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How to register your learners

Please complete and save a copy of the ERegistration template with the details of your cohort
of learners. The mandatory fields are indicated on the template.
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Tolog onto QuartzWeb, visit https://quartz.ocnlondon.org.uk/Login.aspx
Tick the 'l have read and agree to abide by the Terms and Conditions’ box to allow you to enter
your username and password.

_
London

\ Privacy Policy Terms and
Conditetts O

Login

‘Welcome to QuartzWeb
OCN London's online registration and certification system.

Before entering your username and password, please first tick the box agreeing to the Terms and Conditions. Thank you.

To submit your ERegistration file, from the home page, please click on the Register learners
icon.

Register learners
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Complete the ERegistration Submission details using the drop down menus. On the first

screen, select the required course name and, if relevant, the qualification aim.

ERegistration Submission

Please note that you are about to submit a file of registrations for which a new course run will be created.

If you wish to add further registrations to a current course run then please use the optiens on the specific course run review page. Click here for a list of your course runs

Please select the Course you wish to register learners against from the drop-down list below,

Course Name Using QuarizWeb Workshop Course [132488]

If your learners are aiming for an OCNLR Qualification, please select the qualification from the drop-down list below.

Selecting a qualification will mean that you are charged the qualification registration fee per learner.

The qualification (if relevant) 127177 - OCMLR Level 1 Award in Digital Skills [Level One] 603/2847/2

] o]
==
e

Co

On the second screen, please enter the start and end dates of the course, a delivery venue, and

a tutor name.

ERegistration Submission

Course Nam= Using QuarzWeb Workshop Course [132432]

Selecting a qualification will mesn that you are charged the qualification registration fee per learner.

The qualification (if relevant) z - OCNLR Level 1 Award in Digital Skills [Level One] 603/2847/2

Course Run description

Please enter the start date of the course
Clcking in t2 the coll will provide 2 calendar i sebece the daee from.
Course Run Start Date

Please enter the end date of the course

Clicking in to the cell will provide 3 calendsr 12 select the date from.
Course Run End Date

Pleass enfer vour ow internal reference fhat will belp vou identify fhis cobort of learnars.
This iz sm e sul does wot meed to b completed i yom domat internally reference yoor clizzes.

Provider Reference

If your centre operstes 3 purchase order svstem, please provide the purchase order mumber here.
The purchase order nusber will be quoed on the iveice dhatwe send you for thess learner regiserations
Purchase order numbar

Please select the main delivery venue of the course.
Plesce contact us if 2 viveds missing s that we cam dd this or plesse moe b smend siee facdlity belaw

Posteodes are mandatory for sites in this kst If a site is not appering in the list please click on "Amend Sites’ 1o add 3 new site or add a posteode 10 an existing site

The site Py r— w

Please select the main tutor/coordinator for the course.
Plesce contact us if any rotor usnses are sidng oo that we <2z add thess o plesse use che sdd rotor facilicy below.
Tutor e w

Title Forename Sumame Email

Intended Credit Value (ICV) - Flease spacify the number of credits vou expect vour learners to ackisve.
The regitraticn fet per learner vill be Based su the IV you specify belom: The ICY dors not need oo be compleced i veu kare slready selecesd a qualification.

v

If you have any special instructions or would like to detail farther informstion relating to this run, please detail thiz in the notes on submizsion box below.
For online courses using OPAL, pleaze detsil below the name and email addresses for the tator, adminiztrator and IQA.
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Once all the fields are completed, click on ‘Select File’ to locate the ERegistration template you
have completed.

When the file has uploaded, either click ‘Continue’ or ‘Continue with Unit Registration’.

Choosing ‘Continue’ will mean that all the units on the course will show on your results entry
screen.

Choosing ‘Continue with Unit Registration’ will allow you to select only specific units to appear
when entering results.

Please click on the 'Select File' button below to locate your completed eregistration template for this run. Once selected, you will see a preview of your template so that you can
check that this is the correct one to submit.

Please then either click on Continue* ok&inue with Unit Registration**

ERegistration file to submit R

text (.csv) or Excel [xls or .xlsx) \ Drop a registration file here.. \
Select File \ Or, select a registration it/

Continue with Unit Registration 3

For the ‘Continue with Unit Registration’ option, leave the search fields blank and click on
‘Search’. To add an individual unit, click on ‘Add’ or ‘Add All'if all the units are required.

Course Run Unit Registration

These are the current units to be submitted for registration. To add more units use the search facility.

No Units Registered

Search Prog/ProviderCourse Units

Unit ID Name RITS National Code

o

Unit ID Unit Name Level Credits RITS National Code ‘ & Add All ‘
CBO318 Collaborative Working Using Digital Technology L1 3 F1616/8251 CNO/M/LQ/007 ‘ & Add ‘
CB0323 Digital Safety and Security L1 3 DI616/8256 CNO/1/LQ/012 ‘ & Add ‘
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The list of added units will appear at the top. Once you have added all your required units, click
‘Continue’.

Course Run Unit Registration

These are the current units to be submitted for registration. To add more units use the search facility.

Unit ID | Unit Name ‘ Level | Credits | RITS ‘ National Code ‘
CBO318 Collaborative Working Using Digital Technology L1 3 FI616/8251 CNO/M/LQ/007 ‘
Search Prog/ProviderCourse Units
Unit ID Name RITS National Code
Unit ID Unit Name Level Credits RITS National Code ‘ o+ Add Al
CBO318 Collaborative Working Using Digital Technology L1 3 F/616/8251 CNO/M/LQ/007 ‘ + Add
CBO323 Digital Safety and Security L1 3 D/616/8256 CNO//LQI012 ‘

——

You will next see the summary of the ERegistration Submission details.

