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Looking forward to seeing you

Please read the below guide to help you book your place to attend a graduation ceremony, or amend an existing order
via the Ede and Ravenscroft website.

You must complete all steps for any items required, ensuring you complete your order correctly by the booking deadline,
otherwise your place and any items are not secured.

Click on the relevant section from the contents below for more help.
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Logging in for the first time

1. Open the Ede and Ravenscroft website using the link in your Invitation email.

e Please open the Ede and Ravenscroft website: Graduation Services | Ede & Ravenscroft (edeandravenscroft.com)

2. Select your Institution
e Inthe box under ‘Institution Details’ please enter ‘UWE Bristol” and select ‘University of the West of England,
Bristol’ (as per the picture below).

e Press ‘continue’.

e Do not attempt to log in as an existing customer.
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INSTITUTION DETAILS

Please select your institution

uwg

University of the West of England, Bristol

acaived by us will on

EXISTING CUSTOMER

Email Address*

Forgotten your password?

3. Enter your details

e Where prompted, enter your UWE Student ID, Surname and Email address

e Your UWE student ID is 8 digits

e Please enter your surname exactly as it appears on your UWE record and in your invitation email.

4. Event Details

e Under 'Event Details', please ensure the selected date of event is the same as the date in your award ceremony
invitation and press 'continue’.

e |f this does not match, please contact the UWE Graduation Team.

5. Award Details

e Under 'Award Details' please ensure the level of award shown is correct. Then, press 'submit’'.

e Please note it will display the level of award you have achieved and not the title of your specific award, as your
robes are determined by their level (e.g. Bachelor of arts, Masters etc)

e |f the level shown is not correct, please contact the UWE Graduation Team.

6. Confirm Selection

e Please read through all details to ensure your Institution, Event and Award are correct.
e Select 'yes'.

7. Add items to your order


https://www2.edeandravenscroft.com/graduation/
https://www.uwe.ac.uk/events/graduation-ceremonies/contact-us

Navigate through the website and add items to your order by using the tabs at the top of the page.
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UNIVERSITY OF THE WEST OF ENGLAND, BRISTOL
EVENT OVERVIEW
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Please find more details about the event below

e Follow the instructions within this document to help you book your place, secure guest tickets, or purchase robes,
photography and memorabilia.

Amending an existing order

When you amend an existing order, items you have previously booked or purchased will show within your basket
alongside any new items added. You should not be charged again for any items already purchased, but please ensure

you check the amount due when you confirm your order and if you have any queries the Ede and Ravenscroft team on:
+44 (0)370 24 21 170.

1. Please open the Ede and Ravenscroft website and login with your details as an existing customer: Graduation
Services | Ede & Ravenscroft (edeandravenscroft.com)

) https://www2.edeandravenscroft.com/graduation/
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Tnformation received by us will only be used in accordance with
our privacy policy.

EXISTING CUSTOMER

Email Address*

Password *

Forgotten your password?

*Required

2. Select ‘my orders’ from the bar on the left, then on your order select ‘View/Edit' and continue.
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HOME / MY ACCOUN

MY ACCOUNT ORDERS

ACCOUNT DASHBOARD

oRviR ¥ oAt OrDER TOTAL s1Aws PHOTO PRODHNG. ACTION
5572627 12/10/2022 QUVIA DAVIES £0.00 ORDER RECEIVED N/A
ACCOUNT INFORMATION
i o 4508443 06,/04/2022 OLIVIA DAVIES £0.00 CANCEUED N/A VIEW /EDIT
L O
MY ORDERS L)
N

PENDING 12/10/2022 OUVIA DAVIES £0.00 PENDING N/A
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3. Click 'Edit Order', and then Continue
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HOME / MY ACCOUNT

Y AEESUN ORDER: #5572627

e RESEND CONFIRMATION EMAIL

ACCOUNT INFORMATION INSTITUTION: University of the Wast of England, Bristol
EVENT: Bristol Cathedral, 25 November 2022

ADDRESS BOOK AWARD: Bachelors Awards - Bachelors with honaurs

MY ORDERS TICKET REFERENCE: 464820221121TK128723

WHAT IS YOUR PRIMARY METHOD OF TRANSPORT TO TRAVEL TO THE CEREMONY?: Bicyclo
NEWSLETTER SUBSCRIPTIONS

CANCEL/AMEND ORDER

MY WISH LIST

@ use the buttons below.

it and add items 1o your order
LoG our

ITEMS ORDERED

4. Select 'view editing order options' then 'add more items’. _
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VIEW EDITING ORDER OPTIONS >

SHOPPING BAG (3 ITEMS)

ITEM ary SUBTOTAL PROCEED TO CHECKOUT b

ORDER SUMMARY

STUDENT TICKET

“'. Edit Tickets 1 £0.00 X

\ ’si o TOTAL £0.00
i
v
ORDER TOTAL £0.00

PREVIOUS ORDER TOTAL £0.00

——— GUEST TICKET

5. Navigate through the website and add items to your order by using the tabs at the top of the page.
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UNIVERSITY OF THE WEST OF ENGLAND, BRISTOL
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Please find more details about the event below

6. Follow the instructions within this document to help you book your place, secure guest tickets, or purchase robes,
photography and memorabilia.



