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getting started 
 

Veryan WebView is an internet based system that allows you to view 
information about work experience jobs. It’s a very easy system to use and 

these instructions will help you to get familiar with it.  

 
You’ll need a computer with an Internet connection and Internet browser 

software such as ‘Microsoft Internet Explorer’.  
 

1. Open the browser and go to www.bepgroup.net 
 

2. Just click on Portals / Wex online 

 
 

 
and you’ll be taken to the log-on pages … 

 

 
3. Choose student from the list of options. 

 
4. The next page looks like this …  

 

 

 

 
 

 
 

 
 

 

 
 

When you click to enter your school name the screen changes and you can 
choose your school name from a list.  When you have found and selected 

your school’s name, click on the [Submit] button… 

 
 

http://www.bepgroup.net/
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5. This screen asks you for your name and your ‘PIN NUMBER’. If your name 

is spelt incorrectly please inform your coordinator as your certificate will be 

printed with this information at the end of your placement. 
 

 

Your tutor will supply the PIN number.  If you make a mistake here you can 
use the [Clear] button to start again.  When you’ve correctly entered your 

details click on the [Submit] button.  
 

About PIN NUMBERS…  The PIN NUMBER is your unique password to the 

WebView system. Without it you won’t be able to get any further. You should 
keep your number safe and secret.  

 
 

 

 
 

6.  When you have successfully logged in, the following screen will appear.  
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7.  Congratulations! You’re ready to start using WebView!  You can click 

on the [Work Experience Literature] link (top menus) and choose 

student user guide] to help you with the next step – making selections. 
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work experience literature  
 
 

 
1. Click on the Work Experience Literature [link] on the Student 

Home page.  

 

 
 

 
 

 

 
A screen similar to the following will be displayed. 
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2. Click on the Student User Guide (link) and the following page will 

appear in another window, select students, WebView student guide 

and then you can either download and view, or print the instructions 
for using this system.  
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using ‘WebView’ 
 
 

 
The system lets you browse and select different types of work experience.  

You will be able to record details of a placement that you are arranging for 

yourself.  
 

If you are thinking of making your own placement, please see the Own 
Placement section of this document first.  

 
Stage 1: Category selection. 

 

1. Select different types of work 
 

Clicking on [Make Selections] from the Student Home page will display this 
screen. 
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2. If you click on the name/icon for each category of work experience, 

you will see general information about the selected type of work 
experience. A page similar to this will be displayed.  

 
 

 

 

3. You must select four different classifications (types of work) from the 
classifications listed on the Make Selections page.  

 
4. When you are happy with your selections, click the [Continue] button. 

The following screen will be displayed.  

 

 
 

5. If you wish to change your selection(s), you can delete one or more 
from the [My Placement Details] screen using the delete icon.  You can 

then return to the [Make Selections] to select again.  
 

6. When you are happy with your selections, you must record your 

preferred choice of placement in the range 1 to 4 on the [My 
Placements Details] screen (shown above). 

 
7. When you click the [Continue] button your selections become locked 

and the following Work Areas screen will be displayed.  

 
(You will need to ask your teacher to unlock your selections if you 

have made a mistake).  
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8. Use this next screen to indicate where you would like to work and how 

you could get there.  

 
 

 
 

Then click the [Finish] button. 
 

9. The information that you have submitted will now be used to find you 

a work experience placement.  
 

10. If you are looking to secure your own placement, then you will have a 
deadline to secure one by. If you are unsuccessful then you will be 

able to log back in to Webview and make a ‘live job’ selection, which 

will be approximately 12 weeks before your placement is due to start. 
 

11. The ‘own placement’ form can be printed from the work experience 
literature website. 
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own placements 
 

 
1. Click on Own Placement from the Student Home page.  

 

 

 
Then click on [Click here for information on how to go about finding 

your own placement]. 
 

 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 

2. If you do not submit your own placement form by the deadline given 
to you by the school, then you will need to make selections on 

Webview (see ‘Using Webview’ and ‘Live Job Selection’ sections). 
 

3. When you know the name of the employer you are arranging your own 

placement with, you can click the [Own Placement] link at the top of 
the page to record your own placement detail. You will still need to 

submit a hard copy of the form signed by the employer and your 
parent/guardian. 
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‘Live Job’ Selection 

 
 

1.   Approximately 12 weeks before your placement start date, you can log 
back in to Webview with your Pin number. Your school coordinator will 

let you know the date when this can be done. 

 
Click on [Search] to make ‘live job’ selections. 

 

 
 

 

 
2. If you have already noted on the system that you have secured your 

own placement then you will see the screen below and therefore ‘live 
job’ selections cannot be made. You will need to speak to your 

coordinator if this is not the case. 
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3. By clicking on specific sectors you can see all ‘live jobs’ in that sector 

available to your school. You can also search all sectors by clicking the  

All occupations button. If you want to tailor your search using the 
Postcode or Area fiters, you must select submit to save the changes before 

selecting all or specific occupations. 
 

 
 

 
 

4. By clicking View you will see the job description and availability for that 
placement. 
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5. Make sure you read the job description carefully. You will also see the 

full address of the company, so you can ensure that you can travel 

there. 
 

 
 

If you are interested in this as a potential placement then click on [Add 

to selections] and follow the on screen instructions. If you are not 
interested click on [New Search]  Each time you add a choice to your 

selections, you will be asked to log back in. This is a security measure to 
ensure that if you leave your computer, someone else cannot make all 

the selections and submit them on your behalf. 

 
REPEAT: The above 3 steps and save as many jobs as you like to your 

shopping basket. You will eventually need to condense these down to a 
minimum of 4 selections. (6 selections will be the maximum number you 

can select). 
 

6. By clicking on [My Placement Details] from the student home screen 

you will see what choices you have saved into your basket. You will 
need to rank them (1 being your most preferred and 6 being your 

least) You can re-look at the job descriptions by clicking on the job 
number on the left hand side of the screen before submitting. 

 

7. The number in the column marked # shows the number of students 
who have also selected this placement – if this number is high you 

may wish to reconsider your selection! Once you are certain of your 
selections, click on [Submit] Remember you could be matched to any 

one of your choices so ensure you are happy with them all before 

submitting! You should also check your choices with your 
parents/carers. 
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placement initial confirmation  
 
 

1. The allocation is run by BEP Group and you will be given a deadline to 
finalise your choices before this allocation can be run. It allocates the 

maximum number of students to their choices.  

 
2. Login and click on the [My Placement Details] link on your home page. 

 
3. Once the allocation has been run you will be able to access your 

account and look up the placement allocated to you (See example 
below).  

 

 
 

This will show you the placement that you have been given. The status 
will either be Allocated or Booked (placement selected from Webview) 

or Bkd OP (Own placement you found yourself).   

 
4. You will then be given paperwork with your placement details which 

you need to ensure you read and understand. Attached will also be 
agreement forms for you and your parent/guardian to sign before your 

placement starts.  

 
5. You MUST make contact with your employer. This must be at least 

four weeks before your placement starts. Some employers will expect 
you to attend an interview! If you do not make contact with an 

employer then you may well be at risk of losing your placement and 
being in school for the placement dates. 

 

6. If you are in the Transport for London area, you can use the Journey 
Planner to plan your journey to your placement. Just click on the link 

at the top of the page. 
 

7. Following the allocation, if you do not have a booked placement your 

basket will be empty and you will need to restart the ‘live job’ selection 
again. 

 
8.  In some cases you may have to repeat the above process a number 

of times. Sometimes an employer withdraws their placement offer 
after the allocation, when they have received their notification of a 

placement. 

 
 

 


