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1. Evidence Record

W vrer

The Evidence Record provides you with a unit breakdown of progress, files uploaded, the unit description and any

default resources.

It is recommended that you study the evidence record for each unit; this will help if you self-assess your work.

1) To access the Evidence Record, from your Home page select View for the components (unit) that you want to

access.

You may have more components (units) than the ones listed; select View all Components to view all.

. ManageAssess

Completed | | Assigned Units

] Component Breakdown

open (7) [[] Awaiting Marking (0

mponents

View all Components

Latest Activity

Level 2 NVQ Diploma in Beauty Therapy General

Progress Through Assigned Work (0.7

@D soumal  Components  Files  Groups

Marked (1

Showing: My Activity NewsFeed Show: |10 $
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2) The Evidence Record screen displays:

e External exam results
e Files uploaded by you and/or your tutor
e Posts tagged to the component (unit)

. ManageAssess Home  Journal Files Groups

My Components Timefine

UB200B6 - Carry out waxing services for Jon Leamer (snvavralearner)
Start date: End date

Status: Checkist

Title Result

Uploaded by Student

age tagged e

load new | man

Uploaded by Teacher

Observation Outcome 1

Progress (as tagged by Student)

e Progress as marked by your self-assessment

e Progress as marked by your tutor

@ encgenssess Home Joumol (RIS Fies  Grows

= Related posts

Observation Outcome 1

Progress (as tagged by Student)

Progress (as marked by Teacher)

Observation Outcome 2

Progress (as tagged by Student)

Progress (as marked by Teacher) 0 of 8 tagged

Observation Outcome 3

kiRt
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e Component (unit) description
e Default resources

@ verooenssess Home  Joumal (SR Fics  Groups

= Progress (as tagged by Student) 0 of 4 tagged

Progress (as marked by Teacher) 0 of 4

Description

Component Resources

[B UB20086 (pdf, 568.65k) [A AB20026 (pdf, 1.07m

@ DigtalAssess Terms and conditions  © DigitalAssess 2017

1.1. File upload and Self Assessment

As you progress through your qualification you will gather evidence, for example consultation sheets and photos.
After gathering this evidence you can to upload and tag it to your portfolio.

1) To upload files select Files from the top menu.

@ vencoenssess Soumal Corpments [ Groups

Level 2 NVQ Diploma in Beauty Therapy General

Progress Through Assigned Work (1.3%)

Complete || Assigned Units || Unassigned Units
1 Component Breakdown
open (7) [[] Awaiting Marking (0) [ Markea (1

Next 5 Components

Due Date Files Status Actions
due unknown 1Files
due unknown 0Files
due unknown 0Files
due unknown 0Files
due unknown 1Files

UB20085 - Enhance the

View all Components

Latest Activity Showing: My Activity NewsFeed Show: (10 &
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2) Select Upload Files.

. ManageAssess

Files

=

[A HB2N1-EN pdf

@ igtattssss

e Joumal Components ({fI5J) Groups

£ MG_0797]1) png & IMG_0797[1]png

Tagfile @
File properties @) Flle properties§)

[) Cient consuttation card. docx [ Client consultation card paf

File properties @) File properies®)

don Leamer &

Logout o

Quota Usage
1.77MB / 500MB

() AOCE3467-45284BB9-ATO... png

Terms and conditions © DigHtalAssess 2017

3) Select Choose File, then locate and select the file you want to upload.

Multiple file upload is not allowed.

