Making learning matter.

QUARTZWEB USER GUIDE
HOW TO REGISTER YOUR
LEARNERS

LEARNER REGISTRATION
Complete and save a copy of the ERegistration template with the learner details.

To log on to QuartzWeb, go to https://quartz.ocnlr.org.uk. Tick the ‘I have read and agree
to abide by the Terms and Conditions’ box to allow you to enter your username and
password.

Tick the box

To submit your ERegistration file, from the top menu click on ‘Actions’. A drop
down menu will appear where you will need to click on ‘ERegistration Submission’.

Click ‘Actions’

Click ‘ERegistration Submission’

Complete the ERegistration Submission details using the drop down menus to select
the course name, tutor name etc. Once all the fields are completed, click on ‘Browse’ 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 ERAC (Electronic
Recommendation for the Award of Credit). Choosing ‘Continue with Unit Registration’
will allow you to select which units appear on the ERAC.

Either click on ‘Continue’ or
‘Continue with Unit Registration’
Click on ‘Browse’

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.

Click ‘Search’

Click ‘Add’ or ‘Add All’

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

Click ‘Continue’

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

Click ‘Submit’

Once submitted, you will see an on screen confirmation. When the registrations are
processed, you will receive an email inviting you to download your ERAC.

Please see our accompanying step-by-step guide on HOW TO DOWNLOAD, COMPLETE
AND SUBMIT YOUR ERAC when you are ready to make certificate claims.

About OCN London
OCN London is a well-established national awarding organisation with over
25 years’ experience in accrediting learning. We are a not-for-profit
organisation with charitable status, dedicated to widening participation in
learning and training, social inclusion and employability. We are also a
market leader in the recognition of achievement through credit-based units
and qualifications. Based in London we work with centres both across the
UK and abroad, offering national qualifications and accredited programmes.
Our mission is to provide opportunities for people from across society to
benefit from learning, particularly those from disadvantaged backgrounds.
Why work with us?
• We are agile and responsive. This means you will get a personal service
with direct access to a named contact and a quick turnaround.
• We pride ourselves on our close relationships with centres. The people we
work with see us as a trusted partner, not just a supplier.
• We want to help you get the best from your learners and employees.
• We have a reputation for high quality. The OCN London brand carries
national recognition and kudos.
• We are flexible and recognise the importance of accommodating the
needs of different learners and different learning styles.
• We offer exceptional value for money. Just ask the people we work with.
• We are committed to the belief that learning can change lives.

OCN London is regulated by Ofqual and the Quality Assurance Agency for
Higher Education.

For further information or assistance please call the OCN London Centre Support
Team on 020 7278 5511. Alternatively email us at enquiries@ocnlondon.org.uk.

