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Progress Reviews 

Progress reviews can be set up in two ways by the assessor in the e-portfolio: 

1. Ad hoc reviews can be added by assessors 
2. Assessors can pre-set reviews 

 
 
Ad hoc reviews can be added by assessors 
Assessor can add a progress review at any time by using the “Add new progress review” area. 
 
Assessors can pre-set reviews  
 An Assessor can also create a pre-set Progress Reviews using the “Add new progress review area” 
again but adding a planned date for some time in the future. This will trigger the usual notifications 
in the ‘upcoming Progress Review’ area of the ToDo tab.  
To set up a review like this, scroll down to the “Add new progress review” area and give the review a 
title in the Summary field.  

 
The planned date can be set in one of two ways. Clicking on the Planned date field will bring up the 
calendar for the Assessor to select a date. Alternatively, you can use the drop down to select a date 
a given number of weeks in the future.  

 
On selecting the desired number of weeks from today, the calendar automatically opens with the 
Monday of the chosen week selected. The Assessor can select another day if they wish at this point.  



Progress Reviews – Centre Admins Version 2 07/06/2018 

 
 
Click on the ‘Review to be completed in the future’ checkbox, add any relevant comments in the 
Notes field, and click ‘save’ at the bottom of the page.  
 
On the day of the review, open the review and enter the Actual date, any notes and upload 
documents as normal. You are still able to tick the confirmation request for the learner and Line 
Manager. Don’t forget to click ‘save’ at the bottom.  
 
At this stage, we have added a comments box for the Learner and the Line Manager, so both are 
able to make comments as well as ticking the confirmation box. Note that confirmation can only be 
requested if the Actual date of the review is completed. This prevents users from confirming a 
review that hasn’t happened yet.  
 
Assessor view before confirmation:  

 
 
Learner view:  
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Completed reviews have a new area whereby the current qualification progress pulls through onto 
the Progress Review. The date the review was saved by the Assessor appears on the screen along 
with the percentage completion for each qualification on that particular date. You will need to save 
the review with an Actual date and then re-open it to see this.  
 
You will notice that the off the job training hours also pull through to this area. 
 

 
 
NB - The percentage completions will only appear on reviews completed after this enhancement. 
Unfortunately we were not able to backdate this feature to include it in reviews that were already 
complete.  
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Using the emailing in functionality with Progress Reviews 

Assessors can us this function with Progress Reviews.  Remember that the email that is received by 

VQManager must be sent from the same email address that is recorded in your personal details tab. 

 

Emails must be sent to the following email address: portfolio@vqmanager.co.uk 

 

The information is then either (depending on the settings for the centre, please speak with your 

assessor if you are unsure): 

 

1. Placed on the To do tab of the assessor in a section called Evidence emailed from learners.  
Your assessor will process this email for you. 

2. Placed on the To do tab of the learner in a section called Emails awaiting further processing. 
The email will appear as below: 

 

 

mailto:portfolio@vqmanager.co.uk
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Click on the Process mail into and select either Evidence  Learner Activity Log New Progreess 

Review or Existing progress Review (add to) to proceed. 

 

 

 

Process in “New progress review” 

 

 

 

If you select ‘New Progress Review’, a new page opens for you to select the learner and complete 

the Progress Review. Complete the form and click ‘save’ at the bottom. 

Process in “Existing Progress Review” 

If you select ‘Existing Progress Review’, the page asks you to select the learner and the review you 

want to add to. Complete the form in the same way and click ‘save’ at the bottom. 

 

 


