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1.1 What is QuartzWeb

This guidance document provides instructions on how to use the Ascentis QuartzWeb Portal and relates to
the processes involved from initial registration to award and certification.

QuartzWeb provides centres with direct access to the Ascentis database (dependant on role) offering the
ability to:

Upload learner registrations

View current and previous classes

View learner history

Access learning and support materials

Add and withdraw learners to and from classes
View key documents for verification visits

To access QuartzWeb, please visit quartzweb.ascentis.co.uk or login at the top of the Ascentis website.

‘CuswrtzWeb - Canlre Adminisiralor® ol Lune Valiey College:

mﬂelcome to QuartzWeb

You are logged in as Centre Administrator

To enabie learning through Innovative education and axceptional customer service.

@ Register Learners a Ascentis News
o Submit Results 0 Training and Events
@ Contacl Manager @ Help and Support

Reports and Resources

Office 4, Lancaster Business Park, 8§ Manning Way, Caton Read, Lancaster, LA13SW
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2 REGISTERING LEARNERS USING QUARTZWEB

2.1 Registration Criteria

Centres should register learners using QuartzWeb, the Ascentis learner registration portal. To gain access to
QuartzWeb for relevant centre personnel, contact your centre’s Super User. If your centre does not have a
Super User, please contact Ascentis at QuartzWeb @ascentis.co.uk. Authorisation will be made by Ascentis
and a username and password will then be issued.

2.2 Preparing the Registrations File

The Ascentis QuartzWeb Portal is for use by centres that have been recognised by Ascentis to deliver the
qualifications. Learner information should be uploaded to the QuartzWeb Portal by means of either a .csv
file or .xIs document, the file template is available for download from the QuartzWeb homepage or from
the bottom of the ‘Register Learners’ page on QuartzWeb.

Learner Registrations File Format

Click Here for a 'Standard Learner Registration' submission form (as an Excel file).
Click Here for instructions on filling in the 'Standard Leamer Registration' submission form.
Leamer Registration files can be accepted in a variely of formats. Click Here: for full details of the file-formats available and associated coding conventions (in a Word document)

2.3 Presenting Learner Information for Upload

Some of the information requested about the learner at the time of registration is used for statistical
purposes and is covered by the current Data Protection legislation.

The format of the registration document is made up with a number of mandatory and non-mandatory
fields as identified below:

ULN - Optional

Forename — Mandatory

Surname - Mandatory

DoB — Mandatory

Postcode - Optional

Gender — Optional, Dropdown Menu

Ethnicity — (AHED use only, explicit consent required from learner)

Insert Page Layout Formulas Data View Developer Q Tell me what you want to do...
olu v | = =
}-()Cut Arial 110 ~ AN T== - £¢ Wrap Text General v m
Pasti R ¥ () C di;‘
a - - - Yy =E=EE=E EE B v b0 g or
= # FormatPainter | B T U — - - o Mirge S eahs AR e Formatty
Clipboard = Font = Alignment = Number [
17 v fi
, A B | c D | E F G - I J
(ULN Forname Surname DoB Postcode Gender Ethnicity
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Once the document is complete and populated with learner information, this should be saved locally
before being uploaded to the QuartzZWeb Portal for registration.

Please retain this document for future reference.

Insert Page Layout Formulas Data Review View Developer Q@ Tell me what you went to do...
e = =
L Ix Cuk Arial e AN == = - (E_TfWrap Text General - —?_ﬂl
‘B Copy ¥
Past vl Byvia == [ b . 2 .58 | Sonditions
a‘ o 0 FormatPantors| A i DA =E== E3E EMerge&Center % * | ‘o a0 Fo‘:r:m:‘nng
Clipboard Y Forit ] Aligament m Mumber w
110 v fe
X A B | c D J==F G L= | 1
1 ULN Forname Surname DoB P de Gender E
2 | John Doe 01/04/1998 LA4 28BN M White
3 Jane Jones 02/07/2000 LA1 3LL F Indian
4 Mary Walker 03/12/1988 LA3 2MR F Black Aftican
5 Steve Smith 15/06/2001 LAT 2NN M Muxed - White and Asian
6

2.4 Registering Learners via QuartzWeb

Log into QuartzWeb and ensure that your role is set to Centre Administrator. If this is not the case, use the
dropdown button to select the role and click ‘Switch’.

'A\_v(;«;‘ntis

and Events

Select “Actions’” and ‘Learner Registration Submission’ from the menu list at the top of the screen or
alternatively, select the ‘Register Learners’ button on the homepage.

/\ : ADGS « REIOWDES v AdTwasbon = ACORSS 10 HE Exams ONCe™ 61 Lane Vaky Cotege
DCGHUS

7 |
rachng

You

moes

Meur Learner Regesyatons

e 9me to QuartzWeb

EROSES SDmS 50N

Accose To HE Reous 5 an Access to Higher Education Exams Officer

To enable learning through innovative ecucation and exceptional customer service

l !g Register Leamers 6[\8:»’:!]7!5 News
AHED Results @ Training and Events
Contact Manager @Hum and Support

Reports and Resources

939

Ofice 4. Loncaster Busness Park, § Manning Way, Caton Roed, Lancaster, LA1 35W

Ascentis Version 6, March 2020 5



2.5 Learner Registrations: Programme and Qualifications

QuartzWeb uses a tiered approach to linking learner registrations to the correct programme and
qualification.

