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User Guide

This user guide provides support and guidance for authorised users of the Energy & Utility
Skills Register (EUSR) online registration system, QuartzZWeb.

Note: There are instructional videos on our website that cover a number of specific activities.
To access QuartzWeb, please visit quartzweb.eusr.co.uk
Your feedback on this user guide is welcomed and we would encourage you to let us know if

there are other topics or activities you would like us to include. Email us at
eusr@euskills.co.uk.

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0845 077 99 22

EUSR'’s Online Registration System - QuartzWeb - User Guide v1.0 © 2018 Energy & Utility Skills Page 1


mailto:eusr@euskills.co.uk
mailto:quartzweb@auskills.co.uk
mailto:eusr@euskills.co.uk

-~ EUSR
VAN B s

REGISTER

User Guide: QuartzZWeb - EUSR’s registration
system

Contents
First-time User 3
Logging into QuartzWeb 4
Switching Roles 5
Change in Status 6
Main Menus 7
Batch Actions 7
Resources 8
Centre Management 8
Switch Role 8
My Details 9
Progress Key 9
Scheme Listing 10
E-Registration Submission 12
Booking a Course 13
Creating a Batch 13
Purchase Order number 15
Trainer 15
Batch Submission Confirmation 16
Adding Individuals to a Batch 18
Bulk Registration 18
Adding Individually 20
Uploading Photographs or Scheme Evidence 22
Viewing Your Batches 24
Adding a Test or Assessment Result 25
Registration Deadlines 27
Downloading Scheme or Programme Materials 29
Question Papers and Answer Sheets 29
APPENDIX 1 — QuartzWeb Terms and Conditions 30
Appendix 2 — Different User Roles 31

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0845 077 99 22

EUSR’s Online Registration System - QuartzWeb - User Guide v1.0 © 2018 Energy & Utility Skills Page 2


mailto:eusr@euskills.co.uk

<A~ EUSR
VAN B s

REGISTER

First-time User

If you already had login access on EUSR’s old system, you will already have an EUSR ID
Number and this will be carried across into QuartzWeb. You will be prompted to create a new
password when logging into QuartzWeb for the first time.

If you do not have a login, your Lead Administrator will be able to add you onto the system as
an Administrator.

A Lead Administrator and an Administrator can allocate some other roles within their
organisation.

Only EUSR Support can allocate the roles of Lead Administrator, Approved Trainer (for
SHEA, NWH and SCO) and Approved Assessor (for BESC:AME).

If you are a new centre and no-one in your organisation has access to QuartzWeb, the
individual who signs agreements with us, the Nominated Contact or Head of Centre, must
email EUSR Support with the name, job title and email address of the individual(s) who will
be the Lead Administrator for your organisation. Once allocated by EUSR Support, the Lead
Administrator will be able to add other authorised users onto the system in the relevant roles.
Please see Appendix 2 Different User Roles.

NOTE: Authorised users of QuartzWeb can have multiple roles assigned. Make sure you are
logged in using the correct role as each role allows different functionality.

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0845 077 99 22
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Logging into QuartzWeb

Each time you login you will be required to confirm that you will comply with the Terms and
Conditions of Use — attached as APPENDIX 1 in this user guide.

The terms and conditions must be selected
" before logging in.

.5 EUSR

_ 1 have read and agree to aoide by the Terms and Conmons

Registersd ¢-mall address or EUSR iD:

Passwor d:

ReMember me Hex ime.

Welcome to the login page for EUSR's QuartzWeb registration system.

Crr User Guide can b found [hare-insert Brk] and videcs on how 1o u50 the syEiém can bo found [hers-insert link]

Login Credentials
To login you will require an EUSR ID number or the email address registered against the ID
number. The ID number is no longer than six digits long.

Forgotten your Password?

If you have forgotten your Password, then select the ‘Forgotten your password’ link on the
QuartzWeb welcome page and you will be taken to the reset password page. Enter your
QuartzWeb username and click ‘Submit’. An email containing a new password will be
emailed to you. If you still have difficulty logging in, please contact EUSR Support.
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Switching Roles

If you have more than one role — because you need to perform different functions in
QuartzWeb - you will need to switch from one role to another. If one of your roles is not
listed once you have logged in, please contact EUSR Support.

Once logged in, click on the main tab which details the role you are currently logged in as. A
‘Switch Role’ dropdown menu will appear. Select the correct role and click on the ‘Switch
Role’ button.

Click here to switch roles =

S
Y5 EUSR  sanpcions - ey = conme panmgenane - erife AdTWBotcn 1 S 8 Ny SWB LM || Rebecen Sdgnian

Welcome to QuarizWsb. the EUSR regisiration system. See below for a summary of the sections and tools

BATCH ACTIONS

Workflows
Yaur Batches - seameh i
Vaur indvidual Reg
Batch Submission

Results Submission - n

RESOURCES

wricad acheme gUEANG: | Sudtch Role =

Amend Sites - mar

Contact mamager - 1

EWITCH ROLE

s Pty s S et roke 2806 AL [0 10 IHE 5 WhtE you c. St T N3 T U 1 OO BUTCRN ANty SVisEstie [ T 106 FOF RXKINTEBON on Me
1 ihis

MY DETALS

Personal detalls — view Ol LS W U G ) - ACOREL G Ged IEE e NOKS 10X y DUl Olgansation.

