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STUDENT ONLINE REGISTRATION

=+ Connect to the internet.
+ Type the URL as followshttp://ors.cxc.org

= In the displayed screen Figure 1below:
Enter your assignedser Id. (NB: You should log on as Super User.)
Enter your currenPassword (NB: If you are a new user you will be required to
change your password.
Select the exarReriod from the drop down list by clicking on the dowmaw.

=+ After successfully logging on to the applicatioe #treen ifrigure 2is displayed.



Generate Sequence Numbers Import/Export

+ Select theQuery/Reviewtab as highlighted ikigure 2 The following screen is
displayed:

2011 JUNE CSEC v 100075 v [ [
Select Subject il
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4+ If the candidate’s name is available you can sehydfirst Name, Last Nameor both
by keying the information in the appropriate fields

4+ Select theQuery Type/Reviewby clicking on the selct Query Type/Review ¥ drop down
arrow, select from the list as shown.

Query Absents
Query Ungraded
Grade Reviews

Query Withhelds

Select Batch No. N/
Select Batch No.
4+ Select the batch number by clicking on the drop rawow [New Batch

Select theNew Batchoption if you are creating a new batch. If thechalready exists
select theBatch Id. number from the list.

NB: The batch number is auto generated, therefoeditst batch may not necessarily be
batch one. Also, the sequence will not necessagilyn consecutive order.

4+ Click the =& pytton.

4+ The screen ifrigure 4is displayed.
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1ce Numbers Import/Export

I Select Subject -

New Batch v

No Candidates Available

Maicz Payrment

4+  Select the candidate from the listing to be addeti¢ batch by clicking th™
checkbox.

#+  Type the required information in ti@uery column.
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+ Note that all candidates will not be displayed lo@ ¢urrent page. To display the
additional candidates click on the page numbesean t i ifrigure 5below.

4  Scroll to the bottom of the screen and click [#588] | =«
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=+ On selection of thAssign button the following message is shown:

A Data assigned successfully!

+ SelectOK to continue.

= You will notice that the candidates that were assthare now listed at the top of the
form. The number of candidates within the batchl$® reported. Sdegure 6below.

e Numbers Import/Export

Loors -

I Select Subject M

Query
y

Q

Receive Profile grades A 4
and C and an overall
grade of 3

-

Receive Profile grades A 4
and A and an overall
grade of 2

-

Makz Payment



™1 If any changes are made to tRaery column you need to

1 You can remove any candidate from the assignedyisticking the checkbox and
then select the button.

1 You have the option to forward the Query/Reviewshat time. However, if more
gueries are to be added just remember to save@andan return to this screen at a later
time and select the existing batch from the list.
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From the main menu seldahport/Export tab.
From the drop down list sele€brward Reviews
The screen ifrigure 8is shown.
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Select the batches to be forwarded by clickinghen t checkbox.
Select the button to forward the batch to the btiyi
The following message below is shown. Sef@ktto continue.
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™1 If no batches has been selected the following ngesbalow is shown. Sele®K
to continue.

1 Once a batch has been selected and have been dedvidre following message
below is shown. Sele@K to continue.

1 From the main menu select the tab to close thécapipn.

$(



