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A C R O N Y M S  
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1. Before you start 

Before you can perform admin tasks, you need to: 

• Have a User Account for the NQR website; 

• Be logged in; 

• Have the right permissions to do what you want to do.  

1.1 Log in to the Admin Portal: 

A. Select ‘Portals’ from the main menu, then ‘Admin’. 
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B. Provide your username and password, and click ‘Login’. 
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C. You are now logged in and will see the ‘Administration Portal’ home page. 
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2. Qualifications 

2.1 Add Qualification: 

A. Log in as per the instructions in 1 Before you start. 

B. Select ‘Qualifications’ from the main menu 

 

C. Select ‘Add Qualification’. 
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D. Provide all information on the ‘Add Qualification’ page and click ‘Submit’. (The 

items marked with a * are required, and you will not be able to proceed unless 

you provide this information). 
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E. Provide all information on the ‘Edit Qualification’ page and click ‘Submit’. (The 

items marked with a * are required, and you will not be able to proceed unless 

you provide this information). 

 

 

2.2 Edit Qualification: 

A. Log in as per the instructions in 1 Before you start. 

B. Select ‘Qualifications’ from the main menu 
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C. Select the Qualification to edit by clicking ‘Select’ 
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D. Select ‘Edit Qualification’. 
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E. Provide all information on the ‘Edit Qualification’ page and click ‘Submit’. (The 

items marked with a * are required, and you will not be able to proceed unless 

you provide this information).  
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2.3 Delete Qualification: 

A. Log in as per the instructions in 1 Before you start. 

B. Select ‘Qualifications’ from the main menu. 
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C. Select the Qualification to delete by clicking ‘Select’. 
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D. Select ‘Edit/Remove Qualification’. 
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E. Click ‘Delete’.  

 

F. Confirm your choice by clicking ‘Yes’. 

 

3. Unit Standards 
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3.1 Add Unit Standard: 

A. Log in as per the instructions 1 Before you start. 

B. Select ‘Unit Standards’ from the main menu. 

Select ‘Add Unit Standard’. 

 

B 
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C. Provide all information on the ‘Add Unit Standard’ page and click ‘Submit’. (The 

items marked with a * are required, and you will not be able to proceed unless 

you provide this information). 
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D. Provide all information on the ‘Edit Unit Standard’’ page and click ‘Submit’. (The 

items marked with a * are required, and you will not be able to proceed unless 

you provide this information). 
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3.2 Edit Unit Standard: 

A. Log in as per the instructions in 1 Before you start. 

B. Select ‘Unit Standards’ from the main menu. 

 

B 
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C. Select the Unit Standard to edit by clicking ‘Select’. 
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D. Select ‘Edit/Remove Unit Standard’. 
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E. Provide all information on the ‘Edit Unit Standard’ page and click ‘Submit’. (The 

items marked with a * are required, and you will not be able to proceed unless 

you provide this information). 
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3.3 Delete Unit Standard: 

A. Log in as per the instructions in 1 Before you start. 

B. Select ‘Unit Standards’ from the main menu 

 

 

C. Select the Unit Standard to delete by clicking ‘Select’. 
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D. Select ‘Edit/Remove Unit Standard’. 
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E. Click ‘Delete’.  

 

F. Confirm your choice by clicking ‘Yes’. 
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4. Education & Training Providers 

 

4.1 Add Education & Training Provider: 

A. Log in as per the instructions in 1 Before you start. 

B. Select ‘Awarding Entities’, then ‘Education & Training Providers’ from the main 

menu. 

 

C. Select ‘Add Training Provider’. 
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D. Provide all information on the ‘Add Education & Training Provider’ page and click 

‘Submit’. (The items marked with a * are required, and you will not be able to 

proceed unless you provide this information). 
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E. Provide all information on the ‘Edit Training Provider’ page and click ‘Submit’. 

(The items marked with a * are required, and you will not be able to proceed 

unless you provide this information). 
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4.2 Edit Education & Training Provider: 

A. Log in as per the instructions 1 Before you start. 

B. Select ‘Awarding Entities’, then ‘Education & Training Providers’ from the main 

menu. 

 

C. Select the Provider to edit by clicking ‘Select’. 
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D. Select ‘Edit/Remove Training Provider’. 
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E. Provide all information on the ‘Edit Training Provider’ page and click ‘Submit’. 

(The items marked with a * are required, and you will not be able to proceed 

unless you provide this information). 
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4.3 Delete Education & Training Provider: 

A. Log in as per the instructions 1 Before you start. 

B. Select ‘Awarding Entities’, then ‘Education & Training Providers’ from the main 

menu. 

 

C. Select the Provider to delete by clicking ‘Select’. 
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D. Select ‘Edit/Remove Training Provider’. 
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E. Click ‘Delete Training Provider’.  

 

F. Confirm your choice by clicking ‘Yes’. 

  

E 

F 

mailto:fortunato@


 

NQR USERS’ MANUAL 
National Qualifications Register 

(NQR)  
 

 

 

 

Page 43/51  

InMental ® National Qualifications Register Systems (NQR) e-NQR.org - fortunato@inmental.com 

 

5. Assessors 

 

5.1 Add Assessor: 

A. Log in as per the instructions in 1 Before you start. 

B. Select ‘Awarding Entities’, then ‘Assessors’ from the main menu. 

 

C. Select ‘Add Assessor’. 

 

 

D. Provide all information on the ‘Add Assessor’ page and click ‘Submit’. (The items 

marked with a * are required, and you will not be able to proceed unless you 

provide this information). 
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5.2 Edit Assessors: 

A. Log in as per the instructions 1 Before you start. 

B. Select ‘Awarding Entities’, then ‘Assessors’ from the main menu. 

 

C. Select the Assessor to edit by clicking ‘Select’. 
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D. Select ‘Edit/Remove Assessor’. 

 

 

E. Provide all information on the ‘Edit Assessor’ page and click ‘Submit’. (The items 

marked with a * are required, and you will not be able to proceed unless you 

provide this information). 
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5.3 Delete Assessors: 

A. Log in as per the instructions 1 Before you start. 

B. Select ‘Awarding Entities’, then ‘Assessors’ from the main menu. 

 

C. Select the Assessor to edit by clicking ‘Select’. 

 

Select ‘Edit/Remove Assessor’. 
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D. Click ‘Delete Assessor’.  

Confirm your choice by clicking ‘Yes’. 

= = = END REPORT = =  = 
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