Planning for your learner in VQManager without using the
assessment plan templates.

There are three other ways in the system where you can create something similar to an assessment
plan, without it actually being an assessment plan template.

1. You can use the Activity log to create an entry:
Nt

Leamer

164322 Help and training (4
h =)
-
Home My learners Assessment tools

Shoﬁguts
Baker, Kim (164334) v

Reports

H
<

[mi}

. | =
..:; ‘F' ] ii-
[=d=)) et t 1 = _—

3 ‘I/

S~ ‘. . = .
F cat Learner Learne Se
activity log t

Add details of activities and tasks you would like the individual learner to do:

Activity detail (max. 1000 words)
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And upload documents too:

Date File: Uploaded Size Delete
uploaded descriplion by
HH 25032024 tube_mapmay_2022.jpg You
reset file descriptions

3457 KB

v Upload and attach files in support of this activity log

g files 150 Mb total maximum
| Choose File | Mo file chosen

There is also a box you can tick where you can request action by the learner for that entry.
|| Learner action required
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The learner will receive a notification of the log creation on their To Do tab:
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» Evidence requiring action
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v Activity logs added or altered by others in the last 14 days
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25/03/2024

Go to Activity logs

Assessment Meeting

You can also duplicate your entry if you needed to send to more than one learner using the
“select logs to copy to other learners”:
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2. You can create a new piece of evidence in the Log new evidence tab:
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And add the tasks and activities for that learner with any documents or guidelines you wish

them to follow:
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Description (max. 1000 words)

B I Us % == Nomad = A& T,
Tasks and activities

Please compete these and return this piece of evidence to me by 10/3/724

16/1000 words
» Audit trail
Date File Uploaded  Size Delete
uploaded descriphon by
R 26032024 | 1upe mapmay 2022 jpg You 3457 KB

reset file descriptions

Use the “return to learner for action” button at the bottom to send the work to the learner:

Save and submit for - ; . . .
il Retun to Leamer for action Save and continue |ater

It remains on the learner’s To Do tab until they resubmit it to you.
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Knee, Sid(96980) 08/08/2018 164334/E/1186 test 21 Edit / Submit

3. You can use the Calendar not only to set a date of your next visit but also details of your
next visit indicating anything you would like them to complete before the visit:

Help and training )

(/Q/[Km@? A 8 B

Home My portfolio Shoftcvuts Reports

e o @
- P -

- Hh — a2 o

D

Planning without assessment plans Vi 26/3/24



v Add new event

Summary fille  Next appointment
Start date 26/03/2024
End date 26/03/2024

! no end date

Activity / description {max. 1000 words)
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Tasks and activities before my next visit

T000 words

NB: Whilst you can add notes, you cannot attach documents to this tab.

The learner receives this notification in their To Do tab.

v Calendar entries logged by others in the last 30 days

Surnmary litle Start date End date Created by Remove

next visit 310372024 31032024 baker, anne (Assessar) O View
Update
page

You can also duplicate your entry if you needed to send to more than one learner using the
“select events to copy to other learners”:
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[Select events fo copy to other leamears|

month | week day list month | list week | list day
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