Changa Password —cha
Log out — wheeis you log ¢

Peed some heig?

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0845 077 99 22
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Change in Status

When someone moves role, or leaves your organisation, you will need to amend or remove
their access to QuartzWeb.

This is done in the Centre Management tab, selecting Contact Manager.

Contact Manager — manage contacts and authorisad
users associated with your centre (depending on

permissions)
Ay &
‘Y A‘ EUSR Baich Actions = Resources = Centre Manapement = Centre Administrator at Test Centre 1-RS Rebecca Edginton =
Manage Contacts (Authorised Users)
Review, asnend, add and wilhdraw autborsed users at your cerifre
+Add New Contact
o Foreame Surname Role Job Tide Site DDI Number email until
Actions = 433116 Racnel Thamas Cenire Administrator Main Site
Adtions = Racnel Thamas Centra Administrato Main Stte
- o Rebecca Egginton Cenire Administratar Main Stie
Record a new role
r 5 contac Actions = 500002 FRxhard Spooner Centre Administrator Kain Sne
for thi tact s
Acfions = 500001 Support Forico Centre Admintstrator Main Site

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0845 077 99 22
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Main Menus

It's easy to navigate between the various functions within QuartzZWeb. Select the main tab
and there are additional dropdown menus.

AW
L
-’A‘ EUSR Batch Actions - Resources = Centre Management + ‘Centre Administrator at Energy & Uty Skills L10 Rebecca Eqginian «
: Your Trcking e Fepoite Admnstration ; : My Details
Welcome to Quart Documents Amend Sles or anmary of the sections and tools, My Calendar
c i Contact Manager Chiange Password
vour Balehes Contact Us
BATCH ACTIONS our Balches
Select this tab lo access  Yeur Indwvidual Registranons Logout
WOrkTiows — natncao
Your Batches — seamch  Subimiss opreviously registered Batches Terms and Conditions
Your Individusl Regis!  Crenistraion Submissicn | ave registered in OuatzWen
Batch Submission—w = sistration
Rusilts Submilssi Results Submission Locut
esults Submission — aresuits POWETED by QUAZWED
Wersion: 16.12.01
RESOURCES

Belect this lab 10 access.

Reports — caming soon

Documents - view and downlcad scheme quidance 2nd raining malerials
Contact Us - open an enmad 1o send o EUSR Support

CENTRE MANAGEMENT

Select s 12D 10 acress:

Administration - summary of any batch adminisiration needed

Amend Sites - manage delivery sites (depending on permissions)

Contact manager - manage contacts and authonsed users associzted with your cenfre {depending on permissions)

The available options in each menu are shown below with more detail within this user guide.
Batch Actions
Select this tab to access:

Workflows — notification from us of outstanding actions

Your Batches — search and see the status of your current or previously registered
Batches

Your Individual Registrations — search for individuals you have registered in
QuartzWeb

Batch Submission — where you submit your Batches for registration, or to Book a
Course (SHEA, NWH and SCO only)

Results Submission —where you submit assessment or test results

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0845 077 99 22
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Select this tab to access:
Reports — coming soon
Documents — view and download scheme guidance and training materials

Contact Us — opens an email to send to EUSR Support
Centre Management

Select this tab to access:
Administration - summary of any batch administration needed
Amend Sites - manage delivery sites (depending on permissions)

Contact manager - manage contacts and authorised users associated with your
centre (depending on permissions)

Switch Role

If you have more than one role allocated to you, this is where you can switch between them
and then use the different functionality available to each role.

For information on the different roles, and the functions assigned to them, please refer to
Appendix 2 Different User Roles.

If you need a different or additional role allocated to you:

Administrator — if you need to be added as an Administrator, then your own Lead
Administrator can do this

Other roles — can be added by an Administrator

Approved Trainer and Approved Assessor - can only be added by EUSR Support

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0845 077 99 22
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view the roles you are allocated, the default role assigned to you

when you log in and addresses and sites we hold for your organisation.

Change Password — change your password used to log in to QuartzWeb

Log out — where you log out from QuartzZWeb

Terms and Conditions — this opens up the Terms & Conditions for Use of

QuartzWeb

Progress Key

Once an application is submitted you are able to identify and individuals progress.

Application in Progress

Application approved ——*

w Safety Health and Environmental Awareness Gas

€ National Water Hygiene

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0845 077 99 22

EUSR’s Online Registration System - QuartzWeb - User Guide v1.0 © 2018 Energy & Utility Skills Page 9


mailto:eusr@euskills.co.uk

Scheme Listing

A~L EUSR

3

Registrations for the following schemes must be made in QuartzWeb:

ENERGY &
UTILITY SKILLS
REGISTER

N\

Passport Schemes

Skills-based
Schemes

Bespoke Programmes

Endorsed Training
Programmes

All Safety, Health and
Environmental Awareness
(SHEA) schemes — Core,
Cross-Country Pipelines,
Gas, Power,
Telecommunications, Water,
Waste and Resource
Management, SWITCH

