Teacher Guide: Booking exams on ERIC
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N My Account
Open ERIC and click on V. My Company
/BOOking Form’ \ View Bookings

* Booking Form

The booking form will open and you will be

i Messages

Message Search
No messages. ...
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‘WEST LONDON
e G e

\I
London College of Music Examinations & U ‘

A My Account

» My Details
»  Edit My Details

listed as both the booker here \ S e

... and as the teacher here

If you do not want to be listed as the teacher
you can delete it by clicking ‘Clear Teacher’.

M
View Bookings

Booking Form

\

LCM Examinations Booking Form

=: Registration Details

Booker

Teacher

B Ealing

The booker is financially responsible for any bookings made and will receive notification of
exam dates/times and any resulting certificates.

’ Booker: Lizzie Moore
Booker email: |lizzie ac.uk L Edit Email

This/these registration(s) will make reference to the teacher displayed below. If this is
not the correct teacher, please click the 'Clear Teacher' button and supply the
appropriate details

Mrs Lizzie Moore

Exam Location

Country: | < Please select a country... » -

WEST LONDON London College of Music Examinations &

exam dates/times and any resulting certificates.
A\ My Account
Books

= Lizzie Moore

appropriate details

Booking Form

Mrs Lizzie Moore
Ealing

i ac.uk =
\J My Company Booker email ||| it Email
Teacher
View Bookings This/these registration(s) will make reference to the teacher displayed below. If this is

not the correct teacher, please click the 'Clear Teacher' button and supply the

Exam Location

Country: | England |7]

session: [sprng 2028 ||
Centre: ‘ London (South-West) I

Subject

centre/session you have chosen.

Select the subject and level you would like to book before clicking Add Entry to add it to
your registration form. Certain subjects or levels may not be available based on the

Subject: | Music Thestre

I~

tevel: (Gade2eas |7
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Teacher

appropriate details
\' My Company
Mrs Lizzie Moore

\J My Account This/these registration(s) will make reference to the teacher displayed below. If this is
not the correct teacher, please click the 'Clear Teacher' button and supply the

Ealing
View Bookings
3
Booking Form Exam Location

Country: England
Session: Spring 2018

Centre: | London (South-West)

Select the subject and level you would like to book before clicking Add En

Subject
Gd it to
Gn the
centre/session you have chosen

your registration form. Certain subjects or levels may not be available ba;

Subject: | Music Theatre

1=

Level: | Grade 2 (£48) [=

Music Theatre - Grade 2

candidates Selected: 0

Please select at least one candidate for this entry...

Select Candidate(s)

Entry Fee: £0

Please confirm that you agree to abide
by the LCM Examinations requlations:

Proceed To Payment

First, select the country, session and exam
centre, where you want to enter candidates,
from the drop-down menus.

Next, select the subject and level from the
drop-down menus and click ‘Add Entry’

The subject and level combination you have
selected will be displayed here...

...and to enter candididates for this exam click
on ‘select candidates’.




After clicking ‘select candidate(s)’, the If you have entered candidates before, they will be listed in your
user selection window will open: ‘company’ and to view them click the green arrow here

:: User Selection [ User Selection ‘

Company: Lizzie Moore ~ Show

c Lizzie Moore + Show Advanced
Last Name: User ID: Last Name: User ID:
& [ Ol [ To select a andidate, tick
|| Please use the form above and click the green button... Kirby, Jack dadoug
Marchant, Alexandra codoug the box next to their
Moore, Lizzie lawalk2
name...
H ’‘ 7
...and then click ‘OK
Import Users | [  Newuser | [ ok | [ cancel Import Users | [ MNewuUser | [ ok | [ cancel ]
.

