Assessor quickstart manual

The purpose of this manual is to give assessors a quick guide on how to start using
VQ MANAGER.

Logging onto VQ MANAGER

All users log in to VQMANAGER in the same way. At the login screen, the user enters their:
e Username
e Password

I eaeger

User Login
User name:

Password

Login

Un-autharised access

Wantto know more aboutthe VQManager e-portfalio? Click here: SkillWise

Users can change their passwords in the Personal Details section. Logon to VQMANAGER by
using the following procedure:

Step Action
1 From the login page at www.vgmanager.co.uk, type in your username in the
‘Username’ field.
2 Type in your password in the ‘Password’ field.
3 Click on the ‘Login’ button.

User homepage

Each user type has a homepage customised to their requirements. This allows the user to get
summarised information and quick access to different parts of the system.
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The menu bar

Each user type also has a menu bar customised to their functions. An example of this can be
seen below.

Log out or
change role (if
applicable)

User’s full name,
role and user
number

Selected menu
option hlgh'lghtEd Velcome Andre Pretorius (Assessor 869)  Logout options = Help and traNsg

Access to
elearning and

Home My learners Assessment tools Reports manuals

Personal Information

Users can change and update their personal information. This is originally set up by the Centre
Administrator. Edit or view personal details by following this procedure:

Step Action
1 On the Homepage, click on the ‘Personal Details’ tab.
2 Your current personal details are shown. If you wish to edit these, click in the
relevant field and make the changes.
3 When you are satisfied, save the changes..

Help

Each section on VQMANAGER has rollover help attached. These sections are called tabs. The
rollover help gives you information about the requirements of the tab itself as well as tips and
hints and instructions on what to do. All the buttons and links also have mouse over
information. An example can be seen below:

This tab is used to view your current personal
profile and allows you edit and change them if
required.

To do = Personal details

Rollover tab
with mouse
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The Help link at the top of the screen contains simulations showing users how to perform
commonly used procedures.

Changing roles

It is possible that a user could have more than one role assigned to them (e.g. assessor and 1V).
Users can switch between roles by clicking on the ‘Change user/ logout’ option at the top of the
screen.

Welcome edwina cumy (External verifier 0 Help and training u
Change usar/Logo

Logout now

Esternal verifier {cumy, edwing)

Line manager (oury, edwina)

v

Home Verify EV tools Reports

Browsers

VQManager uses technology which is incompatible with some old browsers. It is recommended
that users upgrade their browsers to the latest version available which is free.

Please note that VQManager will NOT work with Microsoft Internet Explorer v6

Assessor Introduction

There are 4 distinct menus that assessors can work in:
e Home page
e My learners
e Assessor tools
e Reports

My Learners

Select the My learners menu option, and then select a learner from the list. Everything that
appears in the tabs below that, belong to the learner. You need to do the following to set your
learner up:

Step Action
1 Click on the Unit Assignments tab. The qualifications assigned to the learner
will appear.
2 Open each qualification and select the units that the learner will need to
complete using the relevant checkboxes
3 Click on the Save button.

Note:
The qualifications which appear on the Unit Assignments tab are either linked to the learner by
the Centre Administrator, or come from an integrated MIS system.
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At this point the learner has been set up and can begin logging evidence. As an assessor you can
do the following:

e Create and assign an assessment plan template to the learner

e lLog evidence on behalf of the learner

e Assess evidence submitted to you by your learner

e Monitor learner progress

e Sign off a unit as being complete

e Sign off a qualification as being complete

Evidence Introduction

In order to complete a qualification, learners must provide evidence which allows an assessor to
assess their abilities within the area. Learners/ Candidates can use VQMANAGER to log evidence
which can then be assessed. VQMANAGER allows the learner to compile an electronic portfolio
of evidence. Feedback to the learner is provided through the system. Learners must do the
following:

e lLogevidence

e Submit evidence for assessment

e View their progress and feedback from their assessor

Evidence: Log Evidence on behalf of the learner

Use this procedure to log evidence:

Step Action

1 From the Log Evidence tab fill in as much information about the evidence as

you can including:

e Evidence method(s)

e Summary description of evidence

e More detailed description of evidence

Note:

e you may upload any electronic file which is relevant to the evidence in
the Upload and attach files in support of this evidence section.

2 In the Criteria met section use either the radio buttons to open the
Qualifications Tree, or navigate to the relevant area of a qualification by
using the + icons and opening each qualification.

Note:

e If you have assigned assessment plans to the learner, these will appear in
the list with different colours. Clicking on a radio button next to an
assessment plan will open the Qualification Tree to show only the units
covered by that assessment plan highlighted in the relevant colour.

3 Tick off relevant performance criteria, range statements, and knowledge and

understanding (if applicable) to which the evidence conforms.