The programme / provider course of learning should be selected for all registrations made through
QuartzWeb and where applicable the relevant qualification should be selected from the dropdown menu.
(shown in diagram below)

A - Aclions ~ Resources ~ Administration ‘Access to HE Exams Officer’ at Lune Valley College
‘ Scentis

Learner Registration Submission

Please note that you are about to suomit a file of registrations for which @ new class will be created. It you wish to add rurther registrations to a current class then please use e options
on the specific class review page. Click here for a list of your classes

The programme/provider course of f:.a:m to Bigher Education Diploma [1479] View Units
learning

The qualification (if relevant) Neone speciied View Units
--None speciied—
126834 - Access fo HE Diploma (Praciifoner in Subsfance Misuse) [Level 3]

2806 - Access to Higher Educaton Diploma (Law) [Leve! 3]

2818 - Acoese to Hgher Educaton Diploma (Science) [Leveal 3]

If the programme / provider course of learning or qualification you require is not showing, it could be
that you do not yet have qualification approval. If this is the case, please contact Ascentis.

A : Actions = Resourcss = Adminisiration "Actess 10 HE Exams Officer” at Liine Valley Collegge

' Scentis

Learner Registration Submission

The programme/provider course of Access 10 Higher Egucation Diploma [1479)
learning

Tre qualification (if relevant) 2616 - Access 10 Higher Ecucation Diploma (Science) [Level 3]

Class cescrigtion

Class Start Date
Class End Date

Purchase order number

Tre site Noao v

Tuter Nona v
Tide Forename Surname Emall Add Tutor
Second Tuter None .
Third Tutor ~None - v

Notes on this submission

Learner Registration file 1o submit
text (.csv) or Exzel (.xis or xlsx) Orop a registration fiie here

_ Or, select a registraton file
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Tip: Please note that whilst the Class Description is not a mandatory field, its completion will aid
identification of classes at a later date.

The Class Start Date is mandatory and relevant to the date that learners started the course, the Class End
Date is relevant to the date that teaching on the course has finished.

The Purchase Order number is the reference number provided by your finance team which is included on
the invoice. This is a mandatory field and will cause an error with the registration process if not completed.
The Site field may be relevant to the Centres where courses are delivered over different sites.

Up to 3 Tutor names may be entered, however these fields are not mandatory.

Caution: The Notes on this submission field is not mandatory, Data entered into this field will cause the
file submission to become delayed as the notes are submitted to Ascentis staff, and it is advised that this
field should be blank unless there is a particular aspect that requires highlighting with Ascentis.

2.6 File Submission

The final section of the registrations process is to submit the registrations file that was created as a .csv or
.xls document.

Learner Registration file to submit
1ext (.csv) or Excel (xIs or xisx) i Drop a regisiration fie here

r select a reqgistration file

Select Browse to search for the saved Learner Registration file on your system, or drag-and-drop the file
directly into the box and click Continue, to process the document or Continue with Unit Registration if
registering on Single Unit Programmes or selecting Units on Registration.

Learner Registration file to submit
1ex1 (.£3v) or Excel (.xIS of .xI$x) Drop a registration file here

All Files Uploaded. Please select file(s) ta uplad

This is & 'preview’ of the Tiig you have uploaded. The top (vellow) Ene displays the column headings we are expecting - beiow that is displayed JUST the first 20 lines of the file

NB: If the file does not appear 1o malch the yelo
BUT DONT FORGET then 1o re-crag-and-drop

mn-headings. you ¢an procede o submit the file but it may be subject t
e-select & - and check again the 'yeflow’ column headings against your i

ing deiays. Aliernatively, edit the file now,
I content

ULN F 5 DoB P de Gender ploy Adj Adj omment
ULN F S DoB Py de Gender Ethnicity

John Dos 01/04/1999 LA42BN M Whits

Jane Jones 02/07/2000 LAT13LL  F Indian

Mary ‘Walker 03/12/1388 LA32NR F Black African

Steve Smith 15/06/2001 LAT12NN M Mixed - White and Asian

< Amend Continue with Unit Registration I Continue »

Once the Learner Registration file has been selected, a preview will be shown of the data it contains. This
preview will show the first 20 rows of data.
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2.7 Registering Single Units or Selecting Units on Registration

If registering on Single Unit Programmes then please enter either the Unit ID, Unit Name or RITs code to
search for the required unit on the ‘Search Prog/Provider Course Units’ screen, Select Add+ to apply the
unit to the learner registrations and Continue to complete the registration process.

Search Prog/ProviderCourse Units

UnitID Name

Unit1ID Unit Name Level Credits RITS National Code

1383358 Introducing Bniish Valuas E3 2 KIB171337

National Code

+ Ada

2.8 Viewing Classes

Learners that have been submitted to QuartzWeb will be automatically entered into a class and provided
with an ID. Please use this ID when contacting Ascentis with technical or admin queries, the submitted class
will be available to view by selecting ‘Actions’” and ‘Your Classes’ from the top menu bar.

s v Resources Adrmanistration » ‘Access to HE Exams Officer’ at Lune Valley College
Tracking
Your Classes
Reviey
This screen allows you tg e It showing ‘current’ classes - i.e ones where foday's date lies betwsen their start and end dates
Find Classes Your Leamer Regisirations
Class ID oy nce Starts in Academic year Current?
Learner Regisiration Submission Aoy 5 @
EResults Submission
Programme/Provider svider Course Name
Access To HE ResuRs
Qualification ID Qualification Name
Tutor
- Any - v
Class 1D | Provider gr Q Q Name Class Description Class Class End | Class Site
Reference | Course ID Course Name D StartDate | Date Name
1508530 1478 Access 10 Higher 2804 Accass 1o Higher Education Diploma (Humanties] | #Blanics 22032017 Beach
Education Diploma Campus
1514513 1478 Access to Higher 2796 Access to Higher Education Diploma (Businsss) TEST AHED for TEST 01002017 Beach
Education Diploma VERIFICATION Campus
1520038 1479 Access to Higher 126888 Access to HE Diploema (Journalism and Media) DANS CLASS 01082017 Baach
Education Diploma Campus
1520488 1479 Acoess to Higher 26886 Acoass 1o Higher Education Diploma (Socal Jack Test 250012018 Luna
Education Diploma Sciencs) Campus
1520402 1479 Access to Higher 2798 Accass 1o Higher Education Diploma (Business) | Keeley Stesls 13092017 Lura
Education Diploma Campus
1520403 1479 AC0ASS 10 Higher 2704 AD0BSS 10 Higher Education Diploma (Allied Jackie Bates 250012018 Luna
Education Diploma Heafth Professions) Campus
11335080 1475 ACess o Hiohes A03 Ancess o Hicher Education Dintoma (Health aod | Testing Digsct Eolry 15052018 HMP.
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A search function will then be displayed along with a list of classes. To select and view a class, click on the
Class ID or enter search parameters (shown below).