Book your place and secure guest tickets

1. To book your place and secure guest tickets, select the 'Ticketing' tab.

2. Fillin your First Name and Surname - you can use phonetic spelling if required as this will ensure your name is

read correctly. Then, press 'continue'.

3. Under ‘Guest tickets’, select how many guest tickets you require from the drop down. There is an initial limit of 2

guest tickets per graduate.
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UNIVERSITY OF THE WEST OF ENGLAND, BRISTOL UWE |G
ORDER TICKETS Bristol|§"§5:'a

Please complete all three steps below to order your fickets

1. YOUR TICKET Edit

2. GUEST TICKETS

Please select the number of guest fickets you require

GUEST TICKET

Guest Ticket £0.00 0 v

Free Ceremony Programme £0.00 !
2

Extra Ceremony Programme ~ £5.00 0 \/

4. If additional guest tickets are available you will be contacted to advise how many you can add. Simply follow the

instructions in this document to edit an existing order, return to this section on the website and increase the
number of guest tickets on your order. Additional guest tickets are available at £15 each — more info on our
website.

5. Select 'add to bag'.

Robes

Wearing robes to your ceremony is optional, although most graduates choose to do so. You do not have to hire robes

when you book your place, however if you wish to wear robes you must complete this by the booking deadline.

1. Click on the ‘Academic Dress’ tab
Where prompted, please enter your height and chest size.

g

3. Most students choose to hire their academic dress for their ceremony day, if you would like to hire your robes,

please select 'Proceed with Gown Hire'.
OR if you would prefer to purchase your academic dress, please select 'View Gown Purchase Options'.
4. Your hood colour should state Black / Red, then select 'Proceed with Hood Hire'.

5. Where prompted, please enter your hat size. For help with this, you can press 'size details'. If you are hiring the

hat, please select 'Proceed with Hat Hire'.

OR if you would prefer to purchase the hat, please select 'View Hat Purchase Options'.
6. If you have any special requests, please ensure you enter this in the text box. If you don’t, leave this blank.
7. Select 'Add to Bag'.

Photography and Memorabilia

Photography can be purchased on the day of your ceremony and does not have to be purchased in advance. You can
log back into your account at any point after you have booked your place to purchase photography or memorabilia.


https://www.uwe.ac.uk/events/graduation-ceremonies/guest-tickets
https://www.uwe.ac.uk/events/graduation-ceremonies/registration/dates-and-deadlines

1. Select the 'Photography' tab and view the options that are available. You can then select the packages you would
like to purchase and 'Add to Bag'.

2. Memorabilia from Ede and Ravenscroft will not be sold on the day of your ceremony. If you would like to purchase
any memorabilia, please select the '"Memorabilia' tab and view the options that are available. You can then select
the items you would like to purchase and 'Add to Bag'.

Complete your order

You MUST checkout of the Ede and Ravenscroft website to complete your booking. If you do not checkout then your
booking will not be processed and you will not be able to attend your ceremony. Any guest ticket requests will also
not be secured.

e Click on the 'shopping bag' at the top of your screen.
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Please find more details about the event below

e Select 'Proceed to Checkout'

e Check through your basket to ensure all items are correct. Ensure you check the amount of guest tickets is correct.

e |f you are amending an existing order, do NOT remove any of your previous items — you will not be recharged for
any items already purchased. The order total should only be reflective of any new items added.

e |f you have a discount code, please enter it here.

e Select 'Proceed to Checkout'.

e Please select 'Create an Account' and enter your details if prompted.

e You will then be directed to enter your payment details and billing address. Please enter your details and read
through them to ensure they are correct.

e Then select 'Place Order'. If you do not do this, your booking will not go through.

e You will then be directed to the order confirmation page, where you will see the following message:

B ] & Success Page | Ede & Ravenscro: X [T - o i l
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ORDER CONFIRMATION

THANK YOU
YOUR ORDER HAS BEEN PROCESSED

You will receive confirmation of your order and a link to frack its
progress by email

It may take 5-10 min for an order to be processed and appear in the
My Account section after it has been placed.

VIEW YOUR ACCOUNT >

HELP ABOUT US CORPORATE

MY ACCOUNT OUR RUSINESS TERMS & CONDITIONS

Confirmation emails

Once you have received your confirmation email, your place and any additional guest tickets or items are booked!

You do not need to contact the UWE Graduation Team to confirm your attendance.



You will receive an email from the graduation team closer to your ceremony to advise about additional guest ticket
availability, and to confirm all the details of your graduation day.

If you do not receive an email to confirm your order, please contact the Ede and Ravenscroft team on:
+44 (0)370 24 21 170

Cancelling an existing order

It is possible for you to cancel your booking and request a refund for any items purchased up to seven days before the
ceremony series starts.

As per our terms and conditions, requested less than seven days before the ceremony series starts for any guest tickets
purchased are subject to review and are offered at UWE Bristol’s discretion. Refunds for robe hire and photography
which are requested less than seven days before the ceremony series starts are subject to review and are offered at Ede
& Ravenscroft's discretion.

To cancel a booking, defer your place or request a refund, please review the information found on our Cancellations and

refunds page.
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