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How to guide 

 
 

 
 

Ready to make 
entries? 

You need to be 
an approved AQA 
school/college 

 
 
 

Entries can be made 
when the series 
basedata is available 
– see our exam series 
guide 

After the deadline 
we charge an 
additional fee 

How do I make my 
entries? 

Only make entries 
using one of the 
following methods. 

 
 
 

A2C (EDI) using your 
management information 
system (MIS). 

You will need to download: 
• A2C migration application 
• basedata for the 

relevant series 
• JCQCIC formats for 

the exchange of exam 

 
 
 

Are you a school/ 
college outside 
of the UK? 

 
 
 

Overseas schools/colleges 
will also need to: 
• complete the overseas 

timetable declaration 
form 

• refer to our conditions 
for the registration of 
overseas centres 

See our join us overseas 
pages 

 
 
 
 
 

Submit the correct student data 
formats for each student: 
• a 4 digit candidate number 
• full legal name for the student 

and any middle name(s) 
• date of birth 
• gender 
• Unique Candidate Identifier (UCI) 
• Unique Learner Number (ULN). 

You will also need: 
• Entry codes book and watch our 

short video for all units, options 

Submit your entries. 
 
 
 
 

We only receive your 
entries for processing once 
you ‘confirm’ them on 
Centre Services or your 
chosen method of entry. 

 
 
 

Need to make changes 
to your entries? 

 
 
 
 
 

• Candidate statements of entry. 
• Centre statements of entry. 
• Confirmation of amendments. 
• Centre Entry Query. 
• Reports. 
• Attendance lists. 

You can also find information 
about warning reports on our 
dealing with error reports pages. 

 
 
 

Centre Services online 
entry submissions 

You will need to: 
• register as main centre 

administrator  access to 
Centre Services 

• entry submissions 
training is available 
on Centre Services 

related data 
 
 
 
 
 
 

OR 

and awards being entered and 
any entry restrictions affecting a 
subject 

• Exams series guide 
• Entry fees and other charges. 

For further guidance please refer 
to our Entries for exams officers 
pages and information about 
private candidates on our student 
support pages. 

To make amendments, use the same method you used to 
make your original entries: 

• for A2C (EDI), the system only needs to send the entries being 
amended on the amendment file 

• for Centre Services, the system will send complete replacement 
entry  records each time for all students whose entries or details 
have changed. We will only process the changes between the 
amendment file and the data held on our database. 

We charge an additional fee for entries or amendments  
received after the deadline. 

 

   
 
 

Need some help? For questions about entries, please contact entries@aqa.org.uk or call 0800 197 7162 (or +44 203 671 8010 from outside the UK) 
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Requesting a late award? 

Not available for linear GCSEs 
– see our late awards pages for how 
to request these and deadlines. 

 
Need to request a transfer of credit? 

Only for A-level students. 
See our transfer of credit pages for 
how to apply. 

 
Have a transferred candidate? 

See our transferred candidate pages 
to arrange for a student to sit their 
exams at a different ‘host’ school. 

 
View, print and check your 
entries on Centre Services. 

 
What will I need to 
make entries? 
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