Find Classes

Class 1D Provider Reference Starts in Academic year Current?
Any v vl
Frogramme/Provider Course ID Programme/Provider Course Name
Qualirication ID Qualltication Name
Tutor
— ANy — v

Tip: If an expected class is not visible, remove the tick from ‘Current?’ and click ‘Search’, by default the
‘Your Classes’ screen opens displaying classes where today’s date lies between the start and end dates.

Each learner within a class is issued with a unique six digit ID number for identification and reporting
purposes. Within the QuartzWeb class screen a number of options are made available.

Changes to learner status (withdraw / re-register)

Add further units to a learner (Actions button on left hand side)
Add learner photo (Actions button on left hand side)

Access learner history ( click ‘more..." next to learner surname)
Access class documentation (highlighted)

: Achons « Resources « Administration = ‘Access  HE Exams Oficer’ 3t Lune Valiey College
centis

Leamer Registrations ~ Ui Registrations ~  Results [l Glass Documentation

Class [1509530]

rrovider [1238] Lune Valley Comege
Programme/Provider [1479) Access to Higher Education Diploma

Course

Quaalitication [2804] Access to Higher Education Dipioma (Humanities)

Provider Reference Purchase Ordsr No

Chss surt 22032017 Class End

She Beach Campus

Number of Leamers 10

Tuter Quality Personnel None

® Programme Run Administration Events

Learner Regsstrations

CICK 0N e SUMAME 10 review e KaMer's NUSIOny 10r Your curmenlly SeRcied srganisation

Actioas IA]I | vearner o qu lnne | Forosame | sumams Dat of Bem lSLtui lmncs ]anmﬂm Registeroe |
3 Shayo nch (mace 1040 B to Hgher Education Oipioma (Humantie 220
B Upioad pholo (o evidence) wih (mare.. ) | @B A Dioke
o (more. ) O Motics | (3 Actoss o Higher Education Diploma (Humantie
© Reregister Agnes  |Barsow(mers.) [101011910 | NeiSpeces |@Merics | G Access tosigher Education Oploma (Humanses) | 22032017 |
2 Check registered qualitcation | |
e e sl i gmcer. ) 10701910 | el Spe ©Movice | G Avcess togher Educobon Dploma (Humandes) | 22032017
T |
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2.9 Multiple Learner Unit Registration

When a class has been registered on QuartzWeb, units may be added to learners either individually or by
using the Multiple Learner Unit Registration area.

To register all learners against a number of units, please ensure that each learner is ticked by clicking ‘All’
under Learner Registrations on the Class page and select Multiple Learner Unit Registration from the Unit
Registrations menu, below the menu bar at the top of the screen, this will display the Learner Unit
Registration screen.

The Learner Unit Registration page is displayed as three sections:

e Learner list (current learners registered within the class)

e Learner Unit Registrations (Units, the learners are currently registered on)

e Register Units (Units available on this qualification that may be attached to the learners)
Selecting units at this stage of the registration process will reduce the number of Units visible in the E-

Results Submission Form.

The Multiple Learner Unit Registration option is accessed through the Unit Registrations option at the top
of the Class screen (below).

A o Actions ~ Resources « Aaministration « ‘Access to HE Exams Ofmicer* at Lune Valiey College
»Scentis

Leamner Reg - 4 Resuls » Class Documentation

Class [1509530]

Class Unit Registration

Multiple Learner Unit Registration

Provider

Programme/Provider [1479] Access 1o Higher Education Diploma

Course

Qualincation [2804] Access to Higher Education Diploma (Humanities)

Provider Reference Purchase Order No

Class start 22/03/2017 Class End

Site Beach Campus

Number of Learners 10

Tutor Quality Personnel None

® Programme Run Administration Events

Learner Registrations

Click on the surname to review the learner’s history for your currently selected organisation

Actions aamw 0 1 ULN ‘ Titho

Forename | Sumame Dats of Birth | Status | Metrics [ Registered On | Registerad
actons» | |2 | 850450 €B) Shayne Lynch (mare...) 10101810 Withdrawn © Matncs | B Access to Higher Educaticn Dipioma (Humanites) 22
f 856206 @) Chive Nash (more...] 1F10AF10 | Withdrawn © matrcs | B3 Access to Higher Education Dipierma (Humanites) 22/032017

To select all learners within a class, click ‘All’ on the table header (highlighted above)
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The Learner Unit Registration screen (below) will allow units to be added or removed, depending on the

qualification being studied.

