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Enrolling Trinity Stars Performers 
 

 
 

Now that you have booked your exam the next step is to enrol your candidates. 
 
 

1. Click on Manage enrolments for a GESE or Trinity Stars exam from the 
Actions box. 

 
 

 
 

 
 
 

2. Select the exam for which you wish to enrol candidates: click on the magnifying 
glass icon. 
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You will see a list of your exam orders in the window. To select the correct exam order, 
click anywhere on the row to highlight, then click OK. 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
…then click Finish. 
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3. To enrol your candidates using the enrolment spreadsheet, click on Download 
Spreadsheet and select Trinity Stars. 

 
 

 
 
 
 
4. Enter candidate details into the enrolment spreadsheet. You must complete all 

columns headed in pink, using the drop-down menus to select the Exam Suite 
and Examination/Product name. 

 

 
 
 

• Ensemble name: enter a name for the entire group  
 

• Exam Suite: use the drop-down menu to enter Trinity Stars 
 
• Examination/Product Name: use the drop-down menu to enter the correct 

Trinity Stars Stage – against each learner this must include “(Member)” 
 

• After the last learner, enter a row including only: Ensemble name (to match 
the group name against each learner); Exam Suite (Trinity Stars); 
Exam/Product (the correct Trinity Stars Stage – without “Member”) 
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Once you have entered all learners into the spreadsheet, highlight all rows 
populated - click and hold your left mouse button on the number 7 (row header) 
and drag your mouse cursor down to the very last row of candidate data. 
 
 

 
Copy the information and paste into the exam portal (below), then click Save 
Enrolments 
 

 
5. Once you have enrolled and saved all learners, click on Submit. 
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Your Trinity Stars learners are now enrolled. 
 

To create your exam timetable and print your exam materials, please go to the ‘Creating 
Trinity Stars timetable and print materials’ guidance. 

 


