Creating an IV / IQA

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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¥ielcome Kari Morth {Centre administrator D6733)

Manager, R B & e

— ™
Home Gualifications My centre Users Reports

Oirganisafion

Centre

Users Mew user

Group A w |

Role |Al| Vl

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

System information

=
User name

*
Password

Force password

change
Email a password () \: Ve
set ! reset link to Optional
this user l
Status ®actve COnhold Clarchived
Roles
Default
Learner (] ]
Assessor ]
Qualified O
Trainss (]
Internal verifier ]
External verifier ] ]
Line manager ] ] 0 For external users, 2.g. leamer's employsr
Other system user ] ]

Status:

e Active — new user
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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 (mandatory):

Personal information

Title Mone [ |

Forename * L0

Surname/ family Lo

*
name

Complete Email and Telephone number (mandatory):

Email *

Default telephone  L23
number *

All other fields are optional.

Step 5 — Select internal verifier assessor assignment:

Internal verifier associate with assessors

Assessors

Smith01, Anne (35855)
SmithD4, Anne (42978) ]
Smith0S, Anne (42979) [
Smith(8, Anne (42930} [
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Note — muliple roles are possible, just select all applicable and the default login:

System information

x
User name

*
Password

Force password
change
Status @active ODisabled ©Archived
Roles
Default
Learner
Assessor
Internal verifier )
External verifier m
Line manager El
Other system user |:|
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