Learner Unit Registration

Class [1509530]

< Back to Class

n Shayne Lynch
n Chioe Nash
n Jack Amver

Learner Unit Registrations

These are the curent units registered to this [sarner or to ALL of these leamers (where more than one learner is listed above, then ONLY units in commen are Bistad|

Tolat 12 credis. Leved 3. 12 cradiils.
Tolar 12 credts Leved 3 12 crediz,

Totak 12 credes Leves 3 12 cradits.

fcon next 1a each learner's name 1o review individual learners’ unit registrations)

Learner registration details
with credit information
sorted by Level.

Units currently registered
against learners

Add more units a3 required from the search resuls telow
Module Name UnitiD | Unit Name Level | Crecits RTS | National Code
Engian Language and Litarstse 10277 | Infroduchion 1o Englsh Language and Literaaure: Language Anshyais 3 3
Engish Language and Literahre 10278 | Panning a Research Project (English Langusge and Lierature) &) 3
Engish Language and Liferatre 10281 | Acadamic Sbia in Engliish Languags and Lerature (Exanynation) &) 6
Register Units
Units within the
Module
= z Programme of study that
—an-
UnitiD Unit Name RITS National Cod may be attaChEd to
learners.
Module Name UnitlD | Unit Name Level  [Credits  [RITS | Nationsi Code
At Design and Media 10185 Introducton to Drawing 13 3 + Add

Ascentis Version 6, March 2020
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3 ENTERING LEARNER RESULTS

In order to enter learner e-results through QuartzWeb, select ‘Actions’ and “‘Your Classes’ from the main
menu bar and click on the relevant class ID from the list provided at the bottom of the page. Alternatively,
click the ‘Submit Results’ button on the homepage.

Tip: At this point please ensure that all learners are listed and that any learners that require withdrawing
are marked accordingly.

Actions All | LearnerID ULN | Title | Forename | Surname Date of Birth | Status ]Me!rics Registered On Registered

3 10/19 Mithdraw, etric: Acces igher Educaf ( itie: 221032017
Actions « mors. .} 10/10/1910 | Withdrawn @ Metrics E, ceess to Higher Educafion Diploma (Humanities) 031201

Click ‘Results’” and Select ‘EResults Submission Forms’ from the options (shown below).

A g Actions ~ Resources ~ Administration ~ ‘Access to HE Exams Officer’ at Lune Valley College
@ceniis

Leamer Registrations - Unit Registrations ~ Resuits ~ Class Documentation ‘

Class [1509530] T —y : e ol e
Diract Entry Results By Leamer
Provider [1226] 1 une Valley £ [ EResults Submiasion Forms l
Programme/Provider [1479] Access to Higl " Rasesement Scheduing
Course
Qualification [2804] Access to Higher Education Diplomea (Humanities)
Provider Reference
Class Start 22/03/2017 You are logged in as Centre Administrator
Site Beach Campus
Number of Learners 10 To enable leaming through (nnovative education and exceptional customer service
Tutor

@ Register Leamers a,\sr::—'w:s News

li ES\.[‘H" it Resulls 0 Training and Events
9 Contact Manager @l!u‘p and Support

@ Reports and Resources

Click to select the Matrix Submission Form and click ‘Generate Marksheet’ to continue.

[\ < Aclions ~ Resources v Administration ~ "Access 1o HE Exams Officer’ at Lune Valley College
‘ Scentis

EResults Submission Form
For class [1509530]

< Back to Class

Standard Marksheet

l “IMatrix Submission Form ]

~Unit'Mark Submission Form

JAPL Submission Form

PPL Marksheet

PPL Submission Form

Generate Marksheel

Ascentis Version 6, March 2020 12



Once the mark sheet has been generated, an Excel file will be produced, please save this to your local

network.

In the row against the learner please supply the marks (beneath the unit assessment titles) however if an
incorrect mark is entered, an error message will appear to highlight this.

Continue the above step for each learner listed within the spreadsheet.

Please note: Once the marks have been entered for the learners, please save the document, ensuring that
the file name is not changed.

A B C D | E
o Scenti Results Sheet
1 e
7]
3| File Ref: 5777191
4| Class: [1508256] Perception Test
5 Provider: [1235] Lune Valley College
6 Programme: _|[1281] Intemet Safety |
7 Qualification: |[2530] Ascentis Level 1 Award in Internet Safety For IT
8 | Learners: 1 |
9| Start Date: 15/03/2017
10 End Date:
| T
:Z Moderation Date

_Quartz ID

leaner

Pleass enter &
moderation datein
theformet
DD/MNSYYYY

Learner ID

ULN

Once the document has been completed, within QuartzWeb select the E-Results link from the main menu

bar and using the ‘Browse...” button navigate to the saved Excel document and select Submit.

Please ensure that all results are uploaded through QuartzWeb prior to the EQA visit.

Ascentis Version 6, March 2020
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4 DIRECT ENTRY RESULTS BY UNIT

4.1 Submitting Direct Entry grades

The Direct Entry Results by Unit is an optional feature that will allow results to be entered directly into
QuartzWeb and stored in the ‘Basket’ rather than completing and submitting the manual mark sheet.

To access Direct Entry of Results by Unit, please select "Actions’ and ‘Your Classes’ from main menu bar in
QuartzWeb.

Cen[lS Adlions ~ Resources Administration ~ "Access 1o HE Exams Officer” al Lune Valley College
Tracking
Your Classes
This screen allows you ta e It showing 'current’ dasses - i e onzs where today’s dale lies between their start and and datss
Find Classes Your Leamer Registrations
Class ID B ance Starts in Academic year Current?
Leamer Registration Submission
EResults Submission o T N
Programme/Provider  accecs To HE Results wider Course Name
Qualification 1D Qualification Name

Then select the relevant class from the list provided and click the Class ID to display the learner
registrations.

To continue, select ‘Results’ and ‘Direct Entry Results by Unit’ or ‘Direct Entry Results by Learner’ from the
class menu.

