Successful 2 2 0 rF

Venue Schools PRAGUE

AEIENEEE || e PB Briish Councll | > spo1a  27i0202014 Pavla Stara Accepted 2 2 o

Venue PRAGUE

AtBritish Gouncl - FCE For | g Sntish Counel | oonamors | 270212014 EvaPechiakova | Accepted 2 2 0

Venue Schoals PRAGUE

AtBritish Coundil | FCEFor | Briish Councll | opamota | 260212014 EvaPechiakova | Accepted 2 2 0

Venue Schools PRAGUE

la |« o L] 10 ¥ | items perpage 1-4ofditems O

Ve sloupci “Status” bude po Uspésném nahrani uvedeno “Upload Successful”. V tomto stadiu mlzete
nahrané registrace smazat (kliknutim na kfizek vpravo), pfipadné opravit Udaje jednotlivych kandidat(
(kliknutim na ¢islo ve sloupci “Successful” se otevie seznam kandidat).

Po potvrzeni registraci ze strany British Council uZ neni mozné nahrané registrace upravovat ¢i smazat. Ve

sloupci “Status” bude uvedeno “Accepted”. V této fazi, pokud chcete provadét néjaké zmény, musite
kontaktovat British Council.



5) Nabidka “Registrations” - Search Registrations a Registration Summary

V nabidce Search Registrations vidite seznam jednotlivych kandidatd. Po kliknuti na pfijmeni se otevie
nové okno s Uudaji kandidata. V seznamu muzete vyhleddvat pomoci filtri v jednotlivych sloupcich (nazev
zkousky, jméno, format atd.).:

Uploads Registrations Account Logout

Search Registrations

Venue Y ExamMName YT TestDate Y | FirstName Y | Surname T | Reference Y  ExamFormat Y | Fees Y | Paid Y  Special Needs T
} ) z

Bilish Councll | por o gonocls | 2200302014 Pavla stara RCZODTO1002 | oy 4950 Yes No

PRAGLE 00250

Srieh Councll e forsenools 2210312014 Jana Berry RCZO0I-01002- | oy 4350 Yes No

PRAGUE 00260

ritish Council R-CZ001-01002-
MOl roE Forschools | 2210312014 testing ota PB 4950 Yes No

PRAGLE 00270

Srieh Councll e forsenools 2210312014 testing pix RCZO0I01002- | oy 4950 Yes No

PRAGUE 00280

V nabidce Registration Summary vidite prehled registraci na jednotlivé zkousky - pocty kandidatl a
celkovou cenu (vcetné pfipadnych slev):

Uploads Registrations Account Logout

Registration Summary

Exam Name Y TestDate a Y Exam Format Y MNumber of Candidates Y Exam Total Cost T
»  BEC Higher 16112013 Paper Based 6 28200 it
»  BEC Higher 16M11i2013 Paper Based 2 600
»  FCEForSchools 2210312014 Paper Based 1 4330
»  FCEForSchools 22/03/2014 Paper Based 3 14850
» CPE 12/06i2014 Paper Based 2 9100

6) Nabidka “Account”

V nabidce Account/My details mlZete upravovat Vase udaje (jméno, pfijmeni) a ménit heslo. Také
muzete pridavat/upravovat uZivatele.

V nabidce Account/ Search Users mUzZete pfidat nového uZivatele, ménit Udaje uzivatell nebo je smazat.

V ptipadé jakychkoliv nejasnosti a dotazti tykajicich se PCP portalu Vam velmi radi pomliZeme. Poslete nam
email na adresu pcp.registration@britishcouncil.cz, pfipadné kontaktujte pfislusné centrum.
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