E-mailing into VQManager

Emails can be sent to VQManager by the assessor or by the learner. The default switch is
that whoever sends the email, receives the email in their To Do tab so that they can process
it. This default setting can be changed in the learner’s Personal details tab if required.

Welcome Honey Rose [2A] (Leamer 195205) [Logoutoptons v |  Help and training

Manager _— ==
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Receive e-mail reminder for evidence assessed in the last seven days

Monday v

Receive e-mail reminder for units signed off in the last seven days

Monda: v

Receive e-mail reminder for missed assessment plan target dates

None ~

Receive e-mail reminder for missed progress review planned dates

None v

My e-mails sent to portfolio@vgmanager.co.uk go to:

® my ToDepage ) my assessor's To Do page

In this area, you also need to check that the email address from which you are sending
emails into VQManager is correctly set up in the system. The email needs to be the same as
the one on the device you are emailing into.

To send an email into VQManager, the email address is: portfolio@vgmanager.co.uk

The email arrives in a table on the To Do tab entitled: Emails awaiting further processing
both for the assessor and the learner.

Emails awaiting further processing

Subject Aftachments cess email into... Delete
20/06/2012 Evidence from my daily work @ﬂ Craig assembling goods for dispatch.doc Select « Process
5 photo.JPG
20/06/2012 Direct observation of Kurt Select - Process
FE| ATT11905.0d
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For assessors: if the learner has changed their settings so that emails are sent to you instead
of to themselves, they will appear in this table:

v Emails received from learners, awaiting further processing

Learner Subject Attachments Process email into... Delete
10A1/2015 Leigh, Krista (36738)  Krista's professional discussion " bookshelf jpg Process  ©
081032017 Leigh, Krista (96738)  Krista's APL Certificate ¥ Metadata is.docx Process

Learners: on the To Do in Emails awaiting further processing, click on the Process email into

to provide the options available to you.
Welcome Honey Rose [24] (Leamer 185205) Help and training

Managern e

e —
Home My portfolio Reports
et —
—
aler File libra: [/ g
» Evidence requiring action
v Emails awaiting further processing
Date received Subject Aftachments Process email into... Deleie

07/01/2021 My evidence “E imagel.png

Evidence
Learner activity log
Learner diary

You have three options:
e Evidence
e Learner activity log
e Learner diary

As an assessor you have seven options:

v Emails awaiting further processing

Date received Subject Attachmenis Process email into... Delete
28i03/2014 Wil test 2014_03_28 A Select ~ | Process
25/03/2014 Wil test 2014_03_28 B Mew evidence Pracess
23/03/2014 Wil test 2014 03 28 C Existing evidence (add to) Process
Mew learner activity log
2810372014 Wil test 2014_03_28 D Mew assessor activity log Process
Mew progress review
2800372014 Wiltest 2014 03 28 E Exisﬁng progress review {add to] Process
28/03/2014 Wil test 2014_03_28 F New Reflective account Process
28103/2014 Wil test 2014_03_28 G [Select ~ | Process
28/03/2014 Wil test 2014_03_28 H [Select ~ | Process
1210272015 Test message [Select ~ | Process
12/02/2015 Test 2015_02_12B [Select ~ | Process
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e Evidence

e Existing Evidence (add to)
e Learner activity log

e Assessor activity log

o New Progress Review
e Existing progress Review (add to)
e Learner Diary

Process into Evidence

Emails awaiting further processing

Date received “  Subject Attachmenis Process email into.... Delete

[Evidence v]
Process

31/0342020 Cur meeting today - Krista %8| Luca gym. jpg

Once you have selected the Evidence option link a Log evidence form will appear.

elcome Sid Knee {Assessor 96980 Help and training ()
Manager, : , yo

i ] S ae

Home My learners Assessment tools Reports

- ¥ X = y - PN
To do 5 > s
Learner [Click to select a learner | 4

W) Please select a learner before the selected email will be loaded into this evidence page.

Evidence

As an assessor you will need to select the learner’s name from the drop down box in the
grey area and the email and the email attachment will appear. Hint: Always include the
learner’s name in the title of the email when creating it. This step is not required for the
learner

From your email:
e The subject line becomes the Summary of evidence description
o The body of the email becomes the Description of evidence
e Any attachments are automatically added to page.

Complete the form:
e Add a method(s)
e Map the criteria as required
Note: all fields are editable if you need to change anything

When you are finished, save the evidence and it will be added to the Evidence list.
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Allow content e-mailed into the system to be added to existing evidence

You are now able to e-mail evidence into the system and add it to an existing evidence item.
Evidence will only appear as an option if the evidence is with the user in question for editing
at the time.

