Creating an Assessor

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-portfolio? Click here: SkiliWise

Step 2 — Go to USERS:

Manager

Wielcome Kari Maorth

Home Gualifications

COirganisafion

a

- L
Usars Maw user

Group [ & w |

Role |."-'\J| V|
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Step 3 — Select NEW User:

Wielcome Kari Morth {Centre administrator 98733)

B

— o
5 £ o~
— ™
Home Gualifications My centre Users Reports

Organisafion

]
- L2

Group [a |

Role [&n 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 \:
P

this user
Optional
Status ®active OOnhold Cldrchived
Roles
Default
Learner O (9]
Assessor (O]
Cualified
Traines O
Internal verifier O (@)
External verifier O ]
Line mamager O (] ) For external users, e.g. kearner's employer
COther system user Od (]
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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.
Status:

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

NB The page will not load completely until you have selected the user role
Complete Personal Information (mandatory):

Personal information

Title Mone [w|

Forename * L0

Surname/ family L9

*
name

Complete Email and Telephone number (mandatory):

Email *

Default telephone  L23
number *

All other fields are optional.

Step 5 — Select assessor qualification assignment:

Assessor qualification assignments

Qualifications Trainee Qualified

Certificate in Equality and Diversity L2 {NCFE} - question bank (108%) D

Certificate in Preparing to Work in Adult Social Care L2 question bank (1158}

Certificate in Team Leading Knowledge L2 - question bank (1117} D D
Certificate in the Principles of End of Life Care L3 question bank (1150} |:| |:|
Certificate in Understanding the Safe Handling of Medicines L2 question bank (1120} D D

@) Once an assessor's qualification assignment is saved as "Qualified” t can be deassigned, but can't be changed to "Trainee™

Click Save
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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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