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1.1.

Purpose

This document explains the process for submission of results and certification claims for
centres who do not have Direct Claims Status (DCS) for a qualification. It replaces the
previous ‘results override’ manual claims form.

The Centre Quality team will no longer accept claims via the result override spreadsheet.

The previous process

The results override process was used when a centre did not have direct claims status (DCS)
for a qualification, but where during a sampling activity the External Quality Assurer (EQA)
recommended that specific candidates could be certificated.

An Excel document, commonly known as a ‘Results Override Form’ or ‘Form S’, would then be
completed by the centre and emailed to the Quality team at City & Guilds. An example of the
previous form is below:

ity&g
uilds

Canira nuniber Sub

Qualification no. Quafication titke Purchase order reference number

The Centre Quality team would then check the submission against the corresponding EQA
report to confirm that the candidates had been sampled, and if they agreed with the EQAs
recommendation, they would request that the certificates were released.

To ensure we remain in line with GDPR requirements, this process has now changed.

We will no longer accept the results override form via email. Instead, you will need to
submit your request via the Walled Garden by uploading an Electronic Data Interchange
(EDI) file.

Remember this is only in instances where:

¢ You do not have direct claims (DCS) for the qualification and;

e The EQA has sampled the candidates and has recommended on their EQA report
to the Quality team that the certificates can be claimed.
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Access to Walled Garden

You will need the appropriate Walled Garden access to use our new process.

All City & Guilds’ centres have access to Walled Garden, however the access arrangements
within each centre will differ according to their organisational structure.

Only a Primary User or a Secondary User can submit results on the Walled Garden.
Accounts which are set as Finance User, Read Only User or Tutor User will not be able to
submit results.

If you do not have the correct permissions or do not have access to Walled Garden, you will
need to request this from your centre’s primary account holder.

For further information on Walled Garden please click here. Alternatively, please contact our
Centre Support team:

Telephone: 0192 4930 800

Email: customersupport@cityandquilds.com

Open: Monday to Friday 08:00 to 18:00 GMT

Cthxﬁfﬁ Ilm WalledGarden

A secure administration system for customers of the
City & Guilds Group.

WalledGarden
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Placing an Exception Order

You need to complete the exception order because your centre does not have direct claims
and you cannot claim results on the Walled Garden in the usual way. However, the EQA will
have recommended to the Quality team in a Centre Activity Report (CAR) that specific
certificates can be released. This process will require you to upload results via Electronic
Data Interchange (EDI) and state the service order number of the EQA activity.

Electronic Data Interchange (EDI)

Our process requires you to upload an EDI file. In simple terms, an EDI file is a way of
transferring data quickly and securely from one organisation to another. The certification
request will come to us from your Management Information System (MIS) electronically as a
data file via the Walled Garden.

Here are some of the benefits of using EDI:

. It is quicker and more reliable than forms, both online and offline.

. Reduction of errors caused by re-keying data into forms, such as spelling of
candidates’ names, dates of birth etc.

. No more forms to fill in

. Data loaded via the Walled Garden is in the system within the same day.

. Less effort is required by the examinations office by using EDI files.

. Data can be returned electronically and downloaded directly back into the centres
MIS.

. Base data (awards information for MIS) is available on the Walled Garden.

To find out more about which MIS systems support EDI, and to follow our detailed
instructions about how to set up EDI, please click here.

Alternatively, if you would prefer to speak to us with queries or you require any support or
information regarding EDI files and uploading them, please contact our Customer Services
Team.
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3.1. How to create an Exception Order using EDI

Here is how to place an Exception Order by uploading an EDI file:

1. From the Walled Garden home page, go to the Data Services tab:

Gl M e

Y Catalogue Dats Quality Reports Help Settings

A Y
HELP AND SUPPORT AT YOUR FINGERTIPS

We have a comprehensive and extensive range of 4
guides to help you get started.

(D ——

2. From the drop-down box, select the new option titled Upload Exception Order EDI
Files.

Dedne e repor oy wsing the search criteria befow The fizids ey change depending upon the sekechons
maida Chck Saarch o continua

1 want fiz: [ upload =01 Files vl

Upbsad E0T Fles

Track B0 Files

Dwwinload Errolf Rasults!Avards
Dwwnload Base Data Extract
Upload Supplementary File
EPA, Employer Details
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3. You will then enter the ‘Exception Order File Upload’ screen. Please enter the EQA
visit report number in the reference field. This is a mandatory requirement and if you do not
provide this the request will be rejected. This ten-digit number starts with ‘8000’ and is found
on the first page of the EQA report.

Note: If you are submitting assessments for qualifications that were part of the Covid-19
mitigation (centre assessment grades / calculated result) and you do not have an EQA
sampling activity, please write “CAG Exception” in the reference field

Exception Order Fileupload (7]

- Please Note: This is a separate EDI facility for orders requiring special handling. Only use this facility if you have been specifically of
it instructed by City & Guilds to do so. 5

999990

Centre

Citv & Guilds Tect Centre

Receipt
v
method
Reference I ‘

Please select the file you wish to upload

Centre Activity Report Cit .
o ilr

External Quality Assurance Remote Sampling/Moderatign

Section 1 Contact details

1.1 Transaction
000278321

number

1.2 Centre Name

1.3 Centre number

4. Next, use Browse to select the EDI file you want to upload, and then select Upload
to upload the EDI file.

5. You'll notice that there is a document located here with instructions on how to locate
errors in EDI files, which you may find useful.

[ ]P

S

i) provider/supplier can confirm whether your system supports the capture and output of ULN data.