National Water Hygiene

Safe Control of Operations
(GB)

Basic Electrical Safety
Competence for Access,
Movement and Egress
(BESC:AME)

Licence to Control (L2C)

Plant and Utility Scheme
(PLUS)

Power Skills Scheme
(Competency Accord)

Smart Metering

Utility Excavations

National Grid Electricity
Contractors

National Grid Direct Labour
Scheme

Cadent CAP ELR Scheme

Safe Control of Operations

(NI)

Scottish Water Domestic
Operation and Maintenance
Strategy (DOMS)

All Endorsed Training
Programmes

The following schemes remain paper-based:

Leakage Detection & Control (Water)

In-situ Lining

Confined Spaces

Confined Spaces (Water)

Safe Control of Mains Connections (SCMC)

Utility Network Construction Supervisor

Network Construction Operations (NCO) (Gas)

Network Construction Operations (NCO) (Water)

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0845 077 99 22
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Registration forms, photographs and scheme evidence for these schemes to be submitted by
post to:

EUSR Support, Friars Gate, 1011 Stratford Road, Shirley, Solihull, B90 4BN
Registration Forms are available on the relevant scheme page on the EUSR website.
Replacement Cards

These will continue to be paper-based and a Replacement Card Request Form must be
completed and submitted. Full details available on our website:

www.eusr.co.uk/support-fags/cardholder-support/replacement-cards

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0845 077 99 22
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ERegistration Submission

Whether it is just one individual or twelve, all registration submissions are referred to as a
‘Batch’. (Note: the first part of this process is also how you book a course for SHEA, NWH
and SCO only).

Mandatory Information for each individual within the Batch:

You must provide:

First Name

Last Name

Date of Birth

Email address (personal or work)

Employer name for Smart Metering

NOTE: Employer name is not currently mandatory for most schemes though it is
highly recommended that this information is recorded against all individuals.

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0845 077 99 22
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Booking a Course

(SHEA, NWH, SCO AND Scottish Water DOMS only)

You are able to plan ahead and book a course — but no more than 28 days in advance. A
course is created when you create a Batch registration. See section on ERegistration
Submission.

Creating a Batch

—_—
‘? A‘ EUSR Baich Acticns - Resources = Centre Management ~ ‘Centre Administrator at Energy & Utlity Skills Ltd

Your Tracking
Welcome to Quart n system. See below for a summary of the sections and toocls.

BATCH ACTIONS Your Batches

Select this fab to acces:  Your Individual Regisirations
Workflows = notificatio

Your Batches — search  Su S0 or previously registered Balches
Your individual Regist  £genisiration Submission 1 have registered in QuarizWeb
Batch Submission —w Resutts Sub gistration

Results Submission — oo oHomiSsian 3t results

RESOURCES

Select this lab 1o access

You will be asked to select the Programme / Course of learning from a drop down box.

ERegistration Submission Balch number will be created when booking

Please note that you are about to submit a file of registrations for which a new batch will bg (F(-CI]C:C ff you wish to add furlher registrations 1o a current batzh then please use the
opticns on the specific balch review page. Click here for 3 list of your balches _/'.
&

Selectthe programmelcourse of Nations! Water Hraiens (201512593581 M Visw Lini
learning
The qualifiestion (if relevant) 5163 - Nanonal Watsr Hygiene ats

The second drop down box is the Unit / Scheme you wish you deliver.
For example:

- Utility Excavations

- Unit 1 — Locate Utility Services

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0845 077 99 22

EUSR’s Online Registration System - QuartzWeb - User Guide v1.0 © 2018 Energy & Utility Skills Page 13


mailto:eusr@euskills.co.uk

COptional field. Can be
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.
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Start date can be selected
using the inbuilt calendar. .
ILE. O1/02/2015

This is the date the programme
or course was held.

.,

Optional field, can be used/
to distinguish between
delivery sites.

Location where training,
was deliverad. /

i’

o
£

Delivery address for 4
EUSR ID cards

AV

3

\Allacated batch number

;}:T EUSR Barh AL = FESHEL 85 «

Cianire Lianaement -

A/
7

ERegistration Submission ‘r'

Saiwct the programmeleourss of Hmtarrl Wimler Faygrened (201.5) [2557%50)

Iaming

That qualihcation | nebwvand) SVED - Nkl Wik Mymene |-Mol Yal Bl

Biich geszription

& Baich St Date
Prowider Referene
Fulenase SIger Fumber

The wils

E

o Oilroary Sne

F)
"y

Traif

Hew Hainer m ndden
HNotei on this ssbmimsion

Baich his o yuhms

Tk | i) [ acwl Pal S0 e

&1 Ko File

ERagisirations File Farmat

SCeflie Asmensuyior o Test Centes 105

4—| Mandatory payment field

ENERGY &

Al

REGISTER

Fostarss 13 Eigintion =

. EUSR

UTILITY SKILLS

Wiew the units f
modules associated
with the scheme.

e q—} Mandatory field for all Passport schemes

Drtsgh 1 TEgeiration Ne hers

(oantirnes well) Ll Aogpstimtas

o
i

i

| Not appii;ab!e |
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Purchase Order Number

This is a mandatory field. The Purchase Order number you provide will appear in invoicing
documentation.

