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UPLOADING MATERIALS
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:

@ quartz.ocnlondon.org.uk/Home/HomePage.aspx
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Then select the course run from the list at the bottom of the next page:

quartz.ocnlondon.org.uk/Classes/ReviewClasses.aspx Q

N Actions - Resources~  Administration = ‘Centre Administrator’ at OCN London Training ~ Damien Devaney ~

London

Your Course Runs

@ To directly enter results or upload files to a course run select a Course Run ID from the list below or use the below fields to refine your search. To view Course Runs with
an end date after today untick *Current”,

Course Run ID Provider Reference Starts in Academic year Current?
Anv v

Programme/Provider Course 1D Programme/Provider Course Name

Show 100 ¢  entries Search:
T Course Course
Run Run No.
Course Provider 9 o i 7 ificati Course Run End Site of
Run ID Reference Course 1D Course Na D Name Descripts Date. Name Regs.
512500  ||Group A 132488 Using Quar 2871072022 | Ciline 2
Course
500441 | TESTRun-Do | 132482 Using QuarzWeb Workshop 31/07/2028 | GEN London |4
not inuoice Course (Gniine)

Showing 1 to 2 of 2 entries Previous - Next

On the next page click Upload Materials for Moderation:

@ quartz.ocnlondon.org.uk/Classes/ReviewClass.aspx?Class=1514500

OCN Actions - Resources~  Administration - ‘Centre Administrator’ at OCN London Training

London

Learner Registrations - Unit Registrations Results = Course Run Decumentation

Course Run [1514500]

Provider [60673] OCN London Training

ProgrammeiProvider [132488] Using Quartz\Web Workshop Course

Course

Provider Reference Group A Purchase Order No

Course Run Start 26/09/2022 Course Run End 28/10/2022

Site Online

Number of Learners 2

Icv 6

Tutor Hollands, Tamzie Quality Personnel EQA: Damien Devaney [ID:9628991]

EQA: The Hub [ID:9662759]
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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.

& quartz.ecnlondon.org.uk/Classes/ClassDocuments.aspx?Class=1514500 Q

Actions - Resources~ Administration - ‘Centre Administrator’ at OCN London Training Damien Devaney

London

Course Run Documentation

For course run [1514500]

Please use the below form to submit supporting documents for this course run. You may also submit zipped folders containing sub-folders and files

Submit Document

Plersa nick 2 docnment i and snhtime from fhe dronednnm lists and fhen click Brawss_ to salact 2 docpment foimlnad

Samples of work for moderation v Zip folder of leamer's work v

[ Notes on this document

Select file_ Uplead

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.

Generic document uploads (i.e. not samples of learner work)
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:

# quartz.ocnlondon.org.uk/Home/HomePage.aspx

OCN Actions~  Resources > Administration = *Centre Administrator’ at OCN London Training

London

Welcome to QuartzWeb -
OCN London's online registration and certification system
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KEEPING TRACK OF UPLOADS

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

@ quartz.ocnlondon.org.uk/Home/HomePage.aspx

c Actions = Resources =  Administration = ‘Centre Administrator' at OCN London Training
London

Welcome to QuartzZWeb -
OCN London's online registration and certification system
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Then select Centre Uploaded Documents for a list of your most recent uploads:

To print this report please use the export facility.

Include Registration and ERAC uploads (rpue®False

Docs uploaded since |27.-'os,*::12

A Joad b

Show all centres for which T am EQA (rpue®False

E!

The links in the Location column will anly work for the centredrale with which you are logged in

Document
ID

Document Type

Author Full
Name

Original File Name

OCN London Training 6554267 SAMPLE Assessment Level 3 (C2) Sample Simon Endacott 19/10/2022 Resources =
Paper Assessments.zip Documentation
OCN London Training 6554033 ESOL International SwitchboardMigration.xlsx Damien Devaney  19/10/2022 Course Run
Documentation {1509441)
OCN London Training 6553915 SAMPLE Assessment Level 2 (C1) Sample Simon Endacott 19/10/2022 Resources =
Paper Assessments.zip Documentation
OCN London Training 6553914 SAMPLE Assessment Level 1 (B2) Sample Simon Endacott 19/10/2022 Resources =
Paper Assessments.zip Documentation
OCN London Training 6553910 SAMPLE Assessment Entry 3 (B1) Sample Damien Devaney  18/10/2022 Resources =
Paper Assessments.zip Documentation
OCN London Training 6552171 Samples of work for RingoWork.docx Damien Devaney  06/10/2022 Course Run
moderation Documentation {1500441)
OCN London Training 6552170 Samples of work for LearnersWork.zip Damien Devaney  06/10/2022 Course Run

moderation

Documentation {1514500)

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

DOWNLOADING MATERIALS

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.

@ quartz.ocnlondon.org.uk/Home/HomePage.aspx

OCN -

London

Welcome to (
OCN London'

Reports

Documentation

Cantact Us

Your downloads will be available in the Documents box:

8 guartz.ocnlondon.org.uk/Documents/Documents.aspx Q

OCN Actions ~ Resources ~ Administration =

“Centre Administrator’ at OCN London Training Damien Devaney

London

Documentation

(D To upload learners work or other documents against a particular Course Run, please first select the relevant Course Run ID from the My Course Runs page.

If you have documents to share with us that do net pertain to a particular Course Run, then please click Submit/ Upload Document below.

3 ® Submit/Upload Document

Documents
Q h within title ~ Title Modified Date
Types and sub-types: I ESOL-Employment1_E1_Reading_Assessment_LIVE 02/09/2020
&= EDSQ Assessments
[ ESOL-Employment1_E1_Reading_MarkSch_LIVE 02/09r2020
= ERF 2020 - Head of Centre Declaration
Ty 4 i 109/ =]
& ERF 2020 - Intemal Moderation Record 2  ESOL-Employment1_E1_SpkList_Assessment LIVE 02/09/2020

P
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