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A Helping Hand

The Events is an exciting new function that will enable each Approved Centre to register 

an Event on QMIS, assign learners and allocate Assessors and IQAs to that event. It can be 

used to track the process and completion of your learners knowing that there’s one place 

to look. We believe this will combine multiple processes into one streamlined process.

If you have any questions that are not covered in this document or need any support, 

please contact us at: 

customersupport@futurequals.com
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Let’s get started
When you login to QMIS, you will be met with the screen below: 

Select Events tab and then drop down to “Events”

Select “Add event” on the right 
hand side

A popup box will appear shown 
below, with your centre name 
already prepopulated. In the ‘Site’ 
dropdown options, select the site for 
the qualification



V i s i o n a r y  |  S u p p o r t i v e  |  I n n o v a t i v e  |  P r o f e s s i o n a l

5 of 13

Then select the qualification 
(You may only see qualifications 
this site is approved for)

The pop up box will then 
automatically extend

Event Location: Enter the event title using the following format – AC0.001_Location_Qualification_StartDate 
eg. AC0.001_EMPHouse_CERADL3P1_150522

Start Date: Select the date of the first day of the qualification (Planned start date)

End Date: Select the expected date of the qualification e.g. the date of the final assessment (Planned end 
date)

Status: Pending is the default until it has been approved by FutureQuals

Status Explanations:
Pending = Some details are yet to be finalised
Approved = All details are entered and correct
Cancelled = The event is no longer happening
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Your Event should look like this

This will then open up the “Event” page, which includes the “Event Number” in the top left corner

Your event is now created.

Press Save
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Adding Facilitators

Click on the Facilitator tab

Make one of them the Lead by 
clicking on the horizontal lines

The Lead must be a fully qualified 
Assessor. For CERADL3 events the 
Lead must hold L4DERADI

Select your desired faciliator(s) and press save

Then click on the ‘Add 
Facilitator’ button to show 
the pop up

You will only be able to see 
facilitators approved for your 
centre for this qualification
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Registering learners to the event
Click on the Event Home button

This will then take you to the registration 
upload page and QMIS will automatically 
link the most recent event number to the 
registration so please double check the 
correct number is listed. To keep track 
of each Registration and Event, here’s 
an example 10049 AC0.001_EMPHouse_
CERADL3P1_150522 

Then select the Registration 
Upload option on the right 
hand-side
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Alternatively you can upload the learners directly through the registration upload and assign those 
to an event previously created using the event number. However, please be advised that we do not 
recommend this as it has higher risk of human error.  

For all non CERADL3 Qualifications

Please ensure all fields are complete - please see example below

This CSV file can be found on our website at: https://www.futurequals.com/centres/#existing-
centres, by clicking Learner Registration File and Instructions 

For CERADL3 Qualification

Please ensure all fields are complete especially the “Driving Licence Number” field as this will be 
mandatory - please see example below 

This CSV file can be found on our website at: https://www.futurequals.com/centres/#existing-
centres, by clicking Learner Registration File and Instructions
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Once FutureQuals has approved 
the file, it will be pushed down 
to ‘Files Processed’. By clicking 
on the Events tab, selecting your 
event and going into the Learners 
Tab you’ll be able to see the list of 
learners registered to that event

If you need to assign learners to a different event, please contact customersupport@futurequals.com

This will push the file down to ‘Files in Processing’ 

When the file has 
been uploaded it will 
appear like this

If there is an icon, this 
means these learners 
already exist and they 
will need merging

Once this has been 
completed, click 
validate and send
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Certificating learners through the event

Back in the Events page, select the 
event you want certificating and click 
Add Achievement

This will take you to ‘Quick Grade Entry’ with 
all the fields automatically filled in. Please 
select the grade and tick full certificate

Then click Select Learners

This will take you to this page to select 
the learners that need to be claimed

Select and press Enter Grades
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Next this page will appear with all the units listed against the learners name
Scroll down to the bottom of the page and enter the same file name you used for registration and 
achievement for example 10049 AC0.001_EMPHouse_CERADL3P1_150522

Final Assessor/Examiner 
Enter the name of the individual who 
conducted the final assessment or for 
CERADL3 the person who completed the 
final independent assessment at the end 
of the qualification

This person must be a fully approved and 
qualified Assessor, for example CERADL3 
must hold L4DERADI



V i s i o n a r y  |  S u p p o r t i v e  |  I n n o v a t i v e  |  P r o f e s s i o n a l

13 of 13

This process is now complete, and the file will be sitting in ‘File in 
Processing’ ready to reviewed by our Quality Assurance team

Thanks
If you have any questions that are not covered in this document or need any support, 

please contact us at: 

customersupport@futurequals.com

Now you’ll be able to see all the learners that need to be certificated and all appear in green. Click 
‘Validate and Send’ to finish the process

 If any should appear in yellow or red there will be grey box in between the blue arrow and red 
cross, click this and it will indicate what the error is

If unsure, please contact Customer Support 01530 836662


