
Learning Management System - Administrator 
Login and Home page 

Login 

Go to this URL to find the login screen. 

https://www.vqmanager.co.uk 

 

If you forget your username or your password you will be guided through resetting your password 
using the links on this screen. 

Home Tab 

The “Home” tab will give you access to all areas and give you an instant overview of the current 
learning situation. 

https://www.vqmanager.co.uk/


 

At the top of the screen you will see your name and your role within the LMS. 

 

Logging out 

You can close the window to exit the LMS or use the dropdown filter in the top right to close the 
application. 

               

  



Support link 

 

This icon will take you to a support page with learning documents and videos in respect of the 
LMS for you, the supervisor and the learner too. 

 

Personal details Tab 

If you select the “Personal details” tab at the top of the screen you can open your profile and 
make some changes.  If you need to change your password, you can do that here.   

 

Clicking on “Change your password” will open the section for you to do that. 

 

  



Other details can be changed further down the page.  

 

 

Clicking “Save” at the bottom of the page will take you back to the “Home” screen (as will 
clicking either “Cancel”; or “Home” in the top right).  

 

 

Learning activity requests to assign. 

A learner can request additional learning activities, over and above the mandatory activities 
which are assigned to them at the beginning of the year.  Their supervisor will have agreed this 
selection prior to you receiving this notification. 

 

Select the hyperlink “Learning activity requests to assign”. 



Select the appropriate learner and learning activity from the table by ticking “Assign learning 
activity”. Set the appropriate start and end dates by clicking on the date fields. The start date 
defaults to today, and the end date to three months after today’s date. “Assign default units” is 
selected automatically, but can be un-ticked if necessary. 

 

Once you have selected all the learners and activities you want to, click “Save” at the bottom.  

You will return to the “Home” screen. 

 

Learner Statuses 

This area will let you know if there are any learners with no learning activities assigned. 

 

 

  



User Management Tab 

This tab will take you to an area where you manage the supervisors and the learners. 

 

 

 In the User list, you can search all users by surname or by role. 

  



You can filter the User list by role using the drop-down: 

 

Clicking on the “User search” tab allows you to search by name. (Note: this page may take a few 
moments to give a result, so please be patient.) 

 

Completing learner set up 

Once a learner has been loaded to the LMS, (usually by the integration) you will need to assign 
the appropriate “Framework” to the learner. A Framework consists of a group of mandatory 
learning activities the learner must complete in any one calendar year. 

Open a learner’s profile by finding them in the User list, and clicking on their name. 

Framework assignment is located about half-way down the learner profile. 



 

Set the “Start date” and “End date” first, before ticking the “Assign default units” and 
“Assign framework”. box. 

All dates are set by choosing a date in the pop-up calendar. This ensures dates are in a 
consistent format throughout the system.  

 

 



If you subsequently need to change the start and end dates, scroll down to the “Learner 
qualification assignments” table below, and make the changes there. (Subsequent changes in 
the Learner framework assignments section won’t save.) 

 

 

Ignore this next section:  

 

 

Complete the “Training hours” section with the month the learner’s training year starts. This 
defaults to January, but will be September for learners in education. 

 

Complete “Employment start date” using the pop-up calendar. 

Any additional learning activities that the learner requests and the supervisor agrees are 
added as discussed above, rather than in the learner profile. 



 

Ignore this section: 

 

Assign the supervisor to the learner. 

 

Don’t forget to click “Save” at the bottom of the page. 



 

Bulk Edit Tab 

 

In the example below, a group of learners are being assigned to a supervisor. 

Select the function and the filters as appropriate 

 

Select the learners who are affected by this change 



 

Select the supervisor who is affected by this change 

 

Clicking on Assign will save your changes and re-load the page, so you can easily start another 
bulk edit if you need to. 

  



Reporting 

Reports visible on the home screen give you a quick overview.  

There are two of these, one showing training hours for the current training year, and user logins 
for the last 30 days. 

  

For each chart, you can click on it to see a more detailed report, and to download this report as 
a spreadsheet. 

Clicking on the coloured part will open a report of just the users in that category, whilst clicking 
on the grey surround will open a report of all users. 

 

 

 

 



 

The quick access reports are links to the most useful reports. 

  

Select the hyperlink and the report opens for you 

“Supervisor performance” report: 

 

  



“Users who logged in” report: 

 

 

You can use the “Report builder” to create your own bespoke reports by selecting categories to 
add your own columns of data, and sorting these into the order you want. 



 



 

“Learner training hours” report: 

 

For more extensive reports go to Create/Export Reports.  There are many other reports in this 
area available to view or export to Excel. 



 

Click on the different tabs to see the different reports. 

 

 

Creating a new user 

To manually add a user, click on New user. This will open a pop-up with the form to complete 
the new user’s profile. 

This section is only for when you need to add new users manually. 



 

 

Create a username and password. Passwords should be secure.  

 

 

Ensure both these boxes are ticked. This will trigger an email to the user with a link to follow to 
access the LMS and set a password. 

 

  



Select the role(s) that are appropriate for your user: 

 

 

Enter the user’s personal details as required.  Only fields with a red star by them are mandatory, 
- leave any other fields you do not require blank. 

 

 

Select an Employer and Area from the drop-downs: 

The only roles you will be creating will be learner or supervisor roles and always select 
“Qualified” rather than “Trainee”.  Please ignore everything else on this list. 

Please contact SkillWise if you need a new Administrator account created. 



 

If you are setting up a learner, select the month in which the learner’s training year starts (this 
defaults to January, but will be September for leaners in education). 

 

Assign the supervisor(s) to the learner: 

 

If you are setting up a supervisor, assign the qualifications to the supervisor, so they can see 
the work on screen.  



 

Once you have completed the profile, click “Save” at the bottom of the page.  


