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Introduction 
 

Our online registration and certification system, Registr8, allows you to process information 

efficiently and quickly. You can register and certificate learners, produce reports, retrieve and view 

learner information and also access invoices and monitoring reports. 

Those people named as requiring access to the Registr8 system will receive an automatic email 

asking them to create their online account. Please note that access is provided once we have 

received signed copies of the User Declaration. 

This guide will support you through the use of the system to complete the different available 

functions but if you have any questions or if you spot an error in the data that has been input please 

contact the Customer Service team who will be happy to support.  

If you do spot any errors in the data submitted to the Registr8 system it is important that you contact 

us straight away as we can often rectify them for you but, if left too late, there may be a charge made 

to cover both administration and other costs incurred.  
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Initial Steps 
 

Setting Up Your Account 

 

Setting up your Registr8 account is simple once you have requested an account and returned your 

signed Registr8 User Declaration.  

You will receive an automatic welcome email from the Registr8 system  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Simply click on the Confirm Registration option which will open up a webpage for you.  
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You are able to select your own username and password to allow you continued access to the 

system.  

Please ensure you choose something memorable and keep it secure so that only you have access to 

your account.  

As a suggestion to create a secure password you should use a password that is at least eight 

characters long and uses a combination of numbers, symbols, and letters. 

Once you click on submit you will then be presented with the landing page. 

 

 

 

This landing page is how you will navigate to the different sections of the Registr8 system to 

complete all of the tasks you require.  

Please note that the setup link will only work on this occasion and in future you should use 

http://www.registr8.co.uk to login to the system. 

 

Adding Additional Accounts 

 

To add additional accounts to the Registr8 system complete the Centre Update form available on the 

SFEDI Awards website at http://sfediawards.com/centre-update/.  

Once you have navigated to the form select Access to Registr8 from the drop down menu. 

Complete and submit the online form and, on approval, the member of staff will receive the welcome 

email allowing them to set up their account following the steps above. 

http://www.registr8.co.uk/
http://sfediawards.com/centre-update/
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Centre Information 
 

Approved Staff Members List 

 

To see the members of staff who have been approved to be involved in the delivery and certification 

of SFEDI Awards qualifications click the dropdown menu ‘Staff’ and click on ‘Staff Details’ 

 

 

 

 

The following page will show you the staff members, their approved roles, the qualifications they are 

approved to deliver and whether they have access to the Registr8 system 

 

 

 

Only staff members listed on this page are approved to be involved in the delivery and certification 

of SFEDI Awards qualifications.  

To add or remove members of staff complete the Centre Update form available on the SFEDI Awards 

website at http://sfediawards.com/centre-update/.  

Once you have navigated to the form select either ‘Addition of Staff Member’ or ‘Removal of Staff 

Member’ from the drop down menu. 

Complete and submit the online form and, on approval, the member of staff will either be added to 

the list or removed from the list dependent on the type of request received. 

 

http://sfediawards.com/centre-update/
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Seeing Your Approved Qualifications 

 

To see a list of the qualifications that your organisation is currently approved to deliver click the 

dropdown menu ‘Qualifications’ and click on ‘Current Centres Qualifications’  

 

 

 
The following page will show you the qualifications that your organisation is currently approved to 

deliver, the unique reference number for each and whether you currently hold Direct Claims Status or 

not for each of the qualifications listed.  

 

 

 
Accessing and Downloading Reports 

 

There are occasions where you may wish to generate a report so you can see the data that has been 

entered into the Registr8 system.  

To generate a report click the dropdown menu ‘Reports and click on ‘Create’ 

 

 

 

 

 

 

 

This will display a page allowing you to create the type of report you wish using multiple selection 

criteria 
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To generate a report select the qualification you wish to generate a report for, this also includes the 

option for ‘All’. 

Then select one of the options from Registered (All), Registered (Not Completed), Completed, 

Completed (Pending Review), Completed (Under Review), Completed (Certificated), Certificate 

Withdrawn. 

 

These options will show you the following results: 

 

Registered (All) 
All registered for a qualification whether still on 

programme or certification claimed 

Registered (Not Completed) 
All registered for a qualification who are still on 

programme 

Completed All who a certification claim has been made 

Completed (Pending Review) 

All who a certification claim has been made but is 

not yet subject to monitoring activities by SFEDI 

Awards. Please note this is only valid for 

qualifications where a centre does not hold Direct 

Claims Status 

Completed (Under Review) 

All who a certification claim has been made and is 

currently subject to monitoring activities by SFEDI 

Awards. Please note this is only valid for 

qualifications where a centre does not hold Direct 

Claims Status 

Completed (Certificated) 
All who certification has been approved and 

processed 

Certificate Withdrawn 
All who have been withdrawn from the 

qualification 

 

Once you have selected the type of report you wish to generate you can select time frames by either 

selecting a date range using the calendar or a timeframe using the dropdown menu. To generate the 

report click the ‘Preview Data’ button. 
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Results will be displayed with the name of the centre, candidate name, qualification name, 

registration date and certification date if applicable.  

