VQManager Learner Training

Browsers

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

Evidence Introduction

In order to complete a qualification, you need to provide evidence for your assessor.
VQManager allows you to compile an electronic portfolio of evidence. Feedback of activities
completed is always provided through the system. You will usually need to do some or all of the
following:

Log evidence and submit it evidence for assessment

View your progress

Address any queries regarding evidence from your assessor
Confirm and add comments to a unit sign off

View your assessors comments on the qualification sign off tab

Logging onto VQManager https://www.skillwise.net/vqmanager/login/

All users log in to VQManager in the same way. At the login screen, you must enter your:

Username
Password

Username or email

vgmanager

Password

........
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https://www.skillwise.net/vqmanager/login/

Your Centre Admin will set you up with a login and you will be set an email from
noreply@vgmanager.co.uk with a link in so you can access the e-portfolio. The first time
you login you will be asked to set a new password that you will remember.

noreply@vgmanager.co.uk
Set your VQManager password {3B10B2EF-718D-48E9-AEIC-6AE3D42572B4).vgm

To  KariNarth

@ You forwarded this message on 21/09/2018 15:02.

HiKarinorth
Welcome to VaManager!

Your vaManager user name is KARI@SKILLWISE.NET

You may set your VaManager password by clicking this link:

http://www.vgmanager.co.uk/cgi/radSVQ.cgi/p?rf=E8F7CD26-FABA-4EB1-B2B4-AAEDSCDFFF12

This link can be used only once and will expire on 26/03/2018 10:38

Please note that this is a notification email only and any replies to this email address will not be answered. If you have a query regarding this email or any aspect of VQManager, please contact your Assessor or Centre
Administrator directly.

You can change your email address recorded in VQManager and unsubscribe from, or control which emails you receive on your Personal details page in VQManager.

The VQManager team
\w-fw.vgmanager.co.uk

If the link expires, the username in the email can be used to send a new link. Enter the
username as it is displayed in the email into the VQManager username login field and
select the “forgotton your password” link and a new email with a new link will be sent to
you

Home page — first top tab

Your homepage is customised this allows you to get summarised information and quick access
to different parts of the system. The section you are currently working in is highlighted in
orange.

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. An example can be seen below:

Welcome Honey Rose [2A] (Learner 198295) | Logout options v | Help and training
Manager > e
— ~—
Home My portfolio Reports
The Mess s tab shows communications from your

er. Please check that you have
read all new messages so that you know about anything

@ o ﬂéedmg your attention
- v
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Messages

Welcome Message
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mailto:noreply@vqmanager.co.uk

The first time you log in you will be able to see if there are any messages from your training
provider here. Below is an example of a message. On this tab, you may also see messages
from SkillWise regarding VQManager, the e-portfolio. These may include functionality
updates as well as scheduled server updates.

~ o

(Iw
3

- —_
Messages
Help for this page
Welcome to Great Heights Training!

Thank you for choosing us as the training provider for your Assessor Course

There are a lot of demands for good Assessors and 3t Great Heights Training we strive to make sure that we train people who will become very good Assessors
of the highest standards. We will make sure we support you all the way so that you can complete your course successfully in the time-frame that you want

To start your course and understand the process, please click on the link below and watch the induction video

Induction Video

If you want to speak to an Assessor, please contact our Lead Assessor Lormetta Oluitan at lorretta@greatheightstraining co.uk or on the following number: &

If you have any questions, please e-mail office@greatheightstraining.co.uk

[Cloon't show this message again

Personal Information

Once you have logged in, if you need to change your password you can do this in the Personal
details section. Login to VQManager by selecting the Change your password hyperlink:

R ey | Personal
alen Rlle i details

User name *

HOMEY @KNDEMC

Password

Change your password
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User name *

HONEY@KNDEMO

New password *

Confirm new password *

Cancel new password

On this page in addition to changing your password, you can change and update your personal
information. This information was originally set up by the Centre Administrator.

e Change mobile phone number

e Change email address

e Change automated email preferences - this last item has several options for you to
select and you can decide how often you wish to receive the email prompts.

