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Creating a Learner 

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

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

 

Step 2 – Go to USERS: 

 

Step 3 – Select NEW User: 

 

https://www.skillwise.net/vqmanager/login/
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Step 4 – Fill in user name and password (format chosen by the organisation): 

 

 

 

Status: 

 Active – new user 

 Disabled – break in work, will be coming back to use the system 

 Archived – left the organisation 
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NB The page will not load completely until you have selected the user role 

 

Complete Personal Information (mandatory): 

 

Complete Email and Telephone number (mandatory): 

 

All other fields are optional. 

Step 5 – Select qualification assignment: 
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NB: Default units are set up using the Organisational Admin login 

 

Step 6 – Select progress review options if required: 

 

Step 7 – Add Off the job training hours if required: 

 

Use either the internal caculator to automatically calculate 20% based on the earliest start date of any 

qualification and the latest end date of any qualification.  This calculation does not deduct any annual leave. 

The second option allows you to enter the exact number of target OTJ hours 

Step 8 – Select assessor/s assignment: 

 

 Click Save 


