VQManager Enhancements February 2024

Multi-Factor Authentication

We have added an option for clients who require Multi-Factor Authentication (MFA). When
switched on, this requires the user to receive a one-time password (OTP) every time they log into
VQManager.

This development won’t be added automatically to your centre, but can be turned on for those
organisations who require it. There is a cost for this service. Please contact us for details.

If activated in an organisation, when logging in, the user will receive an OTP by mobile text message,
and this will need to be entered as a part of the login process. Users would log in using username
and password as normal and then the page refreshes displaying this:

AQhseger

A one-time password has been sent to phone number
+44 789

Please enter the one-time
password and click continue

Retry Continue

If you experience any problems, please contact your training provider.

If a user has multiple accounts that are linked together, and normally sees a drop-down at log in, this
will appear after the OTP has been entered.

Please select the user profile to open

select v

Craig, William (IQA in VQ Manager [DEV]}
1 Crocodilian, Rex (Learner in VQ Manager [DEV])

Clicking ‘retry’ will take the user back to the log in screen to start again.

The limit for retrying after an incorrect entry of an OTP is five times, after which the user is taken
back to the login page to start again with username and password.

VQManager Enhancement -Feb 24 Version - Final 20/02/24



A new OTP is sent for every request. If there is no mobile phone number recorded for the user, the
system will notify them of this issue:

User Login

User name
or email

Password

Forgotten your user name?
v sword? 3
Forgotten your password Login

No mobile number on record for you. One-time password could not be sent.
Contact your Training Provider for assistance.

Want to know more about the VQManager e-portfolio? Click here: SkiliWise

In this instance, Admin users will be able to edit the user profile to enter a mobile number.

Clients who require MFA switching on will need a valid mobile phone number in all their user
accounts so this field MUST be populated prior to any go live date. You may wish to factor in some
preparation time before setting this up in your organisation.

As previously mentioned, there is a cost for this service, please contact us for details.

Cyber Essentials: protection against brute-force password guessing.

As per the CE requirements VQM now records failed login attempts and temporarily locks the use of
a username for twenty minutes, if more than ten failed login attempts were made with the same
username, during the preceding five minutes. Any further attempts at using that username are
rejected without further processing. These parameters are required by CE.

After twenty minutes, the account will unlock, and the user will be able to try again.
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Allowing delay to Assessment plan notifications.

Instead of a learner being sent an email reminder the day after an assessment plan due date, you
can now delay this notification by 14 days if you wish.

E-mail options

Receive e-mail reminder for evidence assessed in the last seven days

None

I

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

I

None

Receive e-mail reminder for missed assessment plan target dates

I

None

Receive e-mail reminder for missed progress review planned dates

None

I

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

® my To Do page O my assessor's To Do page

If you would prefer a 14 day delay to the current automated one (sends email the day after the
assessment plan becomes missed/overdue), please do contact us to implement this change.

Adding 'date created' and 'created by' fields to Report builder.

We have added the following categories in the Learner section of the Report builder.

- Date created

- Created by (this field indicates the name and user ID of the Administrator who set the account up).

=207 6) Help and training M
anager A - 'Y W A
| | ~ /] | —1.,“ [ —
Home My learners Assessment tools Shortcuts Reports
1 =8 N
s W s v ., =) |
EQ i =l Il ; s
Report
builder
Report builder
Select, rename, add or delete a report
® | New custom report
Select the columns to include in the report [Clear]
Learner Employer Framework Assessment plans
[Juserip [IName [ First qual start date [) Mumber not signed off
[ sumame [ Address [ Last qual end date () Number overdue
[ First name [ Postcode On target? [ oldest overdue
L4 Date created [ country
Created by Qualifications Evidence
LIDOB Other roles [ Titie [J Number of items
[ Email [ Assessors [ Assigned date [J Number awaiting assessment
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When included in the report, the columns look like this.

Learmer Learner
Date created Created hy
06/08/2021 Tait, Jo (System admin) (20)

New report showing confirmation of OTJ hours.

We have created a new report which shows confirmation of OTJ hours, so you are able to easily see

what will pass audit. The report is similar to the Progress Review report in layout and is available to
IQAs, EQAs, Centre Admins, OSU and line managers / employers.

It draws together all the records from the Activity log and the Diary tabs, so it doesn’t matter which
tab you actually use for recording OTJ hours.