 

This preview will display up to 50 results and, to either see all returned data or to be able to filter 

data, you are able to download the results in spreadsheet format by clicking the ‘Export Data to 

Excel’ button. 

 

Accessing and Downloading Invoices 

 

As part of the invoicing system, centres are required to download their invoice from the Registr8 

system for payment within the 30-day payment terms.  

An email is sent to the person identified as having responsibility for finance to notify them that the 

invoice is ready for download. The invoice can either be downloaded by this person or a different 

person if the finance contact does not have system access.  

Please note that due to data protection requirements we are not able to email copies of invoices and 

these should be downloaded using these instructions. Payment is due from the date of the 

generation of the invoice, not the date at which it was downloaded.  
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To access the invoices on the system click the dropdown menu ‘Invoices’ and click on ‘View’  

 

 

 

 

 

The following page will show you the invoices that have been raised due to registrations made using 

the Registr8 system. To download the invoice click the ‘Download’ button next to the corresponding 

invoice.  

 

 

 

This will download a PDF of the invoice for your records and for payment.  

If you have questions regarding the invoices raised you should speak to a member of the SFEDI 

Awards Finance team on finance@sfediawards.com.  

 

Accessing Centre Documentation 

 

As part of our communication between SFEDI Awards and our centre network we distribute agendas 

and sampling lists for monitoring activities, reports following monitoring activities and requests for 

information.  

An email is sent to the person identified as the main point of contact whenever there is a new 

document ready for download from this section of Registr8.  

Please note that due to data protection requirements we are not able to email these forms of 

information, they should be downloaded using these instructions. 

To access the centre documentation click the dropdown menu ‘Documents’ and click on ‘Centre 

Documents’ 

 

 

 

mailto:finance@sfediawards.com
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The following page will show you the documentation that has been uploaded broken down into 

three different sections; Agendas, Reports and Request for Information.  

 

 

 

 

 

 

 

 

To  download  the documents click the ‘Download’ button which will start the download within your 

internet browser.  

On occasions we will issue a Request for Information that requires a response from you whether this 

be a data cleanse request or to provide additional information relating to a set of questions posed.  

If this is the case you should click the ‘Upload File’ button, navigate to the file and select the file as 

you would an attachment to an email.  

 

 

 

 

 

 

 

 

 

Once  you have uploaded the document you will see it displayed under the section ‘Request for 

Information’. 

Please  note that this is not a storage system and documents can be deleted and so if you need to 

keep a copy of the documents listed within the Centre Documents section you should download and 

securely store these on your system.  
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Contacting SFEDI Awards 

 

There are many ways in which you can contact the team at SFEDI Awards; through email on 

customerservices@sfediawards.com, by telephone on 0845 224 5928 or through the contact us page 

at http://sfediawards.com/contact-us-2/ 

 

You can also contact us using the Registr8 system by clicking on the menu option ‘Contact Us’ and 

completing the free text box and clicking the ‘Submit’ button. 

 

 

 

mailto:customerservices@sfediawards.com
http://sfediawards.com/contact-us-2/
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Candidate Functions 
 

Individually Registering a New Candidate 

 

To register an individual candidate with a qualification click the dropdown menu ‘Candidate’ and click 

on ‘Add New…’  

 

 

 

This will open the registration page where you can enter the information required.  
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Please note that the information entered on this form will impact the qualification the candidate is 

registered for and also the information that is eventually displayed on their certificate so accuracy is 

important. 

If your organisation makes use of public funding to support the delivery of the qualification(s) you 

are required to enter the Unique Learning Number (ULN) of each learner at the time of registration 

so that, when the time comes, we are able to upload achievement data to the Personal Learning 

Record (PLR). 

ULNs are not supplied by SFEDI Awards and should be applied for through the Learner Records 

Service (LRS).  

Please note that if you are not using public funding to support the delivery of the qualification(s) you 

are not required to enter a ULN into the system and this field should be left blank. 

To support both the candidates who wish to undertake our qualifications and the accuracy of the 

data we hold, our Registr8 system supports none binary gender recognition.  

If a candidate wishes to declare a none binary gender within their registration record click under 

‘Title’ and ‘Gender’ select ‘Other Gender’ and a free text box will be displayed that will allow you to 

enter the description the candidate wishes to use.  

 

 

 

Please note that ‘Title’ and ‘Gender’ are optional fields and so no declaration is required if this is the 

preferred option.  

At the bottom of the registration form you will be required to select the qualification you wish to 

register the learner against from the drop down menu. If the qualification you wish to register the 

learner for is not displayed it may mean that your organisation is not currently approved for delivery.  

