
   
 
 
 

QuartzWeb Guide - How to register your learners  1 

 

 
 
 

QuartzWeb 
Guide 
How to register 
your learners 
 

 

 

 

 
 
 
 
 



   
 
 
 

QuartzWeb Guide - How to register your learners  2 

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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
To log on to QuartzWeb, visit https://quartz.ocnlondon.org.uk/Login.aspx    
Tick the ‘I have read and agree to abide by the Terms and Conditions’ box to allow you to enter 
your username and password. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To submit your ERegistration file, from the home page, please click on the Register learners 
icon. 
 
 
 
 
 
 

https://quartz.ocnlondon.org.uk/Login.aspx
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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. 
 
 

 

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

 

 

 

 

 

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. 
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The list of added units will appear at the top. Once you have added all your required units, click 
‘Continue’. 
 
 
 

 

 

 

 

 

 

 

 

 
 
 
 
You will next see the summary of the ERegistration Submission details.  
 
Click ‘Submit’ to confirm the submission. 
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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. 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   
 
 
 

QuartzWeb Guide - How to register your learners  7 

Adding learners to an existing Run 
 
Please complete and save a copy of the ERegistration template with the additional learner 
details. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To submit the additional learner registrations, from the home page, please click on the ‘My 
Course Runs’ icon. 
 
  
 
 
 
 
 
 
Search for, and then select, the required Course Run ID. 
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Click on the ‘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. 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

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