Welcome wgmic wgmic (Centre administrator 5 Help and training Qﬂ"
Mana en e =T
8 2 B B & =

H Eo=5
Home Qualifications My centre Users Reports
ami ? | @ /jﬁ s e .’:_-J\\"\ - '}' ..—'-"'-
0 | 5, g ' =l Eo= =
! A —_— _ ; J — l-_k /l

Progress

® Qualification progress
O Assessment plan fimes

) Offthe Job Training

I ® Confirmation of OFf the Job Training I

It has several filters. Assessors, Employers, Custom filter 2 (here shown as Institution) and Custom
filter 1 (here shown as Curriculum Area).

Assessors | All w |
Employers | All v
Institutions | All v |

Curriculum areas | Al hd

And has View and Download options.
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Once the report is being viewed, it displays these columns, with additional columns to the right to
accommodate all the OTJ records:

Confirmation of Off the Job Training hours (30/01/2024)

- . Hours Hours Hours

eference urriculum

Leamer ULN Assessors | Employer Insfitution not yet confirmed | required 1
area

number
confirmed  fo dale fotal

(3%}

All the entries and hours claimed appear in each column and individual entries will show:
e n/ainthe end date row for entries from the Activity log.
e n/a where no confirmation request has been sent.
e n/a where no Line Manager is assigned to the learner.
e 'Requested' will show where a confirmation request is outstanding.

Here is an example, showing the rows displayed for each OTJ entry:

1 2 3 4 5 6 7 8 9 10

Anderson0&, | | Sart
Charles datef
(1695) Activity

dafe

End date nfa nfa nia n/a nia n/'a nia nia nia nia

Mumber

10:00 10:00 2:00 2:00 1:00 3:00 1:30 0:30 2:00 2:00

of hours

Learner

confirmed

Assessor 15/07/2020 | 17/04/2015 | 17/04/2018 04052018 | 11052018 | 04/05/2013 | Requested

confirmed

Assessor Smith045, Smith06, Smith0s Smith(6, Smith04§,

Krabbappel,
name n'a Edna i6) Anne Anne nia Anne Anne Anne nia
- (16946) (1696) (1696) (1696) (1696
Employer )
02/07/2020 117052013

confirmed

Employer Lineman, Lineman

name n'a n'a nia Lineman nia n'a n'a Lineman n'a nia

Alter Activity log and Diary summary screens to increase clarity and add learner OTJ confirmation.

In the Activity log and Diary tables, it is sometimes difficult to see the difference between bold and
normal text for the OTJ hours confirmation information, so we have changed the way this is
displayed.

There are three people who can confirm the hours so there are three lights, learner, assessor and
line manager (employer).

e Asolid blue circle indicates that that user has confirmed the hours.

e Blue edging around a grey circle indicates a request has been sent and is pending
confirmation.

e Agrey circle indicates no confirmation has been requested.
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OTJ hours key: ® Confirmed  © Confirmation request sent Confirmation not requested Off the Job Training
®Leamer
@ Assessor
@ Empioyer

Hours logged T0:00
Target hours to date  4115:24
Total howrs required  4115:24

Summary fitle GLH?  Cff the Job
Training?

08/05/2018  08/05/201% 08/05/2019  Training day Wolfson, 1:00 1500 gl "'_, 4:00 ° Edit
Graham »

03/05/2019  16/04/201%  16/04/2019  Training day - forgot Wolfson, a00 1800 @@ '1, 9:00 ° Edit
assessor confirm Graham ®

08/05/2019  02/05/201% 02/05/2019  Training day - no OTJ Welfson, [ ] 5.00 ° Edit

Graham

OTJ hours key: ® Confirmed @ Confirnation request sent Confirmation not reguesied

® Learmner
@ sssez=or
@ Employer
Oiff the Job
Training?
4:00 Edit
L ]
L
O:00 Edit
L ]
L ]
5.00 Edit
o
[ ]

Any records from before we introduced learner confirmation will show as 'confirmation not
requested' for the learner.

Where a learner doesn't have a line manager (employer) assigned, the corresponding entry in the
key, and icons in the table, will be hidden.

The role names in the key will adjust as per the centre settings i.e. line manager / employer.
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Add Learner OTJ confirmation date and comments to Diary and Activity log downloads.

