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Missing QCA Codes Report
Examination Organiser | Reports | Basedata | Structure
Check you are in the correct season June 2014/Summer 2014 (whichever naming convention you have used)

In Series select ALL
Report Type select Element
Run and print the report.

[image: image4.emf]Any line that has Certification as the Type will require a QCA Code.  Units do not need a QCA code to be attached.
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Attaching Missing QCA Codes:
Within Examinations Organiser check you are in the correct season, go to Focus | Basedata or click on the Basedata icon.

Expand the board to show the Series
Expand this Series to show the list of Awards

Expand the relevant awards one at a time to show the Certification Elements  (as per the report you printed)
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Right click on the element and choose Properties, the QCA field will be blank.
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Click the Browse button for the QCA code and then enlarge the browse window by dragging the bottom right hand corner.


Scroll down to required code and select it.

Repeat 5-7 for each Certification element where the QCA code is missing.

Click the Save button and close the Basedata window.