C entl S Actions ~ Resources ~ Administration ~ “Access to HE Exams Officer” at Lune Valley College
Leamer Registrations ~ Unit Reg - Results ~ Class Documentation
Class [1 509530] Direct Eniry Results By Unit
Direct Entry Rasults By Learner
Provider [1236] Lune Valley Ci  EResults Submission Forms
Programme/Provider [1479] Access to Higl  Accceement Scheduling
Course
_Lualification 128041 Acress to Higher Fducation Dioloma (t ities)

From the Direct Entry Results by Unit Submission page, select the required Unit from the dropdown
provided, the list of learners will appear below.

A 1 Actions ~ Resources ~ Administration ~ '‘QuartzWeb - Centre Administrator’ at Lune Valley College
@ ceniis

Direct Entry Results By Unit Submission
Class [1543241] RO TEST

€ Badkto Class

10835 [C=12 L=E2] ESOL Skills for Life Speaking and Listening J/506/1553 v

Please set leamer grades before dicking Add/Amend Baskst

Add/Amend Basket 0 resuits for this class in this basket

Loamer ID Leamer name Result (Set Achisved)

986614 Mont Anna ’ Achieved X
985610 George Ear p Not Achieved Y
986611 Lovise lanna — Please Selact — X
986612 Mitch lgan Plaasa Salact X
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To enter individual grades for each learner, use the dropdown menu provided under ‘Grades’ or click ‘(Set
Achieved)’ from the column header to set all learners as ‘Achieved’.

When all grades have been entered for the unit, click ‘Add/Amend Basket’ to store the grades, ready for
submission. When grades have been submitted to the basket, a basket icon ™ will appear and the number
of results will be displayed as a number at the top right hand side of the page.

For grades that require a numerical value entered instead of an ‘Achieved’ option, the number may be
entered directly into the Mark column.

ﬂ enti S Adions ~  Resources ~  Administration ~ 'QuartzWeb - Centre Administrator’ at Lune Valley College 5 0

Direct Entry Results By Unit Submission
Class [1512239]

€ Back to Class

5787.IC=2 L=0ne] Emironmental Suslzinability L/602/1107 ¥

Please sot leamer gradss before dlicking Add/Amand Basket

AddiAmend Basket 0 results for this class in this basket

Leamner ID Learner name esuli

867255 Dummy Leamar 1 ’ a5

867256 Dummy Leamer 2 b 2

867257 Dummy Leamer 3 ' [ | ]

Additional units may be selected from the dropdown menu to continue adding grades to the class or select
‘Back to Class’ to return to the previous page.

Once all grades have been entered as Direct Entry of Results by Unit, navigate to the basket by clicking on
the number at the top right hand side of the screen. This will display all results awaiting submission. The
dropdown menu will allow for selection by class or the option to submit all results in the basket.

"x H Adtions ~ Resources ~ Administration ~ "QuartzWeb - Centre Adminisirator’ at Lune Valley College

»SCeNtiS

Direct Entry Basket

LeameriD | Leamer unitio | Unit Level | RITS Nstional Code | Class Result Option

336614 Anna Moni | 10835 | ESOL Skills for Life Speaking and Listering E2 | 4s08/1583 [1543241]ROTEST | Achieved Cramend | % Rewman
888610 Ear Georgs 10835 | ESOL Skills for Ufe Speaking and Listening E2 JIS06/1583 [1543241] RO TEST [ Mot Achieved m
388611 1anns, Louse | 10835 | ESOL Skilla for Ufe Speaking snd Listaning B2 JIS06/1553 [1543241) RO TEST | Achweved m
988612 Igan. Mitch 10835 | ESOL Stills for Lfe Speaking ang Listening E2 | JiS06/1563 (15422411 RO TEST | Achuevea m
388613 Lard, Mary 10635 | ESOL Skills for Life Speaking and Listering E2 | 45061563 (1543241 RO TEST | Achieved m
23860 Wear Della 10835 | ESOL Skills for Life Speaking and Listaning E2 JIS0R1583 [1542241) RO TEST | Achieved \m m)

At this point the option of amending learner grades or removing the grades from the basket is made
available. To submit the grades to Ascentis, please select ‘Submit’.
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A confirmation page will appear displaying grade submission information and the option to make
amendments if necessary, to continue with grade submission, please select ‘Confirm Submission’.

Actions ~  Rosources ~  Administration ~ ‘QuartzWeb - Centre Administrator’ at Lune Valley Callege

centis

Confirm Direct Entry EResults Submission

Please confirm that you want to submit a total of 6 awards for 6 leamers on dass [1543241] RO TEST

<€ Amend Confirm Submission »

An automatic email will be generated at this stage notifying the EQA that grades have been entered and
that grades are awaiting processing.

Results/assessments for all units for a particular learner’s registration can be set on from a single page. The
page accommodates all types of units (i.e. graded only, marked, grade-from-mark etc.)

4.2 Viewing and printing submitted grades

To view grades that have been submitted for verification, select ‘Administration’ from the main menu bar.

Actions ~ Resources Administration v

ontact Manager

Entry EResults Sul

From the Administration page, select ‘EResults Status’ to view a list of classes that have results attached via
the Direct Entry Results function.