Note:

e You can use the ‘Select all’ icon (4 ) to tick all checkboxes in a section.

e Similarly you can use the ‘Deselect all’ icon ( [J) to uncheck all
checkboxes in a section.
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4 Click on the Save and submit for verification button if you are happy that
the evidence is complete. You may continue to edit the evidence if you wish
up to the time that you sign the unit off, or that the IV samples the evidence.

Evidence: Assessment of evidence

Evidence which has been submitted for assessment will appear on the To Do tab on your
homepage. Follow this procedure:

Step Action
1 From the To do tab, click on the Assess link in the section titled Unassessed
evidence.
2 The evidence item opens. Review the evidence and open any file
attachments.
3 Tick the relevant assessment criteria in the right hand column of checkboxes.

If the learner has made an attempt at selecting criteria, these will appear in
the left hand column which is disabled for the assessor

4 Type in any relevant assessor comments.

5 Decide what you want to happen to the evidence next. You may:

e Save the assessment and submit for verification (you may edit your
assessment until such time as the unit is signed off or the IV has
reviewed the evidence).

e Return the evidence to the learner for action

e Save the assessment and continue later

e Cancel the assessment

Criteria met

Selectthe relevant assessment plan against which the evidence is to be logged or navigate to the relevant Unit, Element, peformance Criteria, Range
or Knowledge and Understanding item.
101 Prepare yourselfto deliver good customer semvice
Addressing customer requests - within the rules
Open all checked items
Open all linked items
Close all
- Diploma in Creative and Digital Media Competence L3 {QCF} {OCR} 500_8357_0
+ Unit X1 Contribute to good working relationships (CW4)
+ Unit X2 Ensure your own actions reduce risks to health and safety (CV4)
+ Unit F1 Manage and market yourself as a freelancer (CV3)
+ Unit P1 Contribute ideas for production (CV6)
=1 Unit P5 Identify sources of information (CV5)

= Element P5.1 Be able to identify sources of information

= Performance criteria
Tick the criteria

that the evidence
actually meets levant to the research brief

1.3 Establish initial contact with relevant parties to identify their potential to contribute to the brief

ces available, explaining their suitability for particular productions

;L 1.2 Identi
Learner’s ticks

1.4 Maintain accurate, comprehensive and up to date records of all information sources
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Reviewing learner progress

Assessors can review learner progress in 3 places:
1. On the assessor Homepage under the Learner Progress Summary tab
2. On the Unit status, evidence matrix and signoff tab for the relevant learner
3. Onthe Reports menu option under the Progress tab.

Unit Signoff

Assessors can sign off a unit by following this procedure:

Step Action
1 From the Unit status, evidence matrix and signoff tab of the relevant
learner, select the unit that you want to view and signoff.
Click on the View progress and signoff button
Review the evidence matrix and note any gaps
Type a summative assessment into the Summative assessment field
Click on the I confirm that the candidate has demonstrated competence by
satisfying all the skills and knowledge criteria for this unit checkbox
6 Decide whether you want the learner to confirm the signoff
Click on the Save button
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Unit status,evidence
matrix&signoff

Help for this page

Assessor Toolkit - Warehousing and Storage Apprenticeship L2 (772)

Start date: 01/07/2011 Overall gualification % completion to date: 60 %

End date: 01/07/2012

Unit fitle: % Completed Date Signed off Confirmed
- {Actual) assigned by assessor by learner
1 Guided Discussions (18825) 100 05/07/2011 ®
2 Products (18826) 0 05/07/2011
3 Observations {18827) 100 05/07/2011
4 Witness Testimony (18828) 100 05/07/2011

BTEC Certificate in Warehousing and Storage Principles L2 {QCF} {Edexcel} 500_7707_7 (950)

Certificate in Warehousing and Storage L2 (QCF) (Edexcel) 501_1061_5 (949)

Functional Skills (Edexcel) (717)

View Progress and sign-off
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Home My learners Assessment tools

xct leamer Alistoun. Craig (3343) v

Welcome Andre Pretorius (Assessor 3338) Heip and training o

= =2y JREEE =
i= e v [ = h
E— . \ — X
it Assessment Log Evidence P 5 Unit status,evidence Search
assignments plans evidence list s matrix&signoff evidence

[T pste [] Assessor ] summary [ Desciption [ intemsi verifier dete [ | Evdste ] Method 8] Assessment ariteria ] Range statement
] knowiedge and understanding

Evidence matrix; Alistoun, Craig; Certificate in Warehousing and Storage L2 (QCF) (Edexcel) 501_1061_5

Unit: 2 Develop effective working relationships with colleagues in logistics operations

Learning outcome: 1 know how to develop effective working relationships with colleagl in logistics operations
Evidence Summary Method Assessment criteria
1|2 (34(5/6/7/2(0(1.1 (i)[1.1 (i) 1.1 (i) [1.1 (iv)|1.2[1.3
3343/E/384 Direct observafion of Roberi | o ¥l vl ¥l ¥l vl
3343E1412 DEST-ATD-AAF-8UA-D9-Observation Form-17-11-2011_09-06-56 v o
Taotal 1|2 2 1 1 1 1

» Internal verifier

Evidence comments

1.4(1.5) ¢

Cancel

If you select the blue arrow “Evidence comments”, a pop up will appear which will show
the evidence state and also any comments the assessor made on that particular piece of

evidence.