If you do not wish to pay by Purchase Order you have other options:
o BACS - if this is used please input, for example, ‘Paid by BACS on 14/12/18’
o Credit/Debit Card - if this is used please input, for example, ‘Paid by CARD on
14/12/18. Note: to pay by Card you will need to pay by telephone — EUSR
Support — 0845 077 99 22

Please note that we will invoice the centre (or the approved provider or trainer) that has
made the registration in QuartzWeb. We will not invoice third parties.

Trainer

This is a mandatory field for SHEA, NWH, SCO, BESC:AME and Scottish Water DOMS. The
names of your Approved Trainers (or Approved Assessors for BESC:AME) for these
schemes will appear in the drop down box. Please select the appropriate Approved Trainer
(or Assessor for BESC:AME) name.

If a Trainer (or Assessor) name is missing, please contact EUSR Support on email:
eusr@euskills.co.uk or telephone: 0845 077 99 22.

New Trainer in Notes — this is an optional field and free flow text can be added as a note on
this Batch.

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0845 077 99 22

EUSR'’s Online Registration System - QuartzWeb - User Guide v1.0 © 2018 Energy & Utility Skills Page 15


mailto:eusr@euskills.co.uk
mailto:eusr@euskills.co.uk

-~ EUSR
VAN B s

REGISTER

Batch Submission Confirmation

You will taken to a summary page — please take the opportunity to review the information to
ensure it is correct. If you would like to amend the information, select the Blue ‘Amend’
button and this will take you back to the previous screen.

'YAT EUS R Batch ACUons - Resouices » Centre Management « Centre Adminisirasor ar Test Cenre 1-RS Repecca Eoginion «

BatchSubmission Confirm

Flease confirm that you woud ke to create a new batch, with the foliowing infomation. Your registration fie will then be submitted acainst that batch

Programme/Course Mational Waler Hyglane
Gualifisation: [5163] 5163 - Mational Walter Hygiene |~Nol Yet Set-]

2018) (259359

Batch Description NWH 02/01/19 Test 2
Batch Start Date 240 149

Provider Refarence: Enengy Litility Skilis
Furchase Order No: 001

Site: 1aain She

Delivery Site: Main Site

Trainer. Trainenes!, Teslirainer
Notes:

File Nama: Mo File Submittad

By submdting this regestration fil, you as (he Authonsed User confirm hat ai 0etais are true, acCurale and compiets and [hat the infonmation has baen enlered using the cormect
lommalting. Any subsequent changes to the batch filowing ils submission may incur further chages

If the information is all correct, select Submit and an EUSR Batch number will be created.
The batch can be amended at a later date by selecting ‘Batch Actions’ and ‘Your Batches’.

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0845 077 99 22
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For SHEA, NWH, SCO only — once a Batch has been created, a test paper will be
generated for download in the Resource tab. The test paper is available 48 hours before the
course date.

A

7)5 EUSR Batch Actions = Resountes - Centre Management - ‘Centre Administrator at Energy & Liility Skalls Lta
Reports i

Welcome to Quartz\Web, the EUSF . —— I. See below for a summary of the sections and tools

BATCH ACTIONS Contad! Us

Select this tab 1o access

Workflows = notification from us of oulstanding actons

Your Batches — search and ¢ the stalus of your current of previously rege
Your Individual Registrations — search for individuals you hawve registered
Batch Submission - where you submit your Batches for registration
Results Submission - where you submit assesment or test results

ed Balchés
YarzWeb

RESOURCES

—

Documentation

Subma/Lipioad Docwmsen!

Documents
o et Sub-Type w Apply Bie by fypa
Search:
Tithe “  Dotument Type Modified Date Authar
Atentance Regesser pal Stheme Documents oFr220a Lea. Samuel

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0845 077 99 22
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Adding Individuals to a Batch
Individuals can be added in bulk using the Batch File, or on an individual by individual basis.
Bulk Registration

To submit multi-registrations in the same Batch use the ‘Batch File’ — this is found by
selecting the link at the foot of the first Batch Submission screen.

Upload spreadsheet here

,
\_.
.,
™ [] Mew trainer in notes

Notes on this submission
.4

Bateh file to submit .
text (cav) of Excel s or xlsx) ™, Drop @ regisiration fie here

=

ERegistrations File Format

Click Here fora “Standard Baten' submissicn form (a5 an Excel file|

Clck Here for nstructions on fling in the "Standard Balch' submission foam

Baich Mies cad be accepted In a vanely of Tormats. Click Hede for full detaits of the fle-formats sailabie and 35s0cated (oding conventions (in 2 Wor gocument)

Once uploaded a preview file will be available to view.

| New trainer In notes
Notes on this submission

Batch file to submit
tent {.cav] of Excel {xis or xiax) Dirop a registration e nere.