/\ T Aclions Resources v Administration ~ ‘QuartzZWeb - Centre Administrator’ at Lune Valley College
O\ ceris

Administration

() Learner Registrations Status

£) EAssessment Status

Status Ref | Class Provider Class Class Class End | Regs | Being Pr Provider 330 Verified | Tot Days | Option
0 [s] Reference Description Start Awarded | Course Days
Awaiting QA 1538248 Test 05/10/2018 | 26/102018 | 7 7 Cerfificale in ESOL Skills for | 071112018 141 ®
Venncalon Lre
Awaiting QA 1541540 TesiClass for | 27/1172018 7 1 Ascentis Level 1 Certiicatein | 0711212018 111 SV
verification Webinar Progression
Awaling QA 1541523 samgtgrgd 27112018 7 3 Ascentis Leve: 1 Gertiicate In | 07122018 m m_l__

Selecting the “View’ button will provide a detailed list of results for learners within the selected class.
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Acons ~

View EResults

Resowrces ~

© View EResults for Class Test [1538248)

Administration ~

‘QuartzWeb - Centre Administrator’ at Lune Valley Collage

Translate to English

View page source Cerlsl)

Irspect

CirleShiftel

Leaenac 1D Learner et | unie L |rs National Coda Rewsit

%525% Mctoamer), Cumme 10043 ESOL Sl for Life Witk =] RIS06/1629 Acheved
52537 licLeamer2. Cumme 10823 ESOL Skills for Lie Whitng £ RISOH1629 Acheved
952536 McLaarmerd Cumme annan AT = RISO1620 Actiaved
552530 TcLsarers, Dumnse Beck AR ey = RS08/1620 Achiaved
%2540 McLearers Dumme i ARG £ RIS0/1629 Achicvea
%2541 NMcLsareré. Cumme o QA £ RIS0A1629 Acheved
952542 TcLeamer?. Cumme Soveas: Cirles [ R506/1629 Achioves

l Print. Cirle P
Cast.

To print the results information, right click within the report and select print, your local printer settings will

appear automatically.
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5 ROCC- CHECK
Wherever a registration is in the context of a specific qualification, QuartzWeb users will be able to run the

full ROCC checking function to confirm that a combination of awarded units and registered units will be
sufficient for a leaner/candidate to achieve that qualification.

Centls Actions ~ Resourc Admansstration » ‘QuartzWeb - Centre Admanistrator” at Lune Valley College
Leamer v Untt > Resufls » Ciass Documentation
Class [1510702]
Provider [1236] Lune Valiey College
Programme/Provider {1187} Award in Healthy Living
Course
Qualification [2316] Ascentis Level 2 Award in Healthy Living
Provider Reference Purchase Order No
Class Start 03052017 Class End
Site Beach Campus
Number of Leamers 8
Minimum Age 14
Tutor Quality Personnel None
@ Programme Run Administration Events
Learner Registrations
Click on the sumame to review the leamer's history for your curently selected organisation
Actions. lAlI l Leamer 1D ‘ ULN |nm Forename | Sumame Date of Birth | Status Metrics Reqistered On Registerad
s+ | ’ - (882722 ‘ | Waylon | Smithers (more ) 10101910 | Kol Spuciiod | © Melrice | e Ascantis Lovel 2 Awardin Haallby Liing. | 030062017
B Upioad photo (or evidence) Martin Princs (mors...) 10101910 Nol Spacified | @ Mefrics | wea Ascantis Lavel 2 Award in Haalthy Lrang 0352017
W Reqister units against this Isarmer -
Moe Syzslak (mara...) 10101910 Nol Specifiud | @ Mekrics | @) Ascantis Laval 2 Award in Haalthy Luing 03052017
& Enter resultsiclaims/assessments
© withdraw Miljhouse | Van Houten (more. ) | 1011071910 Nol Specified | @ Metrics | == Astentic Level 2 Awsid in Heallty Living 031052017
.[ 1 Check reg: ati 1
J Bart Simpson (more. ) 10/10°1910 Not Specified | @ Metrics | e Ascanlis Level 2 Award in Haaltty Living 03052017
Atons v 862718 Ned Flanders (more ) 1071071910 © Metries | =3 Ascantis Level 2 Awaid in Heallly Living 03052017
253220, 2 o N P PPN Py T fio L auald Anocd e Lol

The check is always against both achieved and registered units. ‘Registered’ units means any units explicitly
registered against the relevant learner or units registered against the class/batch/cohort.
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' Quanfication Check

A Waylon Smithers
# Ascentis Level 2 Award in Healthy Living

”m}m(ﬁh Level / Optional Unes: OK
@ [groun] Quartz Entry Leves / Optional Unis. OKX
08 cuts] Ouarez Ertey Laved OK

4023 from i chack of the rubes-of Combinatien assuming the canddane
actives all S nits By v Lty rghstased 0n and that in the owantine 00
cumently achieved urits Caase 1o be appicable

The operation will only be available when either:
1. The registration has a specific qualification against it
2. The class/batch/cohort has a specific qualification against it

The ROCC-Check option appears (when available) on the ‘Actions’ menu, which is present against each
learner registration.
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6 E-CERTIFICATES

6.1 Accessing E-Certificates

Once your results have been submitted to Ascentis, verified and processed, the option to generate E-
Certificates will be available for use.

To access the E-Certificates feature on QuartzWeb, navigate to the class screen by selecting ‘Actions’ and
‘Your Classes’ from the main menu bar. The ‘eCertificates’ option will be available below the class details
section.