B Man: Upload new files for Jon Learner

@ Menu Upload File(s)

Files

=

[A HB2N1ENpdf

Fi 14th Sep 2018
440 92KB

Evidence Type Not Set
Tagfile @ Delete fle
Fill propertiesQy

[A Client consultation card pdf

1MG_0797[1) png

B IMG_0797[1].png
Frl 14t Sep 2018
342 79KB

Evidence
Tagfle §
File properties®)

ot Set

[ Cient consutation card docx [A Client consultation card.pdf

Thu 13th Sep 2018 Thu 13th Sep 2018

Type: Not Set

File properties@)

AOCE3467-4528-4BB9-A70... .png

[A Clent consulation card pdt

Thu 13th Sep 2018
5 8

Terms and conditions  © DigitalAssess 2017

ITEC

Evidence Record, file upload/Self-Assessment, files and Hand-in_v3.0 November 2022
Information classification: Public
If printed this document becomes uncontrolled

¥ vrTeT

Page 6 of 20



Document Reference Number 3GUCD61

@i'rec W vrer

4) Once you have located and selected the file, select Upload Files.

Upload new files for Jon Learner

Upload File(s)

@ Client consultation card paf (92.05K8) [
© Orop new fles hers or cick 10 changs them

s

5) Now you can now tag (Self-Assess) the evidence file(s) to your portfolio.

There are 3 ways of tagging which we will run through now.

> R
Lavel 2 NV Digloms in Besuty Theracy Genersl

> UB200N2 - Provide manicure services
Leve! 2 NVQ Disloms in Beauty Theracy General

> S
Lavel 2 VG Diploma n Basuty Tharapy Ganeral

> UG211G8 - Develop and maintain

Leve! 2 NVQ Didloma In Besuty Treragy Ganers!

> UG21G18 - Promote additional services
L 244 Do i Seacty Treracy Genaral

>

ions 10 health
Lavel 2 NVQ Dipioma n Baauty Therapy General
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6) Self-assessment is an important skill to develop. When you enter the workforce, it is important that you are able
to evaluate your own performance. To do this, you need to learn and hone the skills to identify and understand the
professional or industry standards expected of you. You will then be able to reflect on your own performance to
determine if you are meeting those standards.

2 out of the 3 ways of tagging evidence files allows you to self-assess. This is done by ‘signing off’ the criteria you tag
evidence to. By doing this you are self-assessing your work, indicating that the evidence provided meets the criteria

as detailed within the evidence record of a unit.

Self-assessment is not mandatory; we recommended that you discuss self-assessment with your tutor before
starting to tag files.

7) You can tag at unit level by selecting the unit check box.

Tagging at unit level will not sign-off any criteria within the unit, meaning that you are not self-assessing.

g file @ D g Tagfile ® O 2% D 2 ® 0

File properties@ File properties@. File properties®) File properties )
Client consultation card pdf [ Client consultation card paf
Thu 13th Sé
® i file @
Eie properties® Eile properies®
@ DigitalAssess Terms and conditions ~ © DigitalAssess 2017
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8) When you are finished select Submit.

E}" IEBHE  ipioad new fles for Jon Learner

@ Menu Client consultati...

A Cliet

Fri 14th
730 6KE
Evide

Tagfile

s =

Client consultation card pdf

Thu 13th Sep 2018
2.05K

Torms and conditions  © DigtalAssess 2017

9) You can tag at Learning Outcome level. Tagging at Learning Outcome level will sign-off all Assessment criteria

within the selected Learning Outcome, meaning that you are self-assessing.

Select the unit.

m RUERE  Uipioad new files for Jon Learner

Client consultati..
w132
ws L%
df
[ Client consutation card pdf
Thu 13th Sep 2018
» | | DigitalAssess Terms and conditions  © DigitalAssess 2017
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10) Locate the Learning Outcome and select the check box.

s for Jon Learner

Client consultati..

appearance of
0132

0
" o
Observation Outcome 1
pey LO1 Be able to use safe and effective methods of working
providing eyebrow and eyelash treatments

i co [Gin

Fii 14th

730 6KE ind maintain the work

Bvidenc al, hygiene an

2 ements
Tagfle !
File prog
LO1b: Maintain personal standards of
df

industry hygiene
throughout the

[ Ciet
Tho 13t LOte. Position squipment and

92 05KE mats for ease and safety of use
Evidenc

Tagfie!

