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1. How to create a booking and enrol students 

Bookings and enrolments are processed via the iTEC customer portal: https://itecworld2.co.uk/college/Login.aspx   

 

1) Once logged in you will be taken to  

the Exam Booking page where any existing 

bookings will be displayed. 

 

To make a new booking select Add New  

Booking*. 

 

*Before creating a booking you must first  

register your learners on their qualification  

via VTCT’s Linx2Online system. Learners  

will be available to enroll on a booking 2  

working days after completion of a  

successful registration. 

 

For help with registering learners please  

view the Level 4/5 Aesthetic support pack  

here. 

 

 

2) Give the booking a name. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://itecworld2.co.uk/college/Login.aspx
https://linx2portal.vtct.org.uk/Default.aspx?tabid=2387
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3) Select the name of the centre co-ordinator  

responsible for arranging the booking. 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 

 

 

 

4) Select Booking Category ‘Practical’. 
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5) Examiner dates/start times cannot be  

guaranteed at this stage. Due to this you  

are required to enter 3 dates and start  

times in order of preference. NB: The  

first date you will be able to select  

will be 12 weeks* from the current date. 

 

*Learners may be required to be  

on-programme for a minimum duration from  

registration before they are entered into the  

practical examination. Please check the  

qualification specification for further  

information. 

 

 

 

 

 

 

 

 

6) Enter the number of days the exam will be  

conducted over (this will always be 1) and the  

number of couches that will be available.  

Each learner requires 1 couch and 1 trolley.  

So, if your booking is for 2 learners, at least  

2 needs to be entered. 
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7) If the 3 dates you have entered are not 

consecutive, untick the box and use  

the *notes tab to provide details as to why. 
 

*we will cover using the notes tab later. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8) Select Save Booking. 
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9) Select the Qualification tab. 

 

 

 

 

10) Select the Qualification for this booking. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11) Leave Language as English. 
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12) Enter the number of learners for  

this booking. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

13) Select Save.  
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14) Select the Add Student tab. 

 

 

 

15) Select the Qualification. 

 

  
 

 

 

  

 

 

 

 

 

16) You have two options for adding  

students , Add New Student and Add  

Existing Student. 

 

Use the Add Existing Student option as  

your learners will have already been added 

as users*. 

 

*Before enrolling learners you must first  

register them on their qualification via  

VTCT’s Linx2Online system. Learners will be  

available to enroll 2 working days after  

completion of a successful registration.  

 

For help with registering learners please  

view the Level 4/5 Aesthetic support pack  

here. 

 

 

https://linx2portal.vtct.org.uk/Default.aspx?tabid=2387
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17) Enter the required search criteria 

and select Search Existing Student. 

 

 
 

 

 

 

 

 

 

 

 

 

 

18) Learners matching your search  

criteria will be displayed. 
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19) Select Save Existing Student for the  

learner you want to add to the booking. 

 

Repeat these steps to add further learners  

to the booking. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

20) Go to the Address tab. 

 

 
 

21) Select address type Practical Exam. 
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22) Select the address.  

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

23) Add any additional notes, for  

example specific building entry  

requirements for the examiner. 
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24) Select Save. 
 

 

 

 

 

 

 

 

 

 

 

 

 

25) If you did not enter consecutive preferred dates  

for the practical exam, select the Notes tab and enter  

details explaining why. 

 

 

 

 

 

 

26) Select the Review tab. 
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27) To complete the booking, under  

Booking Actions you need to select  

both the Send Booking Report  

Preferences and Send Enrolments  

buttons. 

 

 

 
 

 

 

 

 

 

 

 

28) When selected, Send Booking Report  

Preferences will show Record saved. 
 

When selected, Send Enrolments will  

show Email sent... 
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Help and support 

 

Tel: +44 (0) 2380 684500 

Lines are open: 08:45-17:00 (GMT) Mon-Thurs 

      08:45-16:30 (GMT) Friday 

 

Email: customersupport@vtct.org.uk  
  

mailto:customersupport@vtct.org.uk
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