
APP Data Validation Process Guide 
 

1. Download your data validation document by clicking the ‘DOWNLOAD DATA VALIDATION DOCUMENT’ button in the Data Validation section of the 
APP Global Campus. 

 
 
 
 
 

2. Open the document. There are 6 pages of APP information in the document.  Please start on ‘APP data’.   
 

3. Check the APP data information is correct on this page. 
 

 
 

 

 

 

 

 

 

 

 

 

Important 

Do not change the information on the ‘APP data’ page, it will not be updated on our system. 

To make changes please complete a ‘Change of Contact Details’ form (available from APP Global Campus > APP Resources > Administration forms), 

and send to AppRenewals@wsetglobal.com after completing your APP data validation review. 

To complete the data validation for your APP please follow the steps below.   
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4. Open the ‘Satellites’ page and check that all active satellites are displayed for your APP. 
 

4.1 Deactivate any satellite sites that are no longer used by your APP. To deactivate a satellite listed on this page, please type the word ‘Inactive’ on the 

relevant row, in the ‘status’ column.  

4.2 To add a satellite site please complete an ‘Addition of a Satellite’ form (available from APP Global Campus > APP Resources > Administration forms), and 

send to AppRenewals@wsetglobal.com after completing your APP data validation review. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Example below: satellite site 1234-013 is no longer used and has been changed to ‘Inactive’ 

Important 

The change of status to ‘Inactive’ is the only change that will be automatically processed. 

Any other changes must be emailed to AppRenewals@wsetglobal.com after completing your APP data validation review. 
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5. Open the ‘Organisation roles’ page and check the Main Contact, Finance Contact and Exams Officers are correct. 
 

5.1 Deactivate any roles that are no longer correct for your APP. To deactivate a role please type the word ‘Inactive’ on the relevant row, in the ‘status’ 

column.  

5.2 To change the Main Contact or Finance Contact please complete a ‘Change of Contact details’ form and to change or add an Exams Officers please 

complete a ‘Change/Addition of Exams Officer’ form (available from APP Global Campus > APP Resources > Administration forms), and send to 

AppRenewals@wsetglobal.com after completing your APP data validation review. 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

Important 

The change of status to ‘Inactive’ is the only change that will be automatically processed. 

Any other changes must be emailed to AppRenewals@wsetglobal.com after completing your APP data validation review. 

Please remember there must be one Main Contact, one Finance Contact and at least one Exams Officer. 

Example below: John Smith is no longer an Exams Officer and has been changed to ‘Inactive’ 
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6. Open the ‘Education roles’ page and check the Nominated Educators, Course Educators and Internal Assessors are correct. 
 

6.1 Deactivate any educator roles that are no longer correct for your APP. To deactivate a role please type the word ‘Inactive’ on the relevant row, in the 

‘status’ column.  

6.2 To change or add an Educator or Internal Assessor please complete a ‘Change or Addition of an Educator’ form (available from APP Global Campus > 

APP Resources > Administration forms), and send to AppRenewals@wsetglobal.com after completing your APP data validation review. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Example below: David Brown is no longer a Level 1 Award in Wines Course Educator and has been changed to ‘Inactive’ 

Important 

The change of status to ‘Inactive’ is the only change that will be automatically processed. 

Any other changes must be emailed to AppRenewals@wsetglobal.com after completing your APP data validation review. 

Please remember there must be one Nominated Educator for each qualification that your APP offers. 
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7. Open the ‘Qualifications’ page and check the information is correct. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Important 

Do not change the information on the ‘Qualifications’ page, it will not be updated on our system. 

To add a qualification please complete the relevant  Qualification Application Form (available from APP Global Campus > APP Resources > Administration forms), 

and send to AppRenewals@wsetglobal.com after completing your APP data validation review. 

To remove a qualification please email AppRenewals@wsetglobal.com after completing your APP data validation review. 
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8. Open the ‘Print licences’ page and check the information is correct. If your APP does have print licences, please check the qualification and 
language is correct. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Example below: The information shown for an APP that has print licences for (English Language) WSET Level 1 Award in Wines and WSET Level 1 Award in Spirits  

Example below: The information shown for an APP that does not have any print licences  

Important 

Do not change the information on the ‘Print licences’ page, it will not be updated on our system. 

To make changes please complete the ‘WSET Level 1 Print Licence Agreement’ form (available from APP Global Campus > APP Resources > Administration forms), 

and send to AppRenewals@wsetglobal.com after completing your APP data validation review. 
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9. Save your data validation document. Please note where this is saved for when you upload it in step 10.3. 
 

10. Log into the APP Global Campus and open the APP Data Validation section. 
10.1 Read the information in the checklist and tick the boxes (or make a note in the text box if you have not ticked all the boxes). 

10.2 Tick the box next to ‘I confirm that the information I have provided is complete and accurate’. 

10.3 Click ‘CHOOSE FILE’ to select the completed data validation document, please ensure this is the correct document. 

10.4 Click ‘Submit’ to complete your APP data validation review.  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Important 

Remember to email AppRenewals@wsetglobal.com with the necessary forms in order to make changes, if required. 

Please contact your WSET Business Development contact or AppRenewals@wsetglobal.com if you need any assistance with your APP data validation.  
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