LO'f. Position the client and yourself
Fila prog 1o minimise fatigue and risk of injury

s
@m _talAssass 2017

11) All Assessment criteria within the selected Learning Outcome is signed-off.

When you are finished select Submit.

load new files for Jon Learner

Client consultati..
he appearance of
o 10132 o
v8
Observation Outcome 1
i LO1 Be able to use safe and effective methods of working
providing eyebrow and eyelash treatments
[ Cliet
Fil 14t
730 6KE LOta: Set up and maintain the work
Eitdecs 2 to meet legal, hyglene and
i} tment requirements.
File prog
vain personal standards of
and appsarance
[ < d industry and
i organisational requirements =
Fri 14th
387 13K
LO1c: Clean all tools and equipment | @
Evidenc e correct methods.
Tagile'
File prog LO1d: Use a industry hygiene
safety s throughout the
treatment
Cliet
Thu 138 LOfte. Position equipment and
92 05KE materials for ease and safety of use
Evidenc:
g fia Lotr n the client and yourself
File prog atigue and risk of injury el
@m _ talAssess 2017
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12) You can tag at Assessment Criteria level. Tagging at Assessment Criteria level will sign-off the criteria which you
tag the evidence to, meaning that you are self-assessing.

Select the unit.

§ Upload new files for Jon Learner

Client consultati...

—
0132

Terms and conditions  © DigitalAssess 2017

13) Locate the Learning Outcome and then select the individual Assessment Criteria check box(es) within that

Learning Outcome.

When you are finished select Submit.

RUERE  (ipioad new files for Jon Learner

Client consultati..
w (o
Observation Outcome 1
 Upload
i LO1 Be able to use safe and effective methods of working
providing eyebrow and eyelash treatments
[ Cliet B
o
File prog Lo industry hygiene
s throughout e
Tho 131 men
205K safety of use
- LOIf. Position the client and yourself
Fleorx © fatigue and risk of injury
@mml  talAssess 2017
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1.1.1. Files

1) All files you upload will be stored within Files.

. ManageAssess Home Joumal Components (§

Quota Usage

Files 2488 7500M8 2%
Upload Files.
[A Cllent consultation card (2) paf [ HB2N1-ENpof & IMG_07971}png B IMG_0797[1}png
File properties @y

[ Client consultation card.docx [A Cient consultation card.pdf

B AOCE3467-4528-4BB9-A70... png

Teafile @
File properlies @)

File properties @)

[A Client consultation card. pdf

File properties®

@ DigitalAssess Terms and conditions  © DigitalAssess 2017

2) You can manage the tagging of any file you have uploaded by selecting Tag file.

@ vercoenssess Home Joural  Components o

Quota Usage
Flies 2.48MB / 500MB
Upload Files
[A Clent consultation card (2). pdf [ HB2N1-EN pof B MG_0797[1]png B IMG_0797[1]png
® File properties@)
[ Client consultation card docx [3 Cient consutation card.pdf

[3 Client consultation card pdf

File properties @)

[B Client consultation card.pdf
Eile properties®
@ DigtalAssess Terms and conditions  © DigitalAssess 2017

Evidence Record, file upload/Self-Assessment, files and Hand-in_v3.0 November 2022

Information classification: Public
If printed this document becomes uncontrolled

Page 12 of 20



Document Reference Number 3GUCD61

ITEC

You cannot manage the tagging of any files uploaded by anyone else.

don Leamer &

. ManageAssess Home Joumal Components ({JBJ) Groups

Logout o

Quota Usage s
s 248MB/500MB
Upload Files
[A Cient consultation card (2).pdf [ HB2N1-EN pdf £ MG_0797[1}png B IMG_0797[1]png
Tag file Tagfile @ Delete file @y Tagfle ® :
File properties@y File <@ File properties @) File properties @)
) AOCE3467-4528-4BB9-A70... png (3 Client consultation card pdf [ Client consultation card docx [3 Client consultation card.pdf

[ases]

File properties @ File properlies®)
[B Client consultation card.pdf
File properties®
@ DigtalAssess Terms and conditions  © DigitalAssess 2017

3) You can manage a file’s properties by selecting File properties.