A 1 Actions ~ Resources ~ Administration ~ ‘QuartzWeb - Cenlre Administrator” at Lune Valley College 3
. scentis

Learner Regisirations ~ Unit Registrations « Resuits ~ Class Documentation

Class [1558777]

Provider [1236] Lune Valley Coliege
Programme/Provider [185422] Food Safety
Course
Qualification [127250] Ascentis Level 2 Award in Food Safety in Catering
Provider Reference Purchase Order No
Class Start 201212019 Class End 31/01/2020
Site BayView Campus (Beach Campus)
Number of Learners 6
Minimum Age 14
Tutor Team, Registrations Quality Personnel None
® eCertificates
® Programme Run Administration Events
» Enter Single Learner Registration
Learner Registrations
Click on the sumame to review the learner's history for your currently selected organisation
Actions All |Leamer|D |ULN |Title | Forename | Sumame Date of Birth Status Metrics Regmeten On Reqlslemd
Rt 1023695 ong of five (maore...) 10/10r1985 © Mewrics | e Ascantis Level 2 Avard in Foad Salety in Catering 201122019

6.2 Generating E-Certificates for learners

Before the E-Certification process can take place, Learners must be selected by ticking individual learners
within the class or by clicking ‘All’ in the learner table header.

® eCartificates
® Programme Run Administration Events
> Enter Single Leamner Registration

Leamer Registrations

Click on ihe sumame le review the leamer's history for your currently selected organisation

Actions Al lunm 10 |ULN |Title | Forename | Surmame Date of Birth | Status Metrics Registered On Registerad
Actions - lll)&lﬁ% ©ne of five (more. ) 1071011985 @ Metrics | em Ascentis Level 2 Award in Food Safely in Catering 201122019
r— Hog3sa7 Two of Five (mora ) 1/10/1935 Not Specified | G Mstrics | e Ascantis Lavel 2 Award in Food Safaty in Cataring 2011212019
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6.2 Producing the E-Certificates

Once the learners have been selected, click the ‘eCertificates’ button to show the encryption pane and
enter a password to be used for the file.

Please note: any password may be used for the encryption, this will be used to access the file once
downloaded.

® eCertificates

To download eCentificates, first tick the relevant leamers, enter a password. and click 'Download’ A 'zip' file will be created containing all the certificates you've requested

(encrvpted with the sword you've chosen). NB: Your browser will prompt you to save the file.
I Encryption password: EE!HH l

Once the password has been entered, click ‘Get Certificates’ this will download a file containing the
certificates in PDF format.

The PDF certificates will have a QR code embedded in the bottom right hand corner of the document, this
can be scanned on most mobile phones to authenticate the certificate.

7 CONTACT MANAGER

7.1 Introduction to Contact Manager

The Contact Manager provides Super Users with the capability to manage, view and modify internal users,
roles and sites at the centre.

This option is available to all Super Users, by selecting ‘Contact Manager’ from the Administration Menu in
QuartzWeb. Alternatively, click the ‘Contact Manager’ button on the homepage.

Quarizywed - Centre Administrator at Lune Valey College

You are logged in as Centre Administrator

To enable learning through innovative education and exceptional customer service.

@ Register Leamners &Aﬂcorlis News
o Submit Results G Training and Events

l@ Contact Manager @ Help and Support
@ Reports and Resources

The Contact Manager screen is set out as an alphabetical list of current users within the centre, each local
user is displayed with their email, telephone, site and role.

Ascentis Version 6, March 2020 21



Only ‘valid’ contacts are displayed, if a contact has been ended, then a valid to date will appear in the right
hand column for a period of 24 hours before being removed from the list, this allows the opportunity to
renew the contact in the case of incorrect data entry.

Where a contacts role gives access to QuartzWeb a ‘Globe’ icon will be displayed against the role. ( (3 )

Displayed against each contact is an ‘Actions’ menu: this provides access to options to close the contact
(and re-open if used in error), modify the contact and add another role to the contact

7.2 Add a New Contact

To add a new contact to QuartzWeb, select “+Add New Contact’ at the top of the list and complete the
contacts details.

Actions~  Resources ~  Administration ~ ‘QuartzWeb - Centre Administrator’ at Lune Valley College

centis

Contact Manager

GDPR
The cantre Super User Is responsible fcr maintaining up to date contact Information for their centre. Please regularly review and upcate any contact Informatian in arder to ensure your data Is kept as
accurate as possible.

* Olick "+Add New Contact’ to add a new ontact
To modify an existing contact, use an option from the contact s corresponding "Actions’ menu.

* Usz "Close/end this contact/Contacts rele” 1o Ingicate 1hat 3 © has &Tner 21T your orZanisation ar no longer Nokls the roie
longer be vaiid after toda:

the row wil go grey indicating that the rde
e Ton N Te Case thal the cprion was Used inenor.
2. Fleasz note: that changs: to a Foranama or Surnama must o2 limited {unlass the ootion to force = significant change is ticked) and the email cannot be

* Usz "Rie-Open [his cormact € the "
* Ug2 "Modify this Contact to change de
charged to an email address that is alreacy in
* Lsz "Add a new role to this contact’ to 20d a new rale [and site| to an exshing contact

please note: Minor adjustments can be made to staff names but if a staff member leaves they will need to be deleted and new a staff profile added.

#pAdd New Contact

se by o different user.

(9] Foreame Sumame Role Job Title Sita DOI email Until
Number
ACUONS v Access to HE Exams Officar @ MIS Manager Lune Campus
Actions v Access to HE Tutor @ Lune Campus
- Centre Administrator (Exams) @ Lune Campus
Adlions ¥ Internal Verifier @ Lune Campus

Tip: If a new user will require access to QuartzWeb, please ensure the users email is entered and correct
as this will be used to receive login credentials.

Modify a Contact

Add a NeW Contact screen. Forename Surname Telephone

Martin Jones DD telephone number

Significant change of name
Tick fo allow a significant changs 1o an exiedng contacts name (2.g. becauss of marmiage or deed-pol
For new contacts (L. new people} picase use the ‘Addd New Contact option.

Job title
Job dtle
Email
jonesm@lun=valley ac uk
Role Site

) Web - re Admini: 3 =
QuartzWeb - Centre Administrato Lune Campus pe

Modify Cancel
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When the new contact has successfully added a new record, confirmation will appear after 5 seconds in the
form of a green banner.