This is a ‘preview’ of the file you have uploaded. The fop (yeliow) line displays the column headings we are expecting - below that is desplayed JUST the first 20 lines of the file

NE. Ifthe file does nol appear to mateh he yellew column-headings, you can procede 1 submil the Tie bul it may be subject 1o processing delays. Allematively, edit e e now,
BUT DON'T FORGET then to re-drag-and-drop it, or re-select i - 2nd check agam the yellow column headings agamst your file's actual content

EUSRID Surname Forename DoB Email Address
Rossi Janice TE/03/1963 janice@gioom
Hill Henry 781211378 harnui@gf com
Carbone Frank 1RD21964 frank LM

] No File

=3
EReglstrations File Format

Once uploaded and correct. Click continue to confirm.

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0845 077 99 22
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A blank template for the bulk upload can be found under the ‘Documents’ tab or can be
located at the bottom of the ERegistration Submission page.

1. Locate spreadsheet through document.

A

"A‘ EUSR Baltch Aclions - Resources » Centre Management ‘Cenire Administrator' at Energy & Utlity Skiiis Lid
o Repons .

Welcome to QuartzWeb, the EUSF e, I. See below for @ summary of the sections and tools.

BATCH ACTIONS Gtk LS

Select this fab to access

Workfliows — notification from us of outstanding actons

Your Batches — search and see the status of your cumrent or previously registered Batches
Your Individual Registrations — search for individuals you have registered in CuartzWeb
Batch Submission — where you submit your Batches for registraton

Results Submission —where you submit assesment or test resuks

RESOURCES

- —

Documentation

Submit/Uplead Document

Documents
uimen] Type— - — = b Appty Fiter by ype
Search:
| Tite = Document Type Modifiea Date Auther
|
| Attendance Register paf Scheme Documenis 0722018 Lea Samuel

2.Locate spreadsheet through submission page.

[] New trainer in notes
Notes on this submission

Batch file to submit
text (.csv) or Excel (.xIs or .xIsx) Drop a registration file here...

Or, select a registration file

[] No File

Amend Continue with Unit Registration

ERegistrations File Format

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

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0845 077 99 22
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Adding individually

Individuals will appear in the ‘Individual Registrations’ section.

"Av EUSK  machatons = Aesoutes =  Cwte Management = Tamie Administator @ Tesi Cenoe 1-RS @) Rebecca Edginton -

Provicer
ProgrammuiCase
Quaiticanan
Fravicder Reference Purcrase Grder Mo
Batch Sart BatckEnd
san

Musrbar of Indivigusts

Trainer Guainy Personnel Pae

Individual Registratons

Balch Lnit Hegistiations

Enter Single indivicual Registation

1 v Praviolss Registration bution

BT UIN number / NGP number -

y idantiier. your induals dems am alieady known. they

EUSRID —

1 4

Indivieiaal © * locain LN

ot applicable

e Forenames surmame o8

Gandar

Mot'applicable k

Cualfication

Fhons Emas
Mot applicable

Emparyer

Flease click e -
here to continue

If the EUSR ID number is known, please fill in the ‘Individual ID’ and select ‘Fill By Identifier’ -
this will complete all other fields on screen.

You will need to confirm or amend the registration.
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Confirm Individual Registration

AV

AN

Flease confirm you want to add Mew Individual Harry Potter (DOB 01/03/1988) to batch (283364) NWH 02/01/19 Tast4

=3

P
"'-A“ EUSR Batch Actions - Resourees - Centre Management -

'Centre Administrator at Test Cenfre 1-RS

. EUSR

ENERGY &
UTILITY SKILLS
REGISTER

00

Repecca Edginton ~

Leamer Registrations -

Provider
FProgramme/Course
Qualification

Frovider Referance
Batch Start

Site

Number of Iindividuals

Results -

Batch Documentation

[18579] Test Centre 1-RS
255
15163 National Water Hygiene
001

11/01/2019

Main Site {Main Site)

3] Mational Water Hygiene (2015)

q

Trainer Tiainerest, Testirainer

Individual Registrations

Click on tNe SUmame to review the Indvidual's Nstory for your currently seiected centre

Actions ANl | Individual ID ULN | Title | Forename Sumame
ACtions - [] | 500131 Harry Patter (mors. )
Actions ] | 500132 Fonald \Weasiey imore._ )
P O |soo13s Hermipnie | Granger (more.)

Purchase Order No 0

Batch End

Quality Personnel MNone
Diate of Birth Status Metrics. Registersd On Repistersd
D4/D3/M988 Not Sgecifies WMebics =1 National Wailer Hygiene 15012019
C054988 hetrics == MNational Waler Hygiene 150172015
28I05/1988 Mol Speciie Ielics == Mational Wates Hygieng 15012012

Once uploaded all individuals will appear on the batch. Individuals can be reviewed by
clicking against their names.
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Uploading photographs and scheme evidence

Before a registration is ‘live’ on EUSR, a photograph, and scheme evidence is a requirement
of the scheme, this must be uploaded against the individual. Please ensure that the
photographs you upload comply with our Photograph Guidelines www.eusr.co.uk/support-
faqs/provider-and-trainer-support/photograph-guidelines

‘example photo’

In the Left hand side of the ‘Individual Registrations’ select ‘Actions’ and then ‘Upload Photo
and/or evidence'.