~ Evidence comments - Windows Internet Explorer = =

& http://wwnw.vqmanager.co.uk/cgi/radSVQ, cgi/eveu?@r=71533&i=gscckfclmcfdfcfgrgevfkffmgauis= 15191 &cas

Evidence comments

Evidence Evidence summ: Evidence Comment Assessor Comments

number state date

59030/E/1742  personal development + Assessor saved and 01/05/2013  Hill, Wendy ‘Well dene Simon very comprehensive pieces of evidence covering all units.
management story line sent for verification (71533)

59030/E/2443  Subordinate PDP/Wiritten paper Assessor saved and 09/08/2013  Hill, Wendy ‘Well done Simon, good pieces of evidence demonstrating how you participate in
on a meeting | chaired sent for verification (71533) meetings, support and develop your staff to improve team performance, make
decisions and communicate.

59030/E/2624  Wilness testimony supporting Assessor saved and 03/12/2013  Hill, Wendy Wilness has supporis all previous evience on developing staff, helping with
PDP in evience 2443 sent for verification (71533) difficutties and opportunites, developing relationships, communicating

“|20f24
Item not Cc
to increase
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Signing off multiple units at once

You may opt to sign off multiple units at once rather than doing them one at a time.
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matrix&signoff

Unit status,evidence

Help for this page

v Certificate in Pharmacy Service Skills L2 (Edexcel) QCF 500_9351 (GW) (90)

Start date: 16/04/2012

End date: 16/04/2013

Sign off multiple units

Num Unit title

COverall qualification % completion to date: 100 %

gned off Confirmed

Vi - i —
by learner VETES

1 ..Ass.n.stwnh the provision of a pharmacy service to meet 53 1610412012 sampled
individuals® needs (1571) 08/02/2013
2 Ensure your own Actions Reduce risks to Health and 54 1610412012 o
Safety (1572)
; ) sampled
3 Contribute to the effectiveness ofteams (1573) 18 16/04/2012
11/08/2014

In the Unit Status, Evidence Matrix and Sign Off tab, there is a button under the qualification
header. Clicking on this opens a new page. Here, you can select the units you want to sign off,
add a summative assessment comment and request learner confirmation. Note that the same
comment and confirmation option will be applied to all of the units you have selected.
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v Certificate in Pharmacy Service Skills L2 (Edexcel) QCF 500_9351 (GW) (90)

Start date: 16/04/2012 Overall qualification % completion to date: 100 %

End date: 16/04/2013

Num Unit title :. [JCII’F.IFI|E!tE!l‘.| ate |:,ilc|r|ﬁ_rrr|ed Verified
(Actual) gne ) by learner

Assist with the provision of a pharma sampled

1 ) . p - 53 16/04/2012 - L
senvice to meet individuals' needs (1571) 08/02/2013

5 Ensure your own Actions Reduce risks to 54 1610412012 O
Health and Safety (1572)

T Contribute to the effectiveness of teams o IR sampled O
(1573) 11/08/2014

v Assessor

Summative Assessment

[ 1 confirm that the student has demonstrated competence by satisfying all the skills and knowledge criteria for the selected units.
| therefore deem the selected units to be signed off.

(| Request learner to confirm unit completion?
By checking this box the learner will be requested to confirm that the evidence provided is a result of their own work.
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Signing off a Qualification

Signing off a qualification moves everything at qualification level to 100% complete regardless of
whether the qualification is 100% complete or not.

The sign off date appears in the table below:

- * N & =2 B ¢ e O 6
Chuhbc:l’mn e
statusl signo®

ASS8350f SION-Of date Verfed

B ¢ - S Leve 3 201 1 2014
ERR (E R and Re 4 < 19 1 o 1 < 4
PL A ramawork of pérdonal Maming and D 9 :] 2 2004 N - .

When viewing it at Unit status level the Qualification is shown as 100% complete, but the %
complete at unit level does not change. Equally the unit sign off date is not automatically
populated with a date (that being the qual sign off date). It remains empty.

v PLTS: A framework of personal, learning and thinking skills (832)

Stant dade” 199032013 Overali QualBcadon % compleon 10 Sate: 100 %

Ena cate. 1032014

% Completed Confermod

)
R e (Acssal) s by le amer
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You can always go back and sign the unit off after qualification should you need to do so. When
signing off a unit, regardless of % complete, the sign automates the % completion to 100%

In the above example for unit 1 which was 0% complete on signing off it changed to 100%
complete:

w Comgieted

A
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