Click 'Submit’ to confirm the submission.

OCN Actions ~  Resources ~  Administration ~ 'Operational Steward' at OCN ini Jessie Eyres-Cooper ~

London

ERegistration Submission Confirm

Please confirm that you would like a new course run, with the following information, created. Your registration file will then be submitted against that course run.

Provider Course Using QuartzWeb Workshop Course [132488]
Qualification:

Course Run Description:

Course Run Start Date 21/04/2020

Course Run End Date 28/04/2020

Provider Reference:

Purchase Order No:

National Test Date:

Site: OCN London

Tutor: Hollands, Tamzie

ICV:

Notes:

File Name: ERegistration xis

Units: 1D:1392318 (F/616/8251) (CNO/1/LQ/007) Collaborative Working Using Digital Technology (L=L1 C=3)

By submitting this registration file, you as the Authorised User confirm that all details are true, accurate and complete and that the information has been entered using the correct
formatting. Any subsequent changes to the course following its submission may incur additional charges.
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Once submitted, you will see an on screen confirmation that your course run has been created.

When the registrations are processed by OCN London, you will receive an email confirming this.
The email will also provide information on the next steps of the process.

OCN Actions ~ Resources ~ Administration - "Operational Steward' at OCN London Training Jessie Eyres-Cooper ~

London

ERegistration Submission Confirmation
| |

Anew course run [1503990] with a start date of 21/04/2020 on programme/provider course [132488] Using QuartzWeb Workshop Course has been created.

ERegistrations file ref:6405398 has been submitted.
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Adding learners to an existing Run

Please complete and save a copy of the ERegistration template with the additional learner
details.

UlN(manditony) Sumame  Forenamel)  DoB (mandaony  Poscode Gender Eicy Ablty_Employment Deprvtion Code. 2nd Yar Leamer Permision ot giver” | Gender
- (NS
‘ Forde
e
T[N =g £ ez Fcotisn Mot ih it
2 |Wte- sh

B [Wete-Spsyarks Tme o
% [Wfe-Any G Ui Esckgromnd
3 {Wiiz2 st EfricGrup -\t and Elec Cabean

36 {Witec Pt Erric Group-Viite and Elack Afcan

ki 11 eErric G -G and Asn

k] 1 e Erric Gnup -Ay Dt iz Mat gl Eric Bezkgund

k

]

¢ hi

] o ackgos

u i Bz -Afica”

4 K B -Carbbez

% an Bk B - Any O Bk  ican  Cr bbean Esckgrund

4 |Cther Ethmic G2.9 - Arab
%8 |Cther Ethnic Gra.o - Any Cher Ethnic Gra.p
99 kot Provided

il St
i ey e e - G Lty andlor Gty anlo
e alzzing cuy andy d ey

Entloymen Saus
0 [npac endoymen

“* |het npad empyment lookin tr ek and 3 et tatwr
2t npad empyen, ot okin or vork nd 15 3 et stat o'
%o rom ! i

To submit the additional learner registrations, from the home page, please click on the ‘My

Course Runs'icon.
-:

My Course Runs

Search for, and then select, the required Course Run ID.

Your Course Runs

This screen allows you to search for batches, but opens by default showing ‘current’ batches - i.e. ones where today's date lies between their start and end dates.

Find Course Runs

Course Run ID Provider Reference Starts in Academic year Current?
Any ~ =
Programme/Provider Course ID Programme/Provider Course Name
Qualification ID Qualification Name
Tutor
Any ~

Course Run | Provider Course | an Qualificati Courss Run Course Run Start | Course Run End | Course Run No. of
L} Refarance Course ID Name [} Name Description Date Date site Name Regs.
‘ 1503930 132488 Using Quartzwen Workshop | ‘ | 210872020 2870472020 OcN London | 4 ‘
Course
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Click on the ‘Register Additional Learners'.

Register additional
learners

The Eregistration Submission page will display the information you previously selected.
Click on'Select File"and upload the new ERegistration template. Then click ‘Continue’
and click 'Submit’ to confirm the submission.

If you have any special instructions or would like to detail further information relating to this run, please detail this in the notes box below.

If this is for an online course using OPAL, please indicate below along with the email addresses for the tutor and administrator

Notes on this submission

Please click on the 'Select File' button below to locate your completed eregistration template for this run. Once selected, you will see a preview of your template so that you can
check that this is the correct one fo submit.

Please then either click on Continue*or Continue with Unit Registration**

ERegistration file to submit

text (.csv) or Excel (.xls or .xlsx) Drop a registration file here..

Or, select a registration file

ERegistrations File Format

Click Here for a 'Standard ERegistration’ submission form (as an Excel file).
Click Here for instructions on filling in the 'Standard ERegistration’ submission form.

ERegistration files can be accepted in a variety of formats. Click Here for full details of the file-formats available and associated coding conventions (in a Word document).

*Selecting "Continue' will mean that all the units in your course will appear on your ERAC

** Selecting 'Continue with Unit Registration' allows you to select which units from your course will appear on your ERAC. To retrieve a list of the units for you to

select from, please leave the search filters blank and click on 'Search'.

Actions ~ Resources ~ Administration ~ 'Operational Steward' at OCN London Training Jessie Eyres-Cooper ~

ERegistration Submission Confirmation

Additional EReqgistrations file ref:6405417 has been submitted for course run [1503990] with a start date of 21/04/2020 on programme/provider course [132488] Using
QuartzWeb Workshop Course

Once submitted, you will see an on screen confirmation. When the registrations are
processed, you will receive a confirmatory email.
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Q@ OCN London

24 Angel Gate, 326 City Road, London EC1V 2PT
J www.ocnlondon.org.uk

N enquiries@ocnlondon.org.uk
London

J 0207278 5511