Please speak to a member of the Customer Service team for clarification if this is the case.  

If your organisation has informed us that a Purchase Order (PO) number must be entered against 

each learner then you will also be presented with a field requiring you to enter the PO number for 

the candidate.  

If your organisation has not informed us that a PO number is required then this field will not appear. 
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Once you have completed all of the fields click the ‘Add’ button and the candidate will be registered 

on the system. 

 

Bulk Registering Existing Candidates 

 

To bulk register existing candidates on a qualification click the dropdown menu ‘Qualifications’ and 

click on ‘Add Qual to Candidates’ 

 

 

 

Click on the drop down menu to display the qualifications that you are able to register candidates for 

 

 

 

Selecting the qualification you wish to register candidates for will display all candidates that are 

available for registration. Place a tick next to each candidate you wish to register and click the button 

‘Add Qualification to Candidates’. 

 

 

 

Individually Registering an Existing Candidate 
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To register an existing individual candidate with a qualification click the dropdown menu ‘Candidate’ 

and click on ‘View All’ 

 

 

 

This will display a list of the candidates registered with your centre. You can either search by first, last 

names or both or sort the list by ‘Candidate Name’ or ‘Registration Date’ using the drop down menu. 

 

 

 

To access a candidate’s record click on their name 

You will be displayed with the candidates record on the system displaying three tabs, an overview of 

the information entered, details of the courses the candidate has been registered for and a third for 

the uploading of documents, eg. the submission of electronic folders for sampling. 
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By clicking on the ‘Edit Candidate Courses’ tab you will see the details of the courses that the 

candidate has been registered for.  

To register a new course for the candidate click on the drop down menu at the top of the screen and 

select the qualification you wish to add. If your centre requires the use of PO numbers then enter this 

in the corresponding field and click the ‘Add Qualification button’.  

 

 

 

This will now display an additional qualification on the ‘Edit Candidate Courses’ tab corresponding to 

those the candidate was already registered for and the new one added. 
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Viewing Candidate Records 

 

To access the record of a candidate click the dropdown menu ‘Candidate’ and click on ‘View All’  

 

 

 

This will display a list of the candidates registered with your centre. You can either search by first, last 

names or both or sort the list by ‘Candidate Name’ or ‘Registration Date’ using the drop down menu. 

 

 

 

To access a candidate’s record click on their name 

You will be displayed with the candidates record on the system displaying three tabs, an overview of 

the information entered, details of the courses the candidate has been registered for and a third for 

the uploading of documents, eg. the submission of electronic folders for sampling. 
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It is important that if you spot an error in the information contained within the candidate’s 

record then you must contact the SFEDI Awards team immediately as once certifications have 

been issued this cannot be updated and may carry additional charges. 

By clicking on the ‘Edit Candidate Courses’ tab you will see the details of the courses that the 

candidate has been registered for.  

This is also where you would complete or withdraw existing courses/units or register additional 

courses. Further details on this can be found later in this guide.  
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You can also search for candidates by using the search box at the top right hand side of the 

webpage, this is displayed regardless of what page you are currently viewing.  

 

 

 

This will display the candidate allowing you to click on their name to display their record. 

 

 

 

Please note you can also search using the unique SFEDI ID number allocated to each candidate when 

they are first registered 

 

Withdrawing Candidates 

 

There may be occasions in which a candidate may no longer be working towards their qualification 

as they are either having a break in their learning or have left the programme indefinitely. 

In these instances you should withdraw the candidate from their qualification but remember that 

they have up to 2 years to complete their qualification from the point of registration and so if the 

candidate returns at a later date you can reinstate their registration by contacting the SFEDI Awards 

Customer Service team.  

To withdraw a candidate from a qualification navigate to their candidate record following the earlier 

steps and click on the ‘Edit Candidate Courses’ tab.  

Find the qualification you wish to withdraw on the page by scrolling down or up. Please note that if 

the candidate is registered for multiple qualifications they will all be listed on this page so please 

ensure you locate the correct qualification.  

Underneath the qualification you wish to withdraw, after the final unit listing, you should press the 

‘Withdraw’ button. 
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Once you click the ‘Withdraw’ button the candidate’s registration record will be updated to show that 

qualification as withdrawn and the date it was actioned 

 

 

 

 

 

 

If you wish to reactivate this registration, as long as it remains within the 2 years completion 

timeframe from the point of registration, contact a member of the SFEDI Awards Customer 

Service team who will action this for you. 
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Claim Certification for Individual Candidates 

 

To claim certification for an individual candidate navigate to their candidate record following the 

earlier steps and click on the ‘Edit Candidate Courses’ tab.  

Find the qualification you wish to claim certification for on the page by scrolling down or up. Please 

note that if the candidate is registered for multiple qualifications they will all be listed on this page so 

please ensure you locate the correct qualification.  

