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1. Logging in and password reset 

a. To log in to ManageAssess access the login page. 
b. Enter your login credentials and select ‘Sign in’. 

i. Your login credentials will have been supplied to you via email or in person 
by your tutor. 
 

 
 

c. Upon first login you will be prompted to create a new password. 
d. You will need to authorise access to ManageAssess on the next screen. You will 

only need to perform this action once. 
 
If you decline then you will be unable to access ManageAssess. 
 

 
 

e. After logging in, you can check and/or add an email address. Having an email 
address within the system will mean you can reset your password anytime: 

i. select your name link in the top right of the screen 
 

 
 
 
 
 

https://www.manageassess.com/accounts/login/
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ii. select the ‘Personal’ tab and check and/or add your email address 
 

 
 

f. Providing you have an email address associated with your account then you can 
reset your password anytime via the ManageAssess login page. 
 

 

2. The Homepage and flyout menu 

a. The homepage Dashboard provides you with a progress overview of your qualification. 
 

 Qualification title: If you are assigned to more than one qualification this will be listed 
separately 

 Progress Through Assigned Work: As your tutor signs off evidence your progress will 
increase 

 Component (unit) Breakdown: 

o Open = incomplete 

o Awaiting Marking = handed-in to tutor by you 

o Marked = marked by tutor 
o Completed = when components (units) are marked by the tutor they will also show as completed 

  

https://www.manageassess.com/accounts/login/
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b. Components (units): Your next 5 components, by due date (if an end date has been set 
by your tutor), are listed. 
 
You may have more than 5 components; select ‘View all Components’ to view all 
components. 
 

 
 

c. Newsfeed: Your Newsfeed is a combination of your activity, and any activity from your 
portfolio team, tutor  
for example. 
 

 
 

d. Another way to view your own activity is via My Activity. 
 

 
 

e. The flyout menu provides you with quick access to some areas of your portfolio: 
 

 
a. Add files 
b. Add a journal entry 
c. Component timeline 
d. Name of your training centre 
e. View your profile 
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3. The Journal 

 

a. You can use the journal to make posts. You can make posts on your own personal journal 
or you can make a group post so that your peers can view them.  

a. Who can view personal posts? 
i. only you can view personal posts 

b. Who can view group posts? 
i. your tutor; your peers that are allocated to your group 

b. When on the journal page select ‘Add New Entry’ to make a post. 
 

 
 

c. From the ‘Group’ dropdown select whether this a personal or group post. 
 

 
 

d. Give the post a title and add the post content. 
 

 
 

e. You can also: 
a. Tag new files to the post 
b. Tag files previously uploaded 
c. Tag the post to a specific component (unit) 
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f. Once your post is complete select ‘Add Post’. 
 

 

4. Evidence record, files and hand-in 

4.1. Evidence record 

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

b. To access the Evidence Record, from your Home page select ‘View’ for the component 
(unit) that you want to access. 
 

 
 

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

 
 

4.2. Files 

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.  

a. To upload files select Files from the top menu. 
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b. Any files previously uploaded will be displayed. You can manage files from this page. 
 

 
 

c. To upload a new file select ‘Upload Files’. 
 

 
 

d. Select ‘Choose File’, then locate and select the file you want to upload. 
 

 
 

e. Once you have located and selected the file, select ‘Upload Files’. 
 

 
 
 
 
 
 



 
Document Reference Number 3GUCD135 

 

ManageAssess learner guide_v1.0 October 
2024  Page 9 of 15 
Information Classification: Public 
If printed this document becomes uncontrolled 

f. You can now select where within your portfolio to tag the file to. 
a. You can tag the file to a whole unit 

 

 
 

b. You can tag the file to individual unit components 
 

 
 

g. Once you have tagged the file select ‘Submit’ 
 

 

 

 

 

 



 
Document Reference Number 3GUCD135 

 

ManageAssess learner guide_v1.0 October 
2024  Page 10 of 15 
Information Classification: Public 
If printed this document becomes uncontrolled 

 

4.3.Hand-in 

You can hand-in a unit to your tutor. It is not mandatory to hand-in units – you should discuss 
the use of this feature with your tutor. 

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

a. To access the Evidence Record, from your Home page select ‘View’ for the component 
(unit) that you want to access. 
 

 
 

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

 
 

c. Scroll to bottom of the next screen and select ‘Hand In’. 
 

 
 

d. Select ‘Hand in’ or ‘Cancel’ to go back. 
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5. Uploading and tagging files on a mobile device 

5.1. Uploading 

a. Log in to ManageAssess in the usual way using the applicable internet browser on 
your device. 

b. Once logged in, select the Flyout menu button. 
 

 
 

c. Select Add Files. 
 

 
 

https://www.manageassess.com/accounts/login/


 
Document Reference Number 3GUCD135 

 

ManageAssess learner guide_v1.0 October 
2024  Page 12 of 15 
Information Classification: Public 
If printed this document becomes uncontrolled 

d. Select Upload Files. 
 

 
 
 

e. Select Choose Files. 
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f. 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 available options may vary depending on your operating 
system. 
 

 
 

g. Once you have selected your file, select Upload Files. 
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5.2. Tagging the file 

a. Select which unit you want to tag the file to. You can tag a file to a unit by selecting 
the relevant check box. 
 
You can tag a file to specific criteria within a unit. First expand the unit, and then 
select the relevant criteria check box. 
 

  
 

b. After making your tagging choices select ‘Submit’. 
 

 
 

5.3. Help and support 

Please contact your tutor/centre of study for support with using ManageAssess.  

OR 
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