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Emailing evidence into VQManager 
 
This document describes the process for learners emailing evidence directly into VQM 
 
Remember that the email that is received by VQManager must be sent from the same email 
address that is in your personal details tab. 
  

 

 
 
 
Emails must be sent to the following email address: portfolio@vqmanager.co.uk 
 
The evidence 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 or Learner Activity Log to proceed. 
 

 
 
Process into Evidence 
 
Once you have selected “Evidence” and clicked the “Process” link a Log evidence form will 
appear.  The email and the email attachment will appear: 
 

 
 
 
 
Continue to add information about the evidence item as normal mapping the criteria as 
required.  When you are finished, save the evidence and it will be added to the Evidence list. 
 
Note: 
 
The subject line of the email appears in the Summary of evidence description field and the 
body of the email appears in the Description of evidence field. 
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Process in Learner activity log 
 

 
 
Again the fields prepopulate but remain editable until you save it so you can add more 
information if required.  Once saved the Activity Log can be edited at any time.  The audit 
trail given a full account of any changes made and by whom. 
 
Note: 
 
If you are not receiving emails, please check that the email address in your Personal Details 
tab (accessed from the Home page) is correct (see image on first page). 
 
 
 