Select Existing evidence (add to) from the Process email into options and then select
Process.

From here it will allow you to select Learner:

L ©

E O T 295 [ o )
Todo nfo Dashboarc :T_; S — Calenda . - _: =-" .;' .'”'= =g eSsapPes
Learner [Click to select a learner w
Evidence [Mo existing evidence w |

Then Evidence: only evidence available to be edited will be shown here.

Leamer [ABC, ABC (761) ~ |

Evidence

13/05/2021 - Identify additional services or products that are available (761/E/1295)
07/07/2021 - Questions (T61/E/1376)

Select the evidence and the page will refresh, dropping all elements of the email into the
existing version —

e Description

e Any attachments

,® ©

) s =
- $H L ‘ a B,
To do nifc Dashioarc - Calenda - - jessages
Leamer [ABC, ABC (761) v |
Evidence [13/05/2021 : Identify additienal services or products that are available (T61/E/1295) v |
Evidence
Methods ] Wiork products || Direct ohservation
| witness testimony || oral questions
[J written questions ) candidate feedback statement
Simulation / storyboard |] Accredited prior leaming
) Professional discussion ) Diary entry
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The system will add a note at the top of the added content, to show where it's come from.

Number

TB1/EM295

Date created

130572021

Summary description (max. 80 characters)
Identify addifional services or products that are available
Date of activity

no date no date

Description (max. 1000 words)

B I Us 9% k== Normal & A & & @ T

Simulation 1

Email content added below.
Subject: Wil test 2014_03_28 A
Added on: 27/02/2023 15:14

Save using the normal save options:

Save [ - : i C
'a".'c:ggnsl"hm't for Retumn to Leamer for action Save and continue |ater

Process in Learner activity log

» Emails awaiting further processing

Dale received “ Subject Attachments Process email into.... Delete
— =
31/03/2020 Cur meeting today - Krista ﬂg Luca gym.jpg F'}'eamer activity o
TOCESS
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To do

Learner [Click to select a learner

¥ Please select a learner above before editing the activity log below.
Process email to learner activity log

Category Assessment Meeting -

Summary title | Fyy: test -

Activity date  pg/garz017

[ no date

Activity detail

For the assessor, select the learner. The fields prepopulate again but remain editable until
you save so you can add more information if required.

Process in Assessor activity log (assessor only)

v Emails awaiting further processing

Date received “  Subject Attachmenis Process email into.... Delete
Assessor activity o W
3140372020 Cur meeting today - Krista %R Luca gym jpg [P Lol )
rocess

Again the fields prepopulate but remain editable until you save so you can add more
information if required.

Process in New progress review (assessor only)

v Emails awaiting further processing

Date received * Subject Aftachmenis Process email info.... Delete
Mew progress review el
31/03/2020 Our meeting today - Krista ﬂg Luca gym.jpg L prog ]
TOCESS

If you select New Progress Review, a new page opens for you to select the learner and the
fields populate again. When complete click save at the bottom.

Process in Existing Progress Review (assessor only)

v Emails awaiting further processing

Date received “  Subject Attachmenis Process email into. .. Delete

[Existing progress review (add to) w ]
Process

3140342020 Cur meeting today - Krista “EJ Luca gym.jpg
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If you select Existing Progress Review, the page asks you to select the learner and the
review you want to add to. Complete the form in the same way and click save at the bottom.

Learner Marris, Glynn (357) V
Frogress review | Select "
Select

12/08/2015 : Progress Review (296)

. 23/09/2015: Progress Review (237)

Process email to Progr(y17 5015 - progress Review (298)
16/12/2015 : Progress Review (299)

Summary Test message 2 |27/01/2016 : Progress Review (300)
09/03/2016 : Progress Review (301)

Planned date  gago/201s 20/04/2016 : Progress Review (302)
01/06/2016 : Progress Review (303)

Actual date 03/09/2015

Process in Learner diary

Emails awaiting further processing

Date received * Subject Aftachments Process email into.... Delete
Learner dia ~
31/03/2020 Our meeting today - Krista 22| Luca gym.jpg [P = )
TOCESS

Again the fields prepopulate but remain editable until you save so you can add more
information if required.

Note:

Remember that the email that is received by VQManager must be sent from the same email
address that is in the Personal details tab. The email must be sent to
portfolio@vgmanager.co.uk.

You will get a notification to let you know that the email send was successful or if it was
rejected. If you are not receiving these emails, please check that the email address in your
Personal details tab (accessed from the Home page) is the one you are sending the email
from (see image on page 2).
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