) 6
@ 2 Instructions on how to locate errors in EDI files — click here %

gf\ We are now able to accept EDI file formats that include Unique Learner Numbers (ULNs). Your Management Information System (MIS)
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6. If there are any errors in the EDI file that you have uploaded, you will see the reasons
why in the Reasons(s) for errors section. If you receive this error message you will need to
check the data in the EDI file and resubmit by going back to step 1.

Exception Order Fileupload

ERROR(s) FOUND

| Reason(s) for errors

Your file upload failed for the following reasons

Incorrect file size - File name exceeds 30 characters

7. The following screen will appear if the upload of the EDI file has been successful.

Exception Order Fileupload

¢

File successfully uploaded.

Status will be available in EDI Tracker Report once the file is processed by City & Guilds.
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3.2.

How to create an EDI file if you do not have MIS

If you do not have an MIS system you can still create an EDI file to upload. We have created

a template tool which you can use to create your EDI files ready for submission. Please click

here to access the tool on our website in the Centre Document Library under Results and

Exceptions.

To claim certificates, you will need to provide the following information in the specially
formatted spreadsheet:

Centre number (including suffix if applicable)
Qualification number

Unit numbers you are claiming for

Candidate enrolment number

Candidate’s first name

Candidate’s middle name (if applicable)

Candidate’s last name

Candidate’s date of birth (using the format 01/01/2020)
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Centre Result Submission Exception Tool lease read the guidance on our website here if you need help using this form.
Cltyr Create EDI form for results submission to Walled Garden wijere a centre does have DCS.

ullds Centre Number  Suffix. Reference Number (optjenal) Single Qual? ﬂual\ﬁcahonNo Clear Method
e | 1] | B coterte | _ceartom | [Aowm -

Result 9  Result 10
Unit/Grada

Result 8

Unit / Grade

Result 7

Unit/Grade

Result 6

Unit / Grade

Result 5

Unit/Grade

Result 4
Unit /Grade

T — . o Date of Birth  Qualification No.  Result1  Result2  Result3
: DD/M NNNN-NN [Grade Unit/Grade Unit/Grads

Unit /Grade

i i iw i i

Bim i
ik wRikmiaw

=
o

(A) Reference Number: This is an optional requirement. Any data included will appear on
your results sales order.

(B) Single Qual: If you are entering all candidates for just one qualification then
change this dropdown to ‘Y’ and enter the qualification number in the adjacent cell.
(Please note that the ‘Qualification No.” column will grey out and any qualification
numbers here will not be used.

(C) New: If a candidate does not have an enrolment number select Y’ from the
dropdown and leave the ‘ENR’ cell blank. If a candidate does have an enrolment
number, then leave the ‘New’ cell blank.

(D) Qualification No.: You only need to enter this if you are submitting multiple
qualifications on the same form. If not make sure the form is set to single qualification as

per ‘B’ above.

(E) Create File: When you completed all data click the ‘Create File’ button. This will generate
the EDI file, follow the instructions, and select the folder where you wish to save. The file
unique file name will create automatically.

(F) Clear Form: Select the method you want to use to clear all or specific data.
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3.3.

3.4.

Processing timescales

Once you have successfully uploaded the EDI file to claim your results, the Quality team are
notified automatically via our internal system. They will then cross check your request against
the corresponding EQA report.

Please note that if you have not provided the relevant EQA activity reference number (800),
the request will be rejected.

If your request is approved, we expect the process to take no longer than 10 working days.

Keeping you updated

Once the Quality team has reviewed your request, they will email you the outcome which will
be one of the following;

* Following quality assurance checks your request has been accepted and the
certificates will be released, or;

* Following quality assurance checks, the certificates will not be released and the
reason why, or;

* Following quality assurance checks, only some results can be released and the
reason why.

Whatever the scenario, we will confirm the outcome by email to you. We will notify you of the
relevant outcome within ten working days
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Further advice and information

After you receive notification from the Centre Quality team you may have questions relating
to quality assurance or wish to discuss your request further. If so, you can contact the Centre
Quality team via email or telephone:

Email: quality@cityandguilds.com

Telephone: 01924 930 800
Lines open: Monday to Friday 08:30 to 17:00 GMT
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Contact us

Giltspur House
5-6 Giltspur Street
London EC1A 9DE

customersupport@cityandquilds.com

+44 (0) 1924 930 800

cityandguilds.com

About City & Guilds

City & Guilds is the global skills partner, empowering people, organisations and economies
to develop the skills they need for growth. With almost 150 years of trusted expertise, we
support people into work, help them develop on the job and move into the next job.

We work with Governments, employers, training providers, colleges and industry
stakeholders to design and deliver high-quality training, qualifications, assessments and
credentials that lead to meaningful career progression. We understand the life changing link
between skills development, social mobility and success. Our solutions span critical sectors
including construction, engineering, transport, energy and electrical, serving over 1 million
learners annually.

Through our comprehensive portfolio of brands and trusted global network, we set industry-
wide standards for technical, behavioural and commercial skills to improve performance and
productivity. We believe you can achieve your potential - and we're here to help make it
happen.

Every effort has been made to ensure that the information contained in this publication is true and correct at
time of publication. However, City & Guilds products and services are subject to continuous development and
improvement, and the right is reserved to change products and services from time to time. City & Guilds
cannot accept responsibility for any loss or damage arising from the use of information in this publication.

©2025 City & Guilds Limited (Reg No 16513878). All rights reserved. City & Guilds is a trademark of
City & Guilds Limited.
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