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1. Assigning optional units  

1) When a qualification is created and assigned to a group, all mandatory units for that  

    qualification are automatically assigned to the learners.  

 

    Optional units need to be manually assigned. 

 

    Select Components. 
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 2) Select Qualifications 
 

 
 

 3) To the right of the qualification select Manage. 
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 4) Select Manage Qualification to the right of the group you want to assign optional units to. 
 

 
 

5)   Any assigned units are displayed under Assigned Units. 
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 6) Any unassigned optional units for the qualification will be displayed under Unassigned Units. 

 

    To the right of the optional unit you want to assign select Assign. 
 

 
 

 7) You can set a Start and End (hand-in) Date for the unit. If the end date is reached, the unit will  

     become overdue. This will not prevent any user accessing the unit, it is just a notification tool. 

 

     These dates can be amended at anytime. 

 

     Any start/end date set will apply to all learners and groups assigned to this version of the  

     qualification. 
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8) Select the learner(s) that you want to assign the unit to. 

 

 
 

 9) Select Update 
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 10) The unit has been assigned. 

 

      Repeat this process to assign more optional units. 
 

 

1.1. Editing optional units 

1) Select Components. 
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 2) Select Qualifications. 
 

 
 

 3) To the right of the qualification select Manage. 
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4) Select Manage Qualification to the right of the group you want to edit 
 

 
 

 

5) To the right of the optional unit you want to edit select Manage. 
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6) You can now edit the start/end date and/or the learners that are assigned. 

 

 
 

 

For help and support: 

  

 E: customersupport@vtct.org.uk / T: +44 (0) 2380 684500 

 ManageAssess support page 

 
 

  

mailto:customersupport@vtct.org.uk
http://www.vtct.org.uk/existing-centres/resources/manageassess/
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