Email *

honey@yahoo.nat

Receive e-mail reminder for evidence assessed in the last seven days

Receive e-mail reminder for units signed off in the last seven days
Receive e-mail reminder for missed assessment plan target dates

None v

Receive e-mail reminder for missed progress review planned dates

t to portfolio@vgmanager.co.uk go to:

O my assessor's To Do page

Save Cancel

When you have finished, select save at the bottom of the page

My portfolio — second top tab

Evidence: Log Evidence

Use this procedure to log evidence:

e Select the correct evidence method(s)
e Add Summary description of evidence — specific and relevant
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Welcome Kurt Jacobs (Leamer 3340) Help and training 0

|_ =} | —

Home My portfolio Reports

==v - 13 o =
! N @ E e
s — = — V= -
Assessment Log_- Evidence | Progress | Unitstatus.evidence | Qualif n My Search
plans evidence st reviews miatrix&signoff status&signoff activity log evidence
Help for this page
Evidence
Select evidence methods O Work products ] Direct observation
] witness testimeny ] oral questions
[C1 wwritten questions [[] candidate feedback statement
] simulation / storyboard [ Accredited prior learning
[ Professional discussion
Summary evidence description
e Add a description
Description of evidence {max. 1000 words)
B I Us 9% == Normal = A w T

see attached

21000 words

e Attach relevant document(s). Electronic files can be uploaded and attached to
evidence. Select browse and open file then select Upload files

v Upload and attach files in support of this evidence

8 files 100 Mb total maximum
| Choose File | Mo file chosen

Upload Files
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e Add details of any witness to the evidence

Authenticate evidence

If you wish to allow your assessor to authenticate this evidence, enter the name, and then EITHER the e-mail address or the felephone number of the
person your assessor should contact. (This will be the person who can verify that the evidence is genuine).

Name of person fo contact

e-mail address

OR

Telephone number

e Tick off relevant criteria
- Apprenticeship Team Leader/Supervisor L3 ST0384_01 Standards
=l Unit 1 Interpersonal Excellence - managing people and developing relationships
-l Learning outcome 1 Leading People

- Assessment criteria 1

K1 Understand different leadership styles and the benefits of coaching to support people and improve
performance.

K2 Understand organisation cultures, equality, diversity and inclusion.
51 Able to communicate organisation strategy and team purpose, and adapt style to suit the audience.

§2 Support the development of the team and people through coaching, role modelling values and behaviours,
and managing change effectively.

+ Learning outcome 2 Managing People
+ Learning outcomne 3 Building Relationships

+ Learning outcome 4 Communication

e Add comments and read the declaration

Comments

Learner comments to assessor (Rose [2A], Honey)

By submitting this evidence for assessment, | confirm that it is the result of my own work.

15:52 GMT 15/06/2020

P

22/8000 characters

Submit o Assessor Save and continue later Cancel

e If the work is complete — Submit to Assessor.
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Evidence list
When you click on the Evidence list tab in My portfolio, you will see a summary of all 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. You may have also elected to receive an
email prompt letting you know some evidence has been assessed in the Personal details tab.

How am | getting on?
On the Home page, select the tab called My Progress Summary. Here you can see your progress
through the qualification, unit by unit and also your OTJ Training hours (if applicable) to.

9.9 o iz _ o
@ '™ 2 == 2 5 e
FITs

On targat / completa Commencad Status unknown

Off the job training

Overall off the job training to date

Total hours required: 532:00
Hours required fo date: 606:28
Hours logged fo date: 127:00

Apprenticeship Team Leader/Supervisor L3 §T0384_01 Standards

Overall gqualification % completion to date

Unit 1 Interpersonal Excellence - managing people and developing relationships " 100%

Unit 2 Organisational Performance - defvering resuis |

Unit 3 Personal Effectiveness - managing self 16%

What else might | 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:

e Evidence requiring action

e Confirmation of unit sign-off

e View qualifications signed off
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All the tables are laid out in the same format: your details on the left and a hyperlink to the
item on the right. Select the link and follow the instructions.

@ O

To do

~ &

v Evidence requiring action

Assessor Date returned Evidence number ~ | Summary

North, Poppy(19&294) 23102017 198295/E/1030 Certificate from previous role Edit / Submit

Units signed off, follow the link and add comments when prompted.

v Confirmation of unit sign-off

) Date of assessor Date of leamer
PEE WL 40 sign-off agreement with sign-off
29/04/2020 2 Organisational Performance - delivering resulis 29/04/2020 Requested Confirm this unit

Qualification sign off — view assessor comments
v Qualifications signed off

Assessor Intemnal verifier

Qualification Assessor signed off Internal verifier ~ signed off

NVQ Cerfificate in Construction Operations - General Construction L2 (QCF)

) Knee, Sid 29/04/2020 View
QUESB5T (CSkills) 600_3744_1 (1275)
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