
Learning Management System -Supervisor 
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 will give you an instant overview of the 
current situation with your learners. 

 

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

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


 

Logging out 

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

               

Support link 

 

This icon will take you to a support page with learning documents and videos in repect of the 
LMS for both you 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. 

 



 

Change your password 

 

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). 

 

 

 

To Do Summary 

Selecting any of the below hyperlinks will take you to your “Inbox”  



 

 

Learner claims to countersign 

If there are items to countersign a table will appear called “Learning content completed by 
learners”.  This will display all learning activities completed by the learner waiting for you to 
countersign.  If there is no table, the number in the box alongside the link in the previous screen 
should be reading 0. 

 

Select “Review” and the item will open. 

 

Scroll down to find the comments section: 



 

This year (2025), all the activities have been created with no learning content so they will all read 
“There is no content to be shown here”.  In this set-up, the learner cannot see this screen, or 
any comments on it, so just click either “Save and mark complete” if you are happy that the 
learner has completed the learning activity, or “Return to learner for further work” if not. 
Clicking on “Return to learner for further work” will alert the learner that they need to claim 
completion again. 

Clicking “Save and continue later” lets you make a decision at a later time. If you click on this, 
the item will remain on your To Do Summary page.  

The page refreshes to the previous view.  Any item you confirmed or sent back to the learner will 
no longer be displayed. If that was the only item, the table will disappear completely too. 

Learner activity requests to approve 

If there are items to approve, a table will appear called “Learning activity requests to 
approve”.  



 

 

Clicking on this will display all the current learner requests for additional learning activities. The 
Supervisor can select to either confirm of reject requests, and then click Save.  

 

 

If confirmed, the request will automatically pass to the Administrator to assign that particular 
activity. 

Once the Administrator has assigned the activity, the Supervisor will see the item in Learners 
with new learning activities 

 

The Supervisor selects the appropriate item and clicks on view/edit units 

 



 

The Supervisor selects appropriate units, and then clicks Save.  

 

 

Other items in the To Do Summary 

In this view you may also see other tables such as “New learners assigned (last 30 days)”. You 
can remove this notification by selecting the tick box on the far right and then “Update page”.  
The page will refresh and items you selected to remove will disappear.  If that was the only item, 
the table will disappear completely too. 

 

You can remove these notifications by selecting the tick box and then “Update page”.  The page 
will refresh and the selected items disappear.  If that was the only item, the table will disappear 
completely too. 

  

 

Assign learning and tests 



From the To Do Summary page, you can view and edit the units by selecting the hyperlink 
“View/edit units” in the table. This year all the learning activities only have one “unit” but this 
may change in future years when learning content is added. The single unit for that activity 
should have already have been assigned to the learner by your administrator. 

From the drop down, select the learner  and click on the learning activity name to display the 
unit. 

 

 

“Save” will take you back to the “To do Summary” page. 

“Home” in the top right will take you back to Home page. 



You can also access the “Unit assignments” page by clicking on the button “Assign learning 
and tests” on the Home page. 

 

 

 

My Learners and Reports 

This area will let you know if there are any learners with no learning activities assigned. This 
should always read 0.  If not please contact your administrator to rectify the situation with any of 
those learners.  

 

If this number is not 0, open the To Do Summary page to view a list of recently assigned learners 
(described above), and click on “View” to check which one(s) need work assigned. 

On the “Home” page there is a report showing you a quick overview of learner training hours for 
the current training year. 

 

You can click on the chart to view and export the details. 



 

For more extensive reports go to “My Learners’ Progress”.  There are many other reports in this 
area available to view or export to Excel. 

 

 

 

 

 

There are several reports available here but you can use the “Report builder” to create your 
own bespoke reports by selecting categories to add your own columns of data. 

 



 



 

 

 

 

 