. ManageAssess Home Joumal Components Groups

Quota Usage

Files 248M87500M8 7
Upload Files.
[A Client consultation card (2) pdf [ HB2N1-ENpof £ MG_0797[1] png 2 IMG_0797[1) png

Tag fle @ Tagfile @ Delete fie @ Tagfle @
File propertiesQy File propenies @)

sultation card docx

) AUCE3467-45284B89-A70... png  [3) Client consultation card pdf [@ Client c

File properties @)

[ Client consultation card pdf

Eile properties®

@ DigitalAssess Terms and conditions ~ © DigitalAssess 2017
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4) Within file properties you rename the file name.

5) To change the file name, simply delete the current name and then rename it.

File Properties

File name
|[ g o7s7isjeng |
Evidence Type
[Nane)
Description
Description
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6) You can also apply an evidence type to the file.

Observation Record

Evidence Record, file upload/Self-Assessment, files and Hand-in_v3.0 November 2022
Information classification: Public Page 15 of 20
If printed this document becomes uncontrolled



Document Reference Number 3GUCD61

@i'rec W vrer

7) You can also add a description.

8) When you are finished amending a files properties, select Submit.

Evidence Record, file upload/Self-Assessment, files and Hand-in_v3.0 November 2022
Information classification: Public Page 16 of 20
If printed this document becomes uncontrolled



Document Reference Number 3GUCD61

@i'rﬁc W vrer

1.1.1.1. Hand-in

When you are confident that a unit is complete, you can hand it in to your tutor. It is not mandatory to hand in units
however, you may wish to consider doing this if you are self-assessing.

NB: Handing in a unit locks it down and prevents you from interacting it.

Your tutor can also hand in a unit to their Internal Quality Assurer for the next stage of marking. Again this will lock it

down and prevent you from using it.
1) From your Home page, select View for the component (unit) that you want to hand in.

You may have more components (units) than the ones listed, if so select View all Components.

@ 1orovorssess @D 1omi Componcrts Fies Goups

Level 2 NVQ Diploma in Beauty Therapy General

Progress Through Assigned Work (0.7%

Latest Activity Showing: My Activity NewsFeed Show: |10 &
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2) Scroll down to the bottom of the Evidence Record screen

lanageAssess

= My Components Tim
Evidence Record

UB200BS - Enhance the of and for Jon Leamer (jsnvqvrglearner)

Start date: — End date

Title Result

Exam result

Uploaded by Student
[ Client consultation card (2) pdf [B) AOCE3467-4528-4BB9-AT0... png

ViewiMark ViewMark
Manage tags @ Un-tag % Manage tags @ Un-tag %

upload new | manage tagged files.
Uploaded by Teacher

Related posts

Observation Outcome 1

3) Select Hand In.

= Progress (as tagged by Student) 0 of 1

tagged

Progress (as marked by Teacher) 0 of

Description

This unit is about providing eyelash and eyebrow treatments. It covers the use of a variety of consultation techniques to establish the treatment and outcomes required by the
diient. You will need to be abie to provide eyebrow shaping and artficial lash treatments using a variety of work techniques. You will also need to be able to tint eyebrows and
lashes for cllents with different colouring characteristics (1. fair red. dark and white)

To carry out this unit you vil need to maintain effective health, safety and hygiene throughout your work. You wil also need to maintain your personal appearance and good
communication with the cient

Learning outcomes

On completion of this unkt you vl

Expand

Component Resources

[® UB200B5 (pdr, 604.12K) B AB20026 (pdf. 107m

@ DigtalAssess Terms and conditions ~ © DigitalAssess 2017
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4) Select Hand In on the confirmation screen.

re you sur mpor

You will not be able to add additional work if you do this.
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