\|
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A My Account Country: | England
Session: Spring 2018

\ My Company Centre: | London South Wesd The candidate’s name will now be listed on the booking

Subject

View Bookings et the et 2n vl you weuld ke ook bfers Chcking Add Entry £ 30 o form under the subject and level for which they have

your registration form. Certain subjects or levels may not be available based on the

centre/session you have chosen

Booking Form e been entered.
Subject: | Music Theatre 1=l
Level: | Grade 5 (£61) hd

Enires . If you want to add more candidates for this exam, you

Music Theatre - Grade 2

e prreng C can tick more than one name from the user selection

NCN Number  Booking Information

ps T dor timetable reaquests window.
Alexandra — e
Marchant ‘ Optional ‘ ‘ Optional 1]
Select Candidate(s) Entry Fee: £48

|
U @iﬁﬁfﬁiﬂm London College of Music Examinations & U

To enter another candidate for a different exam, select
u My Account om——— the new subject and/or level from the drop-down
Session: Spring 2018
Centre: | London South Weet menus here and then click ‘add entry” again.
Subject

Select the subject and level you would like to book before clicking Add Entry to add it to
your registration form. Certain subjects or levels may not be available based on th
centre/session you have chosen.

A My Company

View Bookings

Booking Form
subject: | Music Theatre 1~
Level: [Grades@6y |~

i Entries

Music Theatre - Grade 2
Candidates Selected: 1

NCN Number  Booking Information

Ootonal | Specil Tequrements snd/ or imelabl request The new subject and level will be displayed on the form
Ao [cptorat ] [ortere “ and you can repeat the process to enter candidates for
Entry Fee: £48

this exam by clicking ‘select candidate(s)’.

Music Theatre - Grade 5 @
Candidates Selected: 0
Please select at least one candidate for this entry...

Entry Fee: £0

Please note, exam bookings will be confirmed once payment is received
and cleared.

Sub Total: £48.00
Total: £48.00

Please confirm that you agree to abide
by the LCM Examinations regulations:

Proceed To Payment




I User Selection

Company: Lizzie Moore - Show Advanced

If the candidate you wish to enter does not already exist in your

Last Name: User ID: .

— = company, you will need to create a new user.

Kirby, Jack dadoug

Marchant, Alexandra codoug

Moore, Lizzie lawalk2
When the user selection window opens, click ‘new user’ at the
bottom.

[ importusers ][ mNewuser | [ ok | [ cancel

: Candidate Details

You can then complete the form with the

candidate’s details. Title: .
First Name: Merv

The only mandatory fields on this form are: Second Name: Young
Contact Number: (Optional)
o Firstname Gender: Male ~
o Second name Is Teacher: [7]
o Gender Do gy (dd/mm
o DOB VYYY
o Ethnicity (prefer not to say) Ethnicity: prefer not to say .
Unique Learner Number: (Optional)
You must answer yes/no to the disability Disability
guestion — if your candidate does have a Do you consider yourself ¢ ..
disability please contact the LCME office. RSN i

If yes, please provide details of your disability below and outline
any special requirements e.g. enlarged sight-reading.
Documentary evidence must be supplied as soon as possible. We

You can leave their address blank if we have your Malling Address
postal and email address. picte:
(Optional)
City:
County:
Country: united Kingdom  ~
Postcode:

Click ‘add” and then this new candidate will be Forte is the LCM Examinations newsletter and we occasionally
available for you to select in the user selection SN Aol Y RN Shodt Syt pbicatom
window. :’;'eeassee. check this box if you do NOT wish to receive either of

Email Updates: [

(_Add | [ cancel ]
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Country: England
Session: | Spring 2018

Centre: |ondon (South-West)

Subject

Select the subject and level you would like to book before clicking Add Entry to add it to
your registration form. Certain subjects or levels may not be available based on the
centre/session you have chosen.

subject: | Music Theatre &4
Level: | Grade 5 (£61) = ‘Add Entry
:: Entries
Music Theatre - Grade 2 u
Candidates Selected: 1
NCN Number Booking Information
Optional Special requirements and/or timetable requests
Alexandra N N
Marchant ‘ Optional | ‘ Optional L*]
Select Candidate(s) Entry Fee: £48
Music Theatre - Grade 5 e
Candidates Selected: 1
NCN Number Booking Information
optional Special requirements and/or timetable requests
Jack 5 B
Kirby | Optional | ‘ Optional W
Select Candidate(s) Entry Fee: £61

Please note, exam bookings will be confirmed once payment is received

and cleared.