Since we've added learner confirmation to OTJ records, we have also ensured this information has

been included in the EPA downloads too.

Here is an example from an activity log:

N — s o
> = o
L JIR == *

v Previous logs

OTJ hours key: ® Confimed @ Confirmation request sent
@ Leamer

@ Assessor

v Default folder

Category

Summary
title
29/11/2023  29/11/2023

a. Initial Luis OTJAL 1

Move selected logs to a new folder

I

Confirmation not requested

Start
time

End
time

Dizon, Luis

Activity  Aftach-
detail

Learner
activity log

Off the Job Training

Hours logged 11:00
Target hours to date 72:00
Total hours required  450:00

Select logs to copy to other learners

GLH? Off the Job
Training?

ments

6:00 Edit

Prepare activity .

Learner activity log

|Learner IWolfzon, Geaham
|[Employer Reading Collage
Institution Institution two rame
(Curriculum arealC onstruction
ASSess0rs W ssessor, Complation
Flanders, Ed
Gillespie, Mary
Krabbappel, Edna
StressAss, Sressfss
[Waolfson, Graham
Ermhyux [Organisabion Role, Anne Swymoneemp
Mabbut, Gary
Bryson, Billy
Lineman, Lineman
B nyson, B illy
Qual start date |11/09/2009
Qual end date  |31/08/2020

MNOTE: OT.J hours are exchuded from the tatal wherne, for example, the assessor hasn't confirmed the leamer's entry, the date recorded in the Reflective account entry falls before the gual
slart dale or afler the qual end dale, or an invalid dale is recorded. OTJ hours shown in grey lext do not count lowards the Lotal.

Category E::nuy |activity  [Activity detail [GLH [OTJ [[OTJ Leamer|OTJ Leamner]OTJ joTa ET.I Icnu ﬁmﬂ
date P A A 1 Employ
date icomments  Jconfirr firmatior
date lcomments |date nt:

a. kitial workshop (02007201 5jmproves efficiency — reducing  |00:00]  3:00) 17082021 [Skillwisa
[ther amount of ime you spend |elearning
fravalling, and avoiding wasled Hlyer KN
jouneys allogather, creatas 3 paf
more lme for you lo be getling standard-
fon with othar things. uba-

Eﬁ.@f
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Add notification for learners of new Calendar entries.

We have added a new notification to the learner’s To Do tab to notify them when someone adds a
new entry to their Calendar.

The learner would see a new table on the To Do list indicating Calendar entries logged by others in
the last 30 days.

Calendar entries logged by others in the last 30 days

Summary title Start date End date Created by E{emuve

Assessment meeting with Rod 04/02/2024 04/02/2024 Krabbappel, Edna (Assessor) O
Update
page
Clicking on 'view' opens the calendar entry in question for the learner to view.
@ (1.1.1.0v) Calendar event - Google Chrome — O >
A\ Not secure  dev.vgmanager.co.uk/cgi/radSVQ.cgi/al?8ir=7&i=kvdkrrrkgergfmecrkdkrs8osu=08ca=78&pi=1.1.1.0v8st="1_1_1_0_calendar_entries_logged_by_cthers_in_the...

Calendar event (Flanders, Rod)

Summary ile | Assessment meeting with Rod

Start date 041022024

End date

Activity / description (max_ 1000 words)

Just as a quick reminder, once a calendar entry has been created for a single learner, it can be
duplicated across to other learners if required.

|Select events to copy to other learners|

This function is also available in the Activity Log area, where entries can be copied from one learner
to others including the OTJ hours claimed.
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Allow Line Managers to upload files to Progress Reviews.

Previously line managers were only able to add comments to the progress reviews, they are now
able to upload files too. The uploading of files works in the same way as it does for other users and
areas of the system.

Progress review (Eusebio, Francis)

Summary Review 2
Planned date 13/10/2023
Actual date 13M10/2023

Progress as on 13/10/2023

Cerlificate in Pharmacy Service Skills L2 (Edexcel) QCF 500_9351 (GW) Target completion to date: 100 Current completion: 0
Certificate in Understanding the Safe Handling of Medicines L2 question bank Target completion to date: 100 Current completion: 0
Hairdressing NVQ 2 Target completion fo date: 100 Current completion: 0
Key Skills Target completion fo date: 100 Current completion: 0

Off the Job Training as on 13/10/2023

Hours logged 0:00
Target hours to date 95412
Total hours required 95412

Employer confirmation

L)1 hereby confimm that | agree to the above

Employer commenis:

Upload and attach files in support of this entry

Add rows to Progress Review report to show which users sighed off.

