Line Manager — Conforming OTJT Hours

The Line Manager role in VQManager is mainly a view only provision but VQManager also allows
employers to participant in VQManager, specifically around Progress Reviews and Off the Job
Training. People who are allocated to this role, are linked to just the learners at their employment.
They have direct access to these user’s e-portfolio content.
Note:
e Line Managers cannot edit or change any e-portfolio content they can only contribute to the
areas specified above.

Confirming Off the Job Training hours

As an employer you may be asked to confirm off the job hours that the learner is claiming they have
completed. You will receive and email notification to log into VQManager to view and confirm these
hours. The notification will appear on your Home >> To Do tab.

Click on the View/confirm hyperlink to open up the entry.
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Confirmation of progress reviews

Confirmation of OTJT hours
Leamer Flanned date Summary Actual date
Baker, Kim 1710872018 training day 1710572018 View / confirm
Baker, Kim 1310872018 training 18/0872018 View / confirm
Mewbury, Mana 1810872018 training 18/0572018 View / confirm
Baker, Kim training with LM 2170872013 View / confirm
Baker, Kim Training with LM 2170572018 View / confirm
Mewhbury, Nana training 2010572018 \iew / confirm
Rose [24], Honey Training z=szion 3110562018 iew ! canfirm
Baker, Kim 05062018 warkshop 0510772018 View / confirm
Rose [24], Honey 0710472020 title 0710472020 View ! confirm

The OTJ hours can be added to either the Diary — see below:

Confirm the hours and add comments to the entry, don’t forget to scroll to the bottom to Save
confirmation and comments
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+ Leamer diary (Rose [2A], Honey)
Summary title | fifle

Start date 07/0472020

End dzte 0710472020

Activity | description (max. 1000 weords)

tazks

Reflective account

s
Assezsor comments
10:58 GMT 070472020
comments

s
+ Off the job training
Starttime |00 % |: 00 %
End time |00 % |- 00 %
Duration 0 | howrs 0 | minutes
Assessor confirmed the sbove OTJT houwrs on 07/0472020
1 hereby confirm the sbove OTJT hours as sccurste
Line manager comments sbowt the OTJT hours
s

Date File Uploaded Size
uploaded description by
2 0742020 off the job tamning.ppb: Knee, Sid 9547 KB
» Audit trail
Date Tame Action Content Lser
0710472020 11:02:15 Mew log added [ ] Knee, Sid |
070472020 11:02:13 File attached: off the job taining. pptx Knee, Sid |
070472020 11:04:08 Evidence created from this entry: 193295/E/1264

[ Save confirmation and comments | [ Close |
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Or to the Activity log — see below:

Complete in exactly the same way as the diary entry.

+ Activity log (Baker, Kim)
Category
Summary tlle | training with LM
Activity date 21/05/2018

Activity detsil (max. 1000 words)

| want to write lots and lots of information hers so my pop up has lots of content.

v Off the job training

Starttime | 00 % |- 00 %
End time |00 % |- |00 %
Duwration 2 % | hours 0 | minutes

Assessor confirmed the sbove OTJT hours on 2170872018

1 hereby confirm the above OTJT hours a5 accurste

Line manager comments about the OTJT hours

s
v Audit trail
Date Time Action Content Lser
2110872018 14:38:24 Mew log added [ Knee, Sid (BSBED)
211012019 17:16:11 Log edits saved [ Knee, Sid (BRE0)
[ Save confirmation and comments | [ Close |
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