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1. Uploading a file

1. Once logged in, select the Flyout menu button.
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2. Select Add Files.
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3. Select Upload Files.

mrs Alejandra Douglas ~ dc0007 2.05MB of 100
mr Tommy Manser dc0006 195.82MB of 1
mrs Madelyn Brannen  dc0005 82.1KB of 100(
mr Robin Digby dc0004 0 Bytes of 100(
mrs Karleen Hinch dc0003 0 Bytes of 100(
mr Jasper Sauage dc0002 0 Bytes of 100¢

mrs Ester Hanover dc0001 249.58MB of 1

Files

Upload Files

Terms and conditions ©

=] Clokaldssese DigitalAssess 2019

10:39

« Launcher

AA & manageassess.com

Upload new files

test test test
mrs Meri Munford
mrs Violet Weldon
mrs Alejandra Douglas

mr Tommy Manser

Cancel

mrs Karleen Hinch 0 Bytes of 100
Done
QIWIER]TJYJUJI]JO}P

A|SID]JF]GJH]J]K]L

 Z|X|C|V|IB|N|M &g

space

How assessors/tutors upload and tag files to ManageAssess on a mobile device_v1 January

2020 Page 4 of 12
Information Classification: Public

If printed this document becomes uncontrolled



Document Reference Number 3GUCD91

iTEC ¥ vTCT

5. Select Choose Files.

10:45

« Launcher

AA & manageassess.com

Upload new files for Jon EQAlearner

Upload File(s)

0

Choose Files

Cancel

. Terms and conditions ©
@ R DigitalAssess 2020

6. Select whether you want to take a photo or video or select from your existing photo library. You can only
upload one file at a time.

The wording of the options may vary depending on your operating system.

Upload new files for mrs Violet Weldon

Upload File(s)

@ Drop files here or click 1o select them.

Take Photo or Video

Photo Library

Browse

Cancel
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7. Once you have selected your file, select Upload Files
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Files Files

1.1. Tagging a file

1. After uploading a file you will have the option to tag it to the learner portfolio.

If you choose not to tag the file at this stage then it will be saved in the learner’s Files area. Click here for
guidance on accessing a learner’s File area.
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2. Select where within the learner’s portfolio you want to tag the uploaded file to. If you are assigned to the

learner for multiple qualifications then all relevant units will be available to select.

You can tag a file to units by selecting the relevant unit check box.

@ manageassess.com

Upload new files for mrs Violet Weldon

mpoo. condition and treat

or Hair Professionals

Cut hair using a range of
oks

x

image.jpg

3. You can tag a file to Learning Outcomes/Assessment Criteria within a unit. First select the unit to expand it,

and then select the relevant Learning Outcomes/Assessment Criteria check boxes.
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After making your tagging choices select Submit.
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1.2. Accessing the learner File area

1. Once logged in, select the Users menu option.
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3. Once located, scroll to the right of the learner details and then select View.
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4. You will now be able to access any files uploaded for or by the learner.
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5. You can manage the tagging of a file by selecting the Tag file link.
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For help and support:

e E:customersupport@vtct.org.uk / T: +44 (0) 2380 684500
e ManageAssess support page
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