Sub Total: £109.00
Total: £109.00

1
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T Entries

Music Theatre - Grade 2

W
Candidates Selected: 1
NCN Number Booking Information
Optional Special requi and/or ti eq
Alexandra B P
Marchant | Optional | ‘ Optional W
Select Candidate(s) Entry Fee: £48
Music Theatre - Grade 5 Q
Candidates Selected: 1
NCN Number Booking Information
Optional Special requirements and/or timetable requests
Jack N B
Kirby ‘ Optional ‘ ‘ Optional W

Select Candidate(s)

Entry Fee: £61

Pianoforte - Grade 1

W
Candidates Selected: 1
NCN Number Booking Information
Optional Special requirements and/or timetable requests
Merv ! tional
Young | Optional ‘ | Optional W

Select Candidate(s)

Entry Fee: £40

Please note, exam bookings will be confirmed once payment is received
and cleared.

Sub Total: £149.00
Total: £149.00

Please confirm that you agree to abide
by the LCM Examinations regulations:

Proceed To Payment

If you need to delete a candidate click the X
next to their entry.

If you need to delete all candidates entered
for one type of exam, click the X in the subject
heading e.g. here

Once you are happy with your entries tick
the box to confirm that you agree to abide
by the regulations and click ‘proceed to
payment’.

You will then be transferred to a secure payment page where you can use a debit/credit card to pay the exam fees.



To view the candidates you have entered open the ‘View Bookings’ page by clicking on this link on the home page.
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M My Account
\ My Company
View Bookings

Booking Form

London College of Music Examinations

‘/

:: Messages

Message Search
No mesgagesT..

Select the session you wish to view here and then click ‘apply filters’

UNIVERSITY OF
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A\ My Account
A\ My Company

View Bookings

Booking Form

Duge

London Coll of Music Examinations
:: Filter Options
Status: ot paid @ paid [ not Timetabled [ Timetabled [ AN Not Sent [ AN sent
gs Prerequisites
Session: Spring 2018
Search:
Apply Filters

MTG 2 00:20

MG 1 00:15
Total Bookings & Duration 3 00:45
e e e e — e — it ) o

Lizzie Moore . .
I - - -
Alexandra Marchant 03/11/2017 15:09:13 London (South-West) Spring 2018 Music Theatre Grade 2 N/A -
. Lizzie Moore . .
I - - -
Jack Kirby 03/11/2017 15:09:13 London (South-West) Spring 2018 Music Theatre Grade 5 N/A *
Lizzie Moore . .
I - - -
Merv Young 03/11/2017 15:09:13 London (South-West) Spring 2018 Pianoforte Grade 1 N/A -

The candidates you have entered will be displayed with other information relating to their entry.

When their exam date has been finalised, this will be displayed in the ‘exam’ column, and when their result has been

published, this will be displayed in the ‘results’ colum:

\' UNIVE! !W“BND()N

A\ My Account
M My Company

View Bookings

Booking Form

London College of Music Examinations

O

:: Filter Options
status: [ not paid ™ paid [ Not Timetabled [ Timetabled [ AN Not Sent [ AN Sent
Has Prerequisites
Session: Spring 2018  ~
Search:
Apply Filters
gory Booking Duratio
MTG 2 00:30
MG 00:15
Total Bookings & Duration 3 00:45
Lizzie Moore London Spring Music Grade Music Studio
[F] Alexandra Marchant 03/11/2017 - 01/03/2018 09:00 - 85 MN/A
15:00:12 (South-west) 2018 Theatre 2 00:10
Lizzie Moore London ST Music Grade Music Studio
Jack Kirby 03/11/2017 - 01/03/2018 09:10 - 92 N/A -
15:00:12 (South-west) 2018 Theatre 5 00:20
Lizzie Moore London Sprin Grade Music Studio
Merv Young 03/11/2017 - (South-west) Zglsg Pianoforte 01/03/2018 09:30 - 79 MN/A -
15:09:13 09:45




