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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 
 

 
 

https://www.skillwise.net/vqmanager/login/
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Your Centre Admin will set you up with a login and you will be set an email from 
noreply@vqmanager.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. 
 
 

 
 

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 Message 

mailto:noreply@vqmanager.co.uk
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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. 
 
 

 
 

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: 
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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.  
 

 Change mobile phone number 

 Change email address 

 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. 

 

 

 
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: 
 

 Select the correct evidence method(s) 

 Add Summary description of evidence – specific and relevant  
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 Add a description  

 
 

 Attach relevant document(s). Electronic files can be uploaded and attached to 
evidence. Select browse and open file then select Upload files 
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 Add details of any witness to the evidence 

 
 

 Tick off relevant criteria 

 
 

 Add comments and read the declaration 

 
 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 I 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. 
 

 
 

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 

 Confirmation of unit sign-off 

 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. 

 

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

 
 
Qualification sign off – view assessor comments 

 


