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How to register your learners 
 
Step 1 - Completing the Access Learner Registration Template 
 
In accordance with QAA requirements, learners must be registered on a Diploma course no 
later than 6 weeks after starting their course. 
 
Please complete a copy of the Access ERegistration template with the learners’ details for each 
cohort of each Access to HE Diploma. 
 
Mandatory fields are forename, surname, date of birth, postcode and ULN (Unique Learner 
Number).  Demographic codes for sex, ethnicity and so forth are selected from drop down 
menus in the template.  The codes are detailed on the right hand side of the form for quick 
reference. 
 
Please save each file to your desktop or designated folder on your system, with a file name to 
identify the cohort, ready for you to upload via QuartzWeb. 
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Step 2 - Creating a Course Run 
 
Please log in to OCN London’s Access QuartzWeb system at https://quartz-
access.ocnlondon.org.uk/  
 
Please tick the box agreeing to the terms and conditions – this will allow you to enter your 
username and password. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once logged in, you will be taken to the home page where your role of ‘Access to HE 
Administrator’ along with your centre’s name will be displayed in the top right hand corner of 
the page. 
 

 

 
 
  
 
 
 
 
 
 
 
 
 
 

https://quartz-access.ocnlondon.org.uk/
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Please choose 'ERegistration Submission' from ‘Actions’ on the top bar menu. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please now complete the course run details for the Access to HE Diploma cohort you 
are registering. Course run description and provider reference are optional fields on 
this page. 
 
Use the drop down menus to select the Diploma title and related qualification. These 
must be selected first. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on continue once completed. 
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Please now enter the start and end dates of the course.  Clicking into the box will bring up a 
calendar for the date to be selected from. 
 
 

 
 
 

 

 

 

 

 
 
Please select one main delivery venue from the drop down menu under ‘The site’. 

 
 

 

 

 
Choose the name of the tutor from the drop down menu under ‘Tutor’. 
 
 
 

 

 

 

Click on ‘Select File’ to locate the Eregistration template you have completed for this cohort.   
 
Please select the template and the name of the file will appear next to the select file button. 
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Please then click on ‘Continue with Unit Registration’. 
 

 

 

At this stage you will be attaching all the units available within your Diploma to the course run. 
This will give you the scope to select the required units at the next stage for each of your 
learners. 
 
Please leave the search fields blank and click on the search button. 
 

 

 

 

 

 

 

 

 

 

 

 
Click on the ‘Add All Units’ button and the please click on ‘Continue’. 
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You will be taken to a summary page where you can have a final check to confirm the data you 
have selected. 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 
 
Click on ‘Amend’ to make any changes otherwise please click on ‘Submit’.  

 
A confirmation screen will appear advising the course run ID of the course run you have just 
created. 
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You will also receive an automated email confirming that your registrations have been 
received. 
 

 

 

 

 

 

Your learner registrations will be processed by your OCN London Business Support Officer, and 
you will receive email notification once your learners have been registered. 
 
 
Once the learners are registered you can now proceed with the third and final step - 
specifying the units that each individual learner will be taking. This must be completed no 
later than 12 weeks after the course start date.   
 
This process is detailed in our ‘Access QuartzWeb – Unit Selections’ User Guide. Please 
contact us if you are not in receipt of this guide. 
 
If your course only contains units that add up to a total of 60 credits then you will not need to 
do anything else – the 60 credits will be assigned to each of the learners for you. 
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