Mariin Jones (smail of jonesm@Iunevaley ac.uk) in a role of Quartzyeb - Centre Administrator

Rolelcontact successfully recorded

7.3 Modify a Contact

The modify contact screen (available through the ‘Actions’ button) allows the Super User to make minor
changes to the contacts name, email and site.

If significant name changes are required (e.g. due to marriage or deed-poll) the Super User must tick the
‘Significant change of Name’ box.

Modify a Contact

Forename Surname Telephone

Martin Jenes DD telephione number

Significant change of name

e ’ evisting contact's name (e.g. becauss of maniage or deed-pol)
For new contacts (i.2. new peopie) piease use e ‘Add New Contact’ option.
Job title

~-mal

jonesm@lunevalley.ac.uk

Role Site

W, - ni
QuartzWeb - Centre Administrator Lune Campus v

Modify Cancal

When the contact has successfully modified, confirmation will appear after 5 seconds in the form of a green
banner.

Contacl Modifcation

The changes have been successfully applied

7.4 Remove a contact

To remove a contact through Contact Manager, click the ‘Actions’ button next to the contact and select
either ‘Close this role for this contact’ or ‘Close ALL ROLES for this contact’ in the event of multiple roles
being present for a contact.

Are you sure you want to mark this contact as no longer working at your organisation (in this role)?

Select ‘Confirm’ to close the contact. The row will display in grey for a period of 12 hours, after which the
contact will be removed from the Contact Manager screen.

If a contact has been accidently removed, then select ‘Re-open this role for this contact’ from the ‘Actions’
button.
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7.5 New User QuartzWeb Login

Once a contact has been registered in Contact Manager, they will be required to select ‘Forgotten your
password’ on the QuartzWeb login screen.

The ‘Request Password Reset’ screen will appear and request the users email address, a temporary
password will be sent to the email address supplied.

>scentis

Please enter your e-mail address or user-name for Quartz\Web and click Continug. You wil receive an e-mail with a password reset link which will enable you to change your password,
and log into QuartzWab.

Registerad e-mail address ar username:

8 MANAGE ACCOUNT AND CENTRE DETAILS

8.1 Account administration

Clicking the dropdown menu next to your name at the right hand side of the screen will provide a
breakdown of user information and provide the option to change your password.

My Roles will provide a list of roles that the user has for a centre or number of centres

My Non Organisational Addresses will list any additional contact information supplied to Ascentis
Sites will provide a list of sites that are available at the selected centre

The opportunity to create a default role

/\ ] Adtions ¥ Resources + Adminisiration « *Access to HE Exams Officar” at Lune Valley College o 8
. Scentis

E My Desalls
My Details My Calendar

Change Password
Default Role

Logout

to make your current role “Accass 1o HE Exams Officer’ at Luna Valley Collage your defauit rols T and Conditions

Anout
® My Roles Powered by Quarz\Vab
Version

® My Non Organisational Addresses

@ Sites for Lune Valey College
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8.2 Documents and Exam Papers

QuartzWeb provides the ability to both upload and download documentation relevent to individual users
or centres.

QUIAZWED - Contre ATminisirator at Lune Valley Colloge 0 oM

Declaration- Safe Storage and Ci- Assessment Materials:

5. {napers, mark schemes or Assesser Guides) the centre agress

. Moddied
Tite Date

The documentation screen can be found under the Resources tab, Resources > Documents on the main
menu.

To upload a document (usually Moderation or EV reports) select the correct type and sub type from the
dropdown menus and select ‘Choose file’ to locate the file on your local network or drag and drop your file
directly into the box. Once the file has been located and selected, click submit.

The document download section of QuartzWeb is situated towards the bottom of the page. When a search
is performed the results will automatically update to display all relevant documents. Documents can also be
viewed by type and sub-type by selecting the relevant option to the left of the document list.

Exams papers (if available to your role) are held securely within the Documents Download area of
QuartzWeb and are accessible by selecting the relevant document type, these are set out as e.g. English
Live Papers or Mathematics Live Papers.

Tip: Live papers are available to download as full set .Zip files .

Please note: Only users with an Examinations enabled role will be granted access to the Live papers, to
request access please contact your centre Superuser.

8.3 Filtering document lists in QuartzWeb
Documents lists in QuartzWeb can be found using either:

1. Live search feature, if you know the name of the document you are searching for
2. By using the + icon to filter through the document sub types
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Q | Search within tile 4+ Moditied
Title Date
Types and sub-types

4 Administration Documents ZIP - Entry 1 - English - Set 2 - PRACTICE zip 18/092016

4+ AHED Administration Documents

4+ AHED Assignment Srets

+ AHED Assignment Brefs 2019

+ AHED Marking Suppor: Sheets

4 AHED Model 1 Specifications

4+ AHED Model 2 Specifications

4 AHED Online Resources

+ AHED Sampling Reports

4+ AHED Specifications 2019

4+ Centre approvals - general

4 Centra Training

4+ Construction and Maintenance Decuments
+ Custom Bulk Uplcad Flle

+ Education and Training Literacy & Numeracy

+ English Skills Live Papers

= English Skills Practice Papers

English Skilis Entry 1 Practice

English Skills Entry 3 Practice
English Skilis Level 2 Practice

Not Set

+ EQA Repons To View 2016-2019

9 SUPPORTING DOCUMENTATION

QuartzWeb AHED Guidance 2018
QuartzWeb User Request Form 2018
Standard Learner Registration Form 2018

Supporting Documentation may be requested by Emailing Ascentis at

gquartzweb@ascentis.co.uk
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