N
YA‘ EUSR Batch Actions - Resources « Centre Management ~ 'Centre Administrator’ at Test Centre 1-RS 00 Rebecca Edginton =

Leamar RegIistrations « Results « Baich Documentation

Provider [18579] Test Centre 1-RS

Programme/Course [25935€] Naticnal Watar Hygiene (2015)

Qualification [5163] National Waler Hygiene

Provider Referance 0ot Purchass Order No 0ot
Batch Start 11/01/2019 Batch End

Sne Main Siie (Man Site)

Number of Individuals 2

Trainer Trainertest Testtraner Quality Personnel None

Individual Registrations

Click on the sumame Lo review the Individual's hislory f0r yous curiently selected centre

( (
Actons All | Individual 1D ULN | Title | Forename Sumame Date of Birth Status Netncs Registerad On Registerad
Actione ~ 0013 ‘ Harry Poiler (more 017031958 | Mot specine Metics | eNatonal Water Hyglens 1302018
Upload photo (or evidence) ‘ Ronag Weasiey (more,. ) | vietncs | eaNatonal watsr Hyglens 102019

Enter resultsclaims/assessments |
Hemiome Granger (mere.. ) i 01 Specilie vielics | eNasona vates Hygiene 15012019

Check registerad quaimcaton ‘

Baich Unit Registrations

Enter Single Individual Reglstration

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0845 077 99 22

EUSR’s Online Registration System - QuartzWeb - User Guide v1.0 © 2018 Energy & Utility Skills Page 22


mailto:eusr@euskills.co.uk

<A~ EUSR
VAN B s

REGISTER

Select the type of document you wish to upload and click ‘Submit’

Submit Decument

Pick a document type and sub-typs from the drop-down lists and then click “Browse " to selsct a document to upload

Assessment document W -Document Sub-type— A4

Document: I Browse. . m

View Document

Choose a document to visw:

| No Documents To Be Displayed

Photos can be uploaded in Jpeg or PNG format.

If an individual has an existing ID number and photo, another photo will not need to be
uploaded.

Evidence varies depending on the scheme. Please see scheme rules for evidence
requirements.
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Viewing your Batches
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You can view your incomplete Batches (ie those that have not yet been submitted) and all
previously submitted Batches by selecting the main tab, ‘Batch Actions’ and then under

‘Review’ selecting ‘Your Batches'.

-
w Akt EUSR Batch Actions ~ Resources ~ Centre Management v

‘Centre Administrator' at Energy & Utility Skills Ltd

Your Tracking
Welcome to Quart.

BATCH ACTIONS YourBatehes

Select this tab to acces:
Workflows ~ notificatio

Your Individual Registrations

n system. See below for a summary of the sections and tools.

Your Batches - search
Your Individual Regist
Batch Submission —w
Results Submission —

ERegistration Submission

Results Submission

or previously registered Batches
I have registered in Quarizweb

agistration
st results

Batches can be searched for by completing the ‘Find’ fields.

S NWH w1
A, i
TA‘ EUSR Baich Acions = Resources = Cenine Llanagemeni = A ‘Cenire Admirisirater s Test Cenire 1-RS @0  Reoecca Edgiron =
L Y
A
Your Batches /
Tirias 52 00 MCWS. Y0U 1D SAaNTN fof 38 Dalcnes. By DetsUl ofsh Of CIHTEN! DICHES S0 ‘J‘i,;;_\'i'. 10 Dtk TO Wi il DENET DR NS, WOl MUST de- 58l Clrent
Find Batches i
- i
253334 '--_,__fabc:h s Provider Refemnsnce j_,r' Starts in Academic year Cumeni?
L] it ~
FrogrammeiGolrse iD Programme/Course Name
259358 ’
Oualification IO Qualficabaon Mame
— & 2
T Mational Water Hygiene
» w
Trainer name — m
Batch | Provides Programme Course | Programme Course Mame Chusiifhcafion | Crsabfoation Name Batch Description Badch Stari | Baich End Baich
o Referanca | 1D o [ Catw Site
arre
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Adding a Test or Assessment Result

(For SHEA, NWH, SCO and Scottish Water DOMS only)

N\

EUSR

ENERGY &
UTILITY SKILLS
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For these schemes you will need to record whether an individual has passed their

assessment (or test) before their registration can go ‘live’. Pass or Fail can be recorded by
either selecting ‘By Unit’ or ‘Learner’.

By Unit

'i' ‘:1 EUSR  sawn

Actions = RESOUITEs = Centre Management =

‘Centre adminestraior at Test Centra 1.RS (EH D

Repelca Edginton =

Learner Registrasons = Resulls = Baich Documentation

Provider
Programme/Course
Qualfication
Provider Reference
Bateh Start

Site

Humbar of individuals

Trainer

Indlvidual Registrations

Chek on e surmams 10 réview the inoivduals ssony far your curmenily Sehecied ¢end

Carect Enfry Resulls By Lini

Darect Endry Resulls By Learner
ety v semes s sy (201 5)
[%163] Nabonal Water Hygiene

001

11012019

Liain Site (Main 2ie)

n

Trainertest, Teslirained

Furchase Order No
Batch End

Suality Personnel

Mons
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Direct Entry Results By Unit Submission
Batch [263364] NWH 02/01/18 Test 4