It is now possible to see the name of the person who signed off a progress review in the progress
review report.

Welcome vgmiv vgmiv (ICA 14 Help and training Qﬁa
'4@? v ()
- & % | - o o1 i PAYe
~ | - =

Home Verify IQA tools 1QA collaboration Reports

;Y 2 =S LY
@ J""j s N i * =4 =
A — | — - E
/ A — = P | 5y
Progress

Progress reviews (31/01/2024)
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The name which appears is the name of the assessor who confirms the review in the “actual date”

field.

Planned | 16/01/2017 | 12/06/2017
Actual 1670172017 | 15/06/2017

ASE8550r | KariNorth

Difference 0 3
Days
. / 150
since last
Leamer
117082017
confirmed
Employer

19/01/2022 nfa
confirmed

Employer | EBryson,

Billy (1722) nia

The name of the line manager (employer) who also confirms the review is now visible - if this is

applicable.

The new rows in this report appear in the on screen and downloadable versions as you would

expect.

Shortcuts page for assessors.

We have now added a Shortcuts page for Assessors. Please contact us if you would like this set as
the first page your assessors see when they log in.

[ I-:II

L —

Home My learners

Assessment tools

~

Shortcuts

j"a\,_.-:-*

Reports

The layout is similar to the existing Shortcuts page for the line managers and learners.
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My learners

Artivs, on tanget
Unspecified start or end date
B activs, 3t risk

What do | View my
have to do? dashboard

anaeer

Off the Job Training

On tamget
Incomplats datz
B 4t risk

When are my View, edit

learners’ next and apply
progress assessment
reviews? plans

Wiedcome Edna Krabbappel (Assessor B) Help and training “

= ._:‘:_5, ¥ H =

Home My learners AssessnTent tools Shortcuts Reports

2° @

—s S
Do | have Help and Change my
messages? training preferences
for e-mail
reminders
A -~ [
= -— — g
Upload / update Log a new Read
my details entry in 1GA
my feedback
activity log reports
oL P
N = O
Log new Complete a Log a new Log a new
evidence progression entry in entry in
fracker Learner Reflective account
evaluation activity log

Clicking on the graphs will take the assessor to the Dashboard.

My learners

Actve, on tanget
Unszpecifizd start or end dat=
B Active, at risk

Off the Job Training

e, al risk: 16

O target
Incomplete data
W At risk

My learners: All

Date: 06/02/2024 15:44

R
A Leamer

G

Dizon, Luis (1831)
Gillett. Graham (38)

2023_04_11_L_1,2023_04_11_L_1(1823)

- Robinson, Gearge (1739}

ABC, ABC (761)

Holmes, Frank (977)

Report generated for: Edna Krabbappel (Assessor)

76 B Target date B Difference between actual and target % 0 Employer B Curricutum area B Reference number B Institution

Actual % Target % Difference
completion complefion between actual Curriculum area r:;f;:‘“e Institution
at today's dale ~ af foday's dale ~  and target %
3 16 01112025 0 Business
22 78 01/11/2025 56 Boots Reading
0 78 30/04/2024 T8
14 100 1/10/2023 88 Test employer 1
Institufion two
1) 100 30/06/2023 94 Reading College 123456789
name
Virgin Active - Head % completion
15 100 011272021 85
Office fest
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Clicking on the icons will take the assessor to the relevant page.

-
e
What do |
have to do?

.

—
Do | have
messages?

[ =1
Upload / update
my details

.

Complete a
progression
tracker
evaluation

View my
daghboard

b4

Help and
training

Log a new
entry in
my
activity log

Log a new
entry in
Learner

activity log

When are my
learners’ next

F~
o -] A, {-H
View, edit
and apply
progress assessment

reviews? plans

e

plow o
—_—

Cha ng; my
preferences
for e-mail
reminders

I w
Read
1CA

feedback
reports

— —
Log a new
entry in

Reflective account

Allow bulk deletion of assessment plan templates.

