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Learner quick-start manual 
 
The purpose of this manual is to give you a quick guide on how to start logging evidence on 
VQManager.  

Logging in to VQManager 

All users log in to VQManager in the same way. At the login screen, the user enters their: 

 Username 

 Password 

 
Login to VQManager by using the following procedure: 
 

Step Action 

1 From the login page at https://vqmanager.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. 

 
Welcome Message 
The first time you log in you will be able to see any messages from your training provider here. 

 

https://vqmanager.co.uk/
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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 
 
The menu bar 
 
Each user type also has a menu bar customised to their functions. An example of this can be 
seen below. 
 
 
 
 
 
 
 

 
 

 

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. 

 
Note: 

 The Username must be unique. VQManager will not allow you to add a username which is 
identical to one which already exists. 

 
 

 
 
 

User’s full name, 
role and user 
number 

Selected menu 
option highlighted 

Access to 
elearning and 
manuals 

Log out or 
change role (if 
applicable) 
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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 will usually need to 
do the following: 

 Log evidence  

 Submit evidence for assessment 

 View their progress and feedback from their assessor 
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About Evidence 

When you click on the ‘Evidence list’ tab in ‘My portfolio’, you see a summary of all evidence. 
You can refine this view by selecting a specific qualification from the ‘Select qualification’ 
dropdown list, and selecting a specific unit from the ‘Select unit’ list. You are also able to change 
the order in which the evidence appears by clicking on the ‘Sort by oldest first’ link. 

Evidence: Log Evidence 

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: 

 Evidence method(s) 

 Summary description of evidence 

 More detailed description of evidence 
 
Note:  

 You may upload any electronic file which is relevant to the evidence in 
the ‘Upload and attach files in support of this evidence’ section. See p5 
for more information. 

 You may add the details of a person who can authenticate the evidence 
you are logging (e.g. a witness) in the ‘Authenticate Evidence’ section. 
Here you can add the person’s name and contact telephone number/ 
email address so your assessor can follow up with that person. (Note 
that this feature is not available in all centres.) 



Learner quick-start manual   Version 5 20/06/18  

 
 

Evidence: Attaching electronic files 

 
Electronic files can be uploaded and attached to evidence. Follow this procedure to upload and 
attach files: 
 

Step Action 

1 On the ‘Log Evidence’ page, click on the ‘Upload and attach files in support of 
this evidence’ link. 

2 Click on the ‘Browse…’ button and navigate to the place where the file is 
located on your computer. You may choose up to 4 files at a time to upload. 

3 Select the file(s) you want to upload and then click on the ‘Upload Files’ 
button. The file upload will commence. Note that it may take a while 
depending on the size and number of files. 

4 If you want to upload another file, repeat this process using the ‘Upload and 
attach files in support of this evidence’ link again. 

5 The file(s) appear on the page, showing the following information: 

 Date uploaded 

 File description (name) 

 Name of person who uploaded the file 

 Size of file 
 
Hint: you can change the file description if you would like so that your 
assessor knows what it contains.   
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Note: 

 Please try and ensure that the files you upload are as small as possible. Large files will have a 
negative effect on the performance of the system and take a long time to upload and 
download. 

 Click on the icon to the left of the file which has been uploaded to view the file. 

 Click on the cross icon to delete the file. 

 The size of the file which has been uploaded is shown. 

 
 

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

 If your assessor has assigned you assessment plans, 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 criteria 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: 

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

 Similarly you can use the ‘Deselect all’ icon ( ) to uncheck all checkboxes in 
a section. 

4 Click on the ‘Submit to Assessor’ button if you are happy that the evidence is 
complete. You will not be able to edit it after that.  
If you’d like a chance to review and edit the evidence at a later stage, click on 
the ‘Save and continue later’ button. Note that your assessor won’t be able to 
assess the evidence until you submit it to them. 
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Evidence: Assessment of evidence 

Once the evidence has been submitted, the assessor becomes responsible for assessing it. 
After it has been assessed, you can see the assessor’s comments and feedback by opening the 
evidence. One way to do that is via the Evidence List. 
 