[ a

Adafumend Bk 8 | i
Leamaer iTx L eaime naeme Rewr
Lk ] Hermeonk Granger [ . T
et " . K\
e i e ! .. {=—Not applicable
2 Fonakd VWi - w -F'-'/
Passport scheme Submission (i.e. National Water Hygiene) >
Select result
Direct Entry Results By Unit Submission
Baich [263366) Smart fest vr 2
Lemines 1D Leame! naime FESUl (S8 A fisved
S00133 HerTane Granger A Pasend v ‘\‘\
0013 HanTy Pl Miegsa Splos (] ' — Nt}t EDD’H:ED'E
SO0 Rionaid WWeisiey Motk A Risyis U e _, =
'h_‘ i

Skills based scheme Submission (i.e. Utility Excavations) Selectresut

By Learner

VAY tUbR Bateh Actions « Resources « Centre Management v ‘Centre Agmanistrator at Test Centre 1.RS Rebecca Edginien «

Leamer Registrations - Resulis ~ Saich Documentation

Direct Entry Resuy

Provider Deect Entry Results By Leamer

Programme/Course [ S racrea g ~ s wacs 1Y, ARl Gas and Multi-rate

Qualification

Provider Reference Purchase Order No 001
Batch Stant Batch End

Site

Number of Individuals 3

Tramner Trainenest. Testtaines Quality Personnel None

Individual Registrations

Chck on e sumame to réview 1he Individuars Siory for your curréntly sesected centre
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For these schemes you will need to record whether an individual has passed their

assessment (or test) before their registration can go ‘live’. Achieved or Not Achieved can be

recorded by either selecting ‘By Unit’ or ‘Learner’.

Direct Entry Resuits By Individual Submission
Batch [263365] Smart test vr 2

Hermionie Granger (500133)

Smart Metering - All Electricity, All Gas and Multi-rate

Test Centre 1-RS

Menmicnie Granger (500139 T Select individ
Save once
completed 1

<«——Select category

—— and result

Once all individuals are uploaded to the ‘Results’ tab. they will be uploaded to the basket.
Select ‘Basket’, and then select the batch you wish to submit.

LuarzVWeld basket
l_._-‘W\lWWWW’\JV.’

= "
Tﬁ‘ EUS‘R Balch Artsans RESnUees = Cene Management = Canbe Adminisiator of Test Cenme 1-RS u-n Reteccn Edgnion =

Direct Entry Results By Unit Submission
Batch [263364] NWH 02101119 Test 4

| gt B FArTel TR

Select the batch and individuals you want to submit. Amend or remove any individuals who
are not required and submit.

Direct Entry Basket

| | | |

Leamer iID | Learner Uest 1D Unit Lovol | RITS | National Codo - | Batch Resuit | Option

500133 | Granger. Hormicnse | AAESTS | Natonal Water Hygiene 2015 Test 5 P | [293354) NWH C2011% Test 4 Pass m m
~Not Vet et

Lok | Pattar, Harry AAESTS | Naticnal Water Hypiene 2015 Test 5 P | [Z63354] NWH 0201719 Test 4 Pass | m m

0 Weasiay Ronaa AAESTS | Natonal Water Hygwne 2015 Test 5 &P

[ Nt Yot Se
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Confirm or amend Results Submission

Confirm Direct Entry Results Submission

Please confirm that you want to submit a total of 3 awards for 3 individuais on batch [263364] NWH 02/01/19 Test 4

Once a batch is submitted a confirmation page will appear.

The batch will now be sent across to EUSR to verify.

Results Submission

& et of direct entry resuits has been silbmifted

Please click the EUSR tab in the top left-hand corner to return to the home screen.

il

):;t_ EUSR Batch Actions -

Registration Deadlines

All Batches must be submitted for Registration no later than 28 days after training delivery or
assessment.

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0845 077 99 22

EUSR’s Online Registration System - QuartzWeb - User Guide v1.0 © 2018 Energy & Utility Skills Page 28


mailto:eusr@euskills.co.uk

-~ EUSR
VAN B s

REGISTER

Downloading Scheme or Programme Materials

Scheme or Programme Materials can be accessed in the ‘Resources’ tab for all schemes or
programmes you are approved to deliver. Some schemes or programmes will not have any
associated materials.

Question Papers and Answer Sheets (SHEA, NWH and SCO only)

You will always need to book a course for SHEA, NWH and SCO so that you can download
question papers. Question Papers are allocated 48 hours prior to the course date. Question
Papers can be downloaded on demand ie you do not have to download them in advance of
you requiring them — subject to your QuartzWeb accessibility.

Approved Trainers (for SHEA, NWH and SCO only), Lead Administrator and Administrators
can download scheme materials. CBL Administrators can download some scheme materials.
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Appendix 1 — QuartzWeb Terms and Conditions

Thess terms and conditicns (T&Cs] relate to the use of QMAREAKER. Energy & Utilty Skils” anline registration system by
staff within our approved centres - induding approved provigers snd our spproved trainers snd assessars (spproved

users|.

Autnorised users musk confirm their aco=ptance of thess TSCs sach bime they log into Guertzieh, If users do nok sgree

with these TS, they cannot use Quarkz e,

Use of Quariziien,

11, Energy & Wtility Skills will make CuARLZESIRR
avgilebie for administration related to, and
associsted with, the registration of individusis
ioin EUER.