Assessors are now able to delete assessment plan templates in bulk. This is useful to clear up old
templates that aren’t being used any more. Assessment plans assigned to learners are not affected
by this — the function only removes templates you won’t be assigning to learners in future.

On the View, edit or apply single plan templates tab, you could previously click on “Apply” “Delete”
“Edit” and “View” to complete that action for that specific plan.
This new function allows assessors to select several plans using the new tick box and delete in one

go.
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There is also the usual “select all”

option in the blue area within the table if required:

Select
bl

Welcome Edna Krabbappel (Assessor 6) Help and training ‘H)

of - .
_ \_/'J e _,.;' —
Home My learmners Assessment tools Shortcuts Reports
= = _ =H F
K +* %] = ] =Y
View, edit or appl}r single e as ses o
assessment plan templates
v Apprenticeship Operations/Departmental Manager L5 ST0385_01 Standards Version 1 (132)
Date —_ Select
ST Description =
Apply to leamer(s)
i : Delete template
15/01/2013 2013_01_15_Test_AP_1 [650] ]
Edit template
View template
Apply to leamer(s)
Delete template
11/10/2016 ILP [811
! [211] Edit template
View template
Apply to leamer(s)
. i . Delete template
14/04/2022 Induction [1380]
Edit template
View template
Apply to leamer(s)
’ Delete template
171042019 SPDates plan [1082]

Edit template
View template

Delete selected templates

After selecting which templates they’d like to remove, the assessor clicks the Delete selected

templates button at the bottom of the page.

When you select this button, a pop up appears to double-check your decision. Click OK to delete,

Cancel to return to the page.

dev.vgmanager.co.uk says

Are you sure you wish to delete all of the selected templates?
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Allowing assessors to sign off OTJ records in bulk.

Assessors are now able to sign off OTJ records in bulk.

In the Confirmation of OTJ hours table on the To Do tab, there is a new tick box allowing the
assessor to select multiple entries.

v Confirmation of OTJ hours
Leamer . G Summay e omkmer < SE
Anderzson08, Charles 05/03/2018 Paul's test from diary 14:00 07/03/2018 02/07/2020 O View / confirm
Anderson08, Charles training 2:00 17/05/2018 n'a O View / confirm
Bangiza, Janice Leamner log 2 2:00 08/03/2020 n'a O View / confirm
Bangiza, Janice 16/12/2022 Leamer entry 5 4:00 161202022 21/08/2023 O View / confirm
Gillett, Graham 1208/2019 training 77 1:00 13/08/2019 n'a O View / confirm
Holmes, Frank 18M12/2020 Diary OTJ record 3:00 19/12/2020 n'a O View / confirm
Holmes, Frank 01/12/2020 Diary of work 3:00 18M12/2020 n'a O View / confirm
Wolfson, Graham Classroom 2 3:00 13/07/2020 21/09/2023 View / confirm
Wolfson, Graham 04/05/2020 Training day 9 5:00 04/05/2020 n'a View / confirm
Wolfson, Graham 07/05/2020 training day 11 5:00 07/05/2020 06/12/2021 View / confirm
Sign off multiple
OTJ records

The assessor then selects the hyperlink Sign off multiple OTJ records and a pop up appears:

dev.vgmanager.co.uk says

I hereby confirm the selected OTIT hours as accurate and the training

We have also added a new column Hours claimed into the to-do table so the assessor is able to see
at a glance what is being claimed for.

as completed

v Confirmation of OTJ hours

i . dae - Summary camed  dale. contmedy oot

Anderson0&, Charles 05/03/2018 Paul's test from diary 14:00 07/03/2018 02/07/2020 O View ! confirm
Anderson0&, Charles training 2:00 17/05/2018 n'a O View ! confirm
Eangiza, Janice Learner log 2 2:00 06/03/2020 n'a O View ! confirm
Eangiza, Janice 16/12/2022 Learner entry 5 4:00 16/12/2022 21/09/2023 O View ! confirm
Gillett, Graham 12/08/2019 training 77 1:00 13/08/2019 nfa ] View / confirm
Holmes, Frank 181212020 Diary OTJ record 3:00 19/12/2020 n'a O View ! confirm
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Enhancements for EPA centres.

With this update, we have also added several enhancements for EPAO organisations using
VQManager to manage End Point Assessment.

If you are, or are considering becoming, an EPAO and would like to use VQManager, please do get in
touch.
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