For the qualification you wish to claim certification for you will see the units either listed within one 

or multiple sections dependent on whether there are multiple groups you can select from.  

At the top of each section you will see the requirements for how many or what combination of units 

must be completed. 

 

 

 

If a unit has a red square alongside this is a mandatory unit, if the square is green, this indicates the 

unit is optional.  

To select the units you wish to complete select ‘Yes’ from the drop down menus in the ‘Completed’ 

column and, once selected, a date will be entered automatically into the ‘Date Completed’ column.  

 

 
Once you have selected the units you wish to complete  scroll to the end of the qualification where 

you will see the options to ‘Claim Unit Certification’ or  ‘Claim Qualification Certificate’.  

You are able to claim both types of certificate depending on whether the candidate completed the 

required number of units in the combination needed prior to leaving their programme of learning.  

If you are wanting to claim a certificate for the full qualification but this option is not displayed,  this 

will either be you have not selected sufficient units and so please review those selected.  

Alternatively the learner has not completed the correct combination of units in which case they have 

not met the requirements of the qualification.  



 

     24 

 

 

When you are ready to claim the certification, whether it be for units or the qualification, select ‘Yes’ 

from the dropdown menu.  

 

 

 

If you  do not hold Direct Claims Status for the qualification you will see the message ‘Certificate: 

Pending Review’ and you should contact the SFEDI Awards team to organise for a monitoring activity 

to take place. 

If you do hold Direct Claims Status for the qualification you will see  the message ‘Certificate: 

Pending’ and , in this instance, there is no further action required as the certificate will be dispatched 

to you automatically through the post for distribution to your candidate. 

When the certificate has been produced, this message will change to ‘Certificate: Certificated’ 

 

Claim Certification for Multiple Candidates 

 

There are occasions where candidates complete the same qualification and the same units within that 

qualification or even, where candidates only work towards units of a qualification, they all complete 

the same.  

To support efficiency in claiming certification in these circumstances you are able to claim 

certification for multiple candidates at once using the Registr8 system.  

If you would prefer to claim certificates for individuals using this system rather than navigating to the 

individual candidate’s registration record you can also use this system. 

To claim certification for multiple candidates click the dropdown menu ‘Candidates’ and click on ‘Bulk 

Complete’. 
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Select the qualification you wish to claim certification for from the dropdown menu  

 

 

 

 

 

 

This will display all of the live candidates who are registered for the qualification selected. You are 

able to order the candidates in alphabetical order by clicking on the arrows within the ‘Surname’ 

column heading.  

 

 

 

 

 

 

 

 

 

Select the candidates you wish to claim certification for by clicking the tick box next to each 

candidate’s name. You can also select all by clicking the tick box at the top of the column 

 

 

 

 

 

 

 

 

 

You can choose whether to claim for a qualification or to claim for unit certification. The default 

setting is that you will need to select sufficient units within the correct combination to meet the 

structure of the qualification.  

If you wish to override this function then you will need to set ‘Complete as Unit Certificate?’ to ‘Yes’ 
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You will notice that the unit section heading(s) now change to an orange colour with the wording 

‘Unit certificate, no criteria needed’. This will allow you to now claim unit certification but not for a 

full qualification.  

To claim unit(s) regardless of whether you wish to claim qualification or unit certification click the tick 

boxes next to all of the corresponding units you wish to claim. 

Where you are claiming qualification certification you will need to meet the structure requirements 

indicated by the wording at each unit section heading(s) 
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When you have selected sufficient unit(s) within the correct combination to meet the structure 

requirements of the qualification the unit section heading(s) will turn green and the ‘Bulk Complete’ 

button will no longer be greyed out. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When you are ready, click the ‘Bulk Complete’ button to process your claim. This will display a pop up 

window asking you to confirm the accuracy of your claim. 

 

 

 

 

 

 

 

 

 

 

 

 

If you are happy that the claim is correct then click the ‘Confirm Bulk Completion’ button. If you 

would like to make a change click the ‘x’ in the top right hand corner and repeat the earlier steps. 

If you would like to see a record of the previous bulk completion claims made click on the ‘Previous 

Bulk Completes’ tab  
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This will display a table showing the user account that completed the claim, the qualification they 

claimed for, the number of claims processed and the date and time it was completed.  

You can download a PDF report with these details for your records by clicking the ‘Download’ button 
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Any Other Questions? 
 

If you have any other questions or would like to discuss other opportunities that may be available 

feel free to speak with a member of the Customer Service team who will be happy to support you. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SFEDI Awards 

53 Coniscliffe Road 

Darlington  

County Durham  

DL3 7EH 

 

customerservices@sfediawards.com  

0845 224 5928 

@sfediawards 

mailto:customerservices@sfediawards.com
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