My progress 
On the ‘Home’ page, select the tab called ‘My Progress Summary’. Here you can see your 
progress through the qualification and also unit by unit: 
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What else might I have to do? 
 
On the ‘Home’ page, look at the ‘To Do’ tab.  A list of items that need your attention appear 
here. They could be things like: 
Evidence requiring action 
Confirm you have received an assessment plan. 
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Confirming assessment plan 
 
You may be required to confirm that you agree to an assessment plan which has been created 
for you by your assessor. If this is the case, the assessment plan will appear on your Todo tab on 
your homepage, with a link next to it ‘Confirm this assessment plan’. In the column listing the 
date you confirm this plan, the word ‘Requested’ will appear. Confirm an assessment plan by 
following this procedure: 
 

Step Action 

1 On the To do tab of the learner homepage, under the ‘Confirmation of 
assessment plans’ section, click on the ‘Confirm this assessment plan’ 
link. 

2 Review the assessment plan and specifically the following: 

 The target date which is the date that assessment plan must be 
complete 

 The notes which the assessor has written 

 Any files which have been attached 

 Guidance notes in the performance criteria section which could 
explain exactly what sort of evidence should be provided 

3 If satisfied, click on the ‘I hereby confirm that I agree to the above’ 
checkbox. 
 
Note that if anything is unclear the candidate should speak to the 
assessor to seek clarification before checking this box. 

4 Click on ‘Save’.  
 
You have confirmed the assessment plan. 
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If your assessor has elected that you receive an email notification it will look like this. 

 

Reusing evidence 

Until an assessor assesses your work you can edit it at any time.  Once assessed that piece of 
evidence it is locked. This is an example of when the reuse evidence function is useful.   

If you wish to reuse that same piece of evidence for a different unit/different criteria, you can 
click on the 'reuse evidence' icon in the Evidence List.  This makes a copy of the evidence so you 
can resubmit it for other criteria which may have been met by that piece of work.  You can map 
it against new criteria, unit(s) or even qualification(s). The duplicate will include the evidence 
summary, evidence description and any file attachments. All of this information can however 
still be changed in the new evidence item. As the new evidence item is a copy of the original 
piece, the original piece of evidence is unchanged. 
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Using the Diary for reflective accounts (if this tab is available in your centre) 
 
For the New Apprenticeship Standards, learners may need to be able to make entries into a 
diary, similar to the Activity Log to record reflective accounts.  
Learner Diary 
We have added a new tab, Learner Diary. This is visible and editable (see details below) to the 
Learner and the Assessor, and view only for the IQA/ IV and EQA/EV. 

 
It functions in a similar way to the Activity Log. Entries are displayed in a table, and can be 
opened up to view the content and edited if required.  

  
As with the Activity Log, beneath the table will be a ‘new diary entry’ form. This includes fields 
for a summary title, start date, end date, description of the activity and your reflective account. 
Both GLH (both on and off the job), and  Off the Job Training can be recorded here and you can 
upload files to this log entry. 
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The end date defaults to the same as the start date, but is fully editable by you so that the diary 
entry can cover a period of time. Dates are selected from the usual calendar display. 
Note that the Reflective Account section can only be edited by you, and the Assessor Comments 
section can only be edited by your assessor. The rest of the diary record can be edited by either 
user. 

 
When the entry is completed, there are the usual options to save or cancel. There is also a new 
option to save and create evidence.  
Clicking this option will save the diary entry, and take you to the Log Evidence screen. Some of 
the information from the diary entry will be pre-completed in the evidence form as follows: 
Diary summary title = Summary evidence description 
Activity / Description = Description of evidence 
Reflective account = Learner comments 
Files uploaded to the diary entry will also copy across into the evidence. 
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The evidence log is fully editable in the normal way, and with the usual options to save.  
 


