The online APMR can be found by logging into our webpage:
https://qualifications.pearson.com/en/qualifications/btec-highernationals/about/quality-assurance-process.html
The form has been designed to be intuitive therefore this guide simply provides an
overview of the areas where specific actions/responses are required.
How to Manage/Add Users:
Steps to follow if the role is of a QN:
You have been given the role of a QN. As such, you will aim to login to the APMR
system with your credentials (username:) and then create credentials for your designated tutor, (email:).
Steps
1. You have received an HN APMR communication which will contain a link to the
APMR system.
2. Open the link and visit the APMR system. You will be prompted to set up your
password.
3. Please then visit the users interface (press the users button on the top of the
page) to create a user account.
4. Please fill out the information for your tutors, which is:
Tutor Name,
Tutor Email Address,
Password is irrelevant as they will be prompted to make their own,
PLEASE ENSURE NOTIFY NEW USER IS SELECTED
5. Your initial QN responsibilities are now completed.
6. The tutor will now complete the APMR form and send it to you for review – please
watch out for a notification email.
7. The tutor, may send you an incomplete form in which case you will not be able to
submit it.
If the form is incomplete, you have the option to either:
Complete the remaining fields for them,
Or send it back to be completed.
8. Once the form is completed in its entirety, you will need to review the information
and submit the form to Pearson.
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Steps to follow if the role is of a Tutor:
You have been given the role of a Tutor to login to the APMR system with your credentials (username) and then complete the APMR form. On completing the APMR
form, you will submit your form for review to your QN.
Steps:
1. First open the email you have received which will contain a link to the APMR system.
2. Open the link and visit the APMR system. You will be prompted to set up your
password.
3. You should find a draft APMR form in your form list for the current year.
4. Please open the form and complete, there are several mandatory fields throughout the form which must be completed in order for the form to be submitted.
5. Once you have completed the form, you should submit the form for review to your
QN.
6. If the form is incomplete your QN, will either complete the remaining fields for you
or will send it back to you to complete.
7. If the form is sent back to you, you will receive an email notification and you will
then need to complete the remaining fields and re-submit to your QN.
8. If the QN is happy with the form, they will then submit the form to Pearson.

Intro. Annual Programme Monitoring Report (APMR)
Step 1:
The images below appear on the introductory page of the online APMR, each
circle represents each of the forms sections, stated below. The outside edge of
each circle will turn black to indicate your progress in each section, if they do not
fully turn black it means that questions remain unanswered and you will not be
able to submit the form until all circles are fully ringed black.
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When roles have been identified you can nominate which sections you would like
each person to complete.
NOTE: Only one APMR needs to be completed per centre see below.
Once you have completed a section we recommend that you save and continue by
clicking on the next button. Alternatively, you can save and exit and return to the
form later.
NOTE: If you do not save and exit no one else will be able to access the form.
Please also remember there is a specific word limit, which may differ in each
section.

Step 2:
If you scroll to the question mark above you can see more information –
This states files must be less than 2MB and you are allowed file types in
doc, docx and pdf versions.
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Step 3A:
Under ‘Please list your HNs from the last Academic/Teaching year that did
not meet Pearson’s academic standards’, if you select ‘None’ and enter
N/A in the rest of the corresponding boxes it will be seen as incomplete
and you will ultimately be unable to complete the form. You will see ‘this
field is required’, please see the screenshot below.
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Step 3B
Therefore, to avoid the above problem it is important that you do select a
particular programme even if the programme did meet Pearsons’
academic standards, because once you have selected one you can simply
enter N/A in the corresponding sections and it will be seen as being
complete. Please see the screenshot below.

Please ensure you do select a programme and not the ‘None’ option.

Prepared by HEQ/VERSION 0.1/November 2016

E. Staff Development
Step 4
Under ‘Have you had any particular learning or training issues...?’ If you
select ‘Yes’ you must indicate what the issues were. If, however, you
select ‘No’ or ‘N/A’ then you can choose to insert additional comments if
you wish.
Please see the screenshot below.

If ‘Yes’, please see the screenshot below:
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If ‘No’ or ‘N/A’, please see the screenshot below:
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Validate and Submit
Step 5
This is the final stage of the form. The form will be submitted if there are no
errors. If, however there are errors or missing information it will be highlighted,
so you must click on those fields to go back and complete it.

As you can see above, there are questions in those particular sections
which are missing. In this case, you must click on each section and
complete the missing information in order to be able to submit the form.
Failure to do so will mean your form cannot be submitted. If you have
completed everything, once you click the last circle with the tick, your form
will be submitted.
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