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Our External Quality Assurance (EQA) staff will sometimes need to see evidence of the assessments or course work 

that your learners have produced. They may also ask for other documentation like Internal Moderation reports.  

You may arrange with the EQA for them to have access to your own internal systems, or you may share documents 

by email. Alternatively, you may use QuartzWeb to upload any documentation that we request from you. 

To upload materials to a particular course (for example when sharing samples of learners’ work) click My Course 

Runs from the home page: 

 

Then select the course run from the list at the bottom of the next page: 

 

On the next page click Upload Materials for Moderation: 
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On the next page on the Submit Document panel, choose a document type from the drop down (for example 

“samples of work for moderation”) and, optionally, a sub-type. 

  

Then click Select File and browse to the file and click Upload. 

Note: if you need to upload a folder of documents with sub folders etc. you must zip the folder first.  

Occasionally you may need to upload a document that does not pertain to a particular course. To do this click 

Upload Generic Files Against Your Centre form the home page and follow the same upload procedure: 

 

A report can be run to list all documentation you have uploaded over all courses. To run this click Reports from the 

home page: 
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Then select Centre Uploaded Documents for a list of your most recent uploads: 

 

Clicking the Location link will take you to the page from which the document can be downloaded. 

Sometimes we may make materials available to you for download from QuartzWeb. For example for some of our 

qualifications we may share practice assessment papers. 

To access you downloads select Resources from the home page and then Documentation. 

 

Your downloads will be available in the Documents box: 

 


