Creating an EV

Step 1 - Log in as centre administrator using your user name and password:

User Login

User name
or email

Password

Login

Want to know more about the VQManager e-portfoko? Click here: SkillWise

Step 2 — Go to USERS:

Yielcome Kari Morth (Cendre training

Manager, B B

Home GQualifications My centre

Reports

Organisafion

Usars Maw user

Group [A w |

Rola |."-".J| V|

Step 3 — Select NEW User:
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Welcome Kari Morth (Centre administrator 06735) pout ptions
Zen 5
L
: s B =

H .

Haome Qualifications My centre Users Reports

Organisafion

Hote thal new Centre

Users MNew user

Group [& v |

Rl [An w |

Step 4 - Fill in user name and password (format chosen by the organisation):

System information

=
User name

*
Password

Force password
change

Email a password O —
set | reset link to l Optional

this user

Y o

Status ®active O0nhald Oarchived
Roles
Diafault
Learmer (] ]
Assessor ]
Qualified O
Traines (]
Internal verifier (] o
External verifier ®
Line manager [ [ 0 For external users, e.g. leamer's employsr

Other system user (] ]
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Status:

e Active — new user
e Disabled — break in work, will be coming back to use the system
e Archived — left the organisation

Force password change will allow the user to select their own password the first time they log in.

Email a password set/reset link to this user — will trigger an automated email with a link in the email. The link is
valid for 7 days before it expires. To trigger a new link the user can select the Forgotten password link on the login

page.
NB The page will not load completely until you have selected the user role

Complete Personal Information Email and Telephone number (mandatory):

Personal information

Title Mone  [=]

Forename * L0

Surnames family Lo

*
name

Lo
Email

Default telephone L23
number *

All other fields are optional.

Step 5 — Select ALL users to associate with the EV, IQA’s Assessors AND Learners:

External verifier associate with users

Selact

Associate with... Role

AndersonldZ, Charles (34758) Leamer O
Anderson(d3, Charles (34778) Leamer O
Anderson004, Charles (55387 Leamer O
Anderson{1, Charles (25406) Leamer O
Anderson{2, Charles (26973) Leamer D
Anderson(3, Charles (27007) Leamer O
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Step 6 — Select which qualifications to associate with the EV:

External verifier qualification assignments

GQualifieations Select

BTEC Extznded Diploma in Business L3 {2CF) Edaxcal 500_8748_1 (701)

Gerificate for Proficiency in Food Industry Skills L2 {QCF} {EDI} 600_1650_0 {1048)

Carificate for Proficiency in Food Industry Skills L3 {QCF} {EDI} 800_1370_5 (1124)

Cerificats in Customer Service Knowledge L2 {MCFE]} - question bank (1104)

Cerificats in Equality and Diversity L2 (MCFE) - Exploring How to Promote Equality and Diversity - question bank (1528)

Certificate in Equality and Diversity L2 {MCFE} - quesfion bank: {10849)

Cerificats in Equality and Diversity L2 {MCFE} - guesfion bank - Demo version (1517)

Cerificats in Mental Health Awareness L2 version 2 question bank [1542)

Functional Skills - English L1 {1472)

Functional Skills - English L1 {1430)

Functional Skills - English L1 {1287)

Click Save

Note — muliple roles are possible, just select all applicable and the default login:

System information

*
User name

*
Password

Force password

change

Status ®@active ODisabled D Archived

Roles

Default
Learner
Assessor
Internal verifier 9
External verifier B
Line manager D
Other system user D
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