12, authorised users will be sssgned 8 user name
and password which will give them acosss to

SRR RR

Approved providers must:

14, Ensure that their suthorised users sre those
with responsibility for sdministration relyted
to EUSR registration.

12, Inform Energy B Utility Skills it an authoriz=d
user ceases to be employed or moves job rale.

furthorised users must:

314, Ensurs their uzerneme snd passeord detsils
are kept secure =t ail times,

312, Mever disdose their login detsils toosny cther
individual or third party.

332, Mever knowinghy allow any other individus) or
third party to use their login detsils to Zain
ace=ss b0 QuAaLERiRR,

34, Alweys oz off QUEEEANER. immedisbely at the
end of every session.

33, Motlesve any [T eguipment unesttended when
legg=d inte QUaERNRR.

35, Motify Energy & Utilty SElls immedintely it
themir login detsils are lost, disdosed or used by
arothar individual or thind party.

3.7. Ensure that sll sdministration refating to EUS3
registration is soourate Bnd in line with the
User Guide.

Emergy & Utility Skills will:

44, Make 3 User Guide sveilsble o suthorizsd
users to supgort use of Qe Rk.

42, Make Quastza ek avmilable 24 hours & day.

4.2, Mitigate ime paricds where QuaRksR i not
avmilsbie due to routine msintensnce,

4.4, Make sn stternstive process svailable for the
administretion of EUSR registrstion in the

evert ofs profongsd loss of use of QURFRAMER.
Linbility:

34, Ernergy & Uhlity Sklls will not be able for sny
loss of damsge resulting from dats that hes
rok besn entered or processed in socondence
with the User Guide or hss been entersd
imcorreckly.

&, Termination of access
B.1. Access to GUARLEMISG will be terminated by

Energy B Utility SElls in the following

OrCuristsnces:

6.1.1. Aubhorised user cemses to be employed
ar mowes job rale.

6.1.2. Authorised user fins ot sooessed
BMaFRK AR Tor & perod of 12 months.

6.1.2. Approved oembre ceases to be spproved
by Emergy B Utility Skills.

6.1.4. There is mslpractice or
malsdministration in respect of
SRRk )

El. Approvedcentres may termonste the acosss to
GaFaa Rk or Bn suthorized user st any irme
by contacting Energy & Utility Skills.

7. Peyment ferms:

TA. Emergy & URility Skills' psyment terms and
conditions  spply  to sll  frenssctions
undertaken using QAR thet are camied
ouk by suthorised users on behalf of approved
centres.

E. Data Protection:

1. In scosssing QUBLEAMAsR, suthorised users
miust comiply akail times with the Seneral Data
Frotection Regulstions 2048 [and 25 may be
amerded from time to time).

22. A&uthorised users must ensuns thst individusls
are informed their personsl dets will be
shered with Energy & Utility Skills and
uploaded anto EUSR. & copy of our privecy
notice is ailabie o

hittps: ffwwew =usrooo ukfprivmcy

9. Conbsci:
Authorised users and approved oenbres can contsct
Emergy & Utility Skills in relation to QUARAaR by

Ermiil: susrSeuskillscouuk
Frione: QB43 07T 95 22
Pl mil: “rimrs Gate, 10441 Stretford Soad,

Shiriey, Scdihull, B30 4EN

10. Genersl:

triergy & Ukility Skills reserves the right to smend the
TECs and will notify spproved centres snd authorizsd
users if this happens.
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Appendix 2 - Different User Roles

There are different roles that can be allocated to authorised users:

Role QuartzWeb functions

Head of Centre or
Nominated Contact

This is the individual who
signs agreements with us,
usually a Director or
senior manager.

No QuartzWeb access

You notify us the name of the Lead Administrator(s)
for your organisation — via email to EUSR Support
You notify us of any change in main address or
payment details — via email to EUSR Support

Lead Administrator

Allocated on QuartzWeb
by EUSR Support

You will be able to:

Add or delete Administrators and other roles
Amend or delete an individual from a role

Allocate ‘Nominated Officer’ role — for Power Skills
scheme only

All functionality associated with Administrator role

Administrator

Allocated on QuartzWeb
by a Lead Administrator

This role can also be
allocated by an Approved
Trainer (for SHEA, NWH
or SCO) or an Approved
Assessor for BESC:AME)
if they do not undertake
their own administration

You will be able to:

Add, view, amend and withdraw information

Administrative functions available include:

e Add other staff members into other roles

¢ Upload registrations or batches, photographs and
scheme evidence

e Attach new modules or schemes to existing
registrations

e Check individual registration information and
history for your whole organisation

e Record assessment or test results

e Book a course (SHEA, NWH and SCO only)

e Download training materials (for SHEA, NWH and
SCO only)

¢ Send out authorisation links for CBL courses

e Add a return delivery address for EUSR ID Cards
— if not the main address

e Track batch progress in work-flows

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0845 077 99 22

EUSR’s Online Registration System - QuartzWeb - User Guide v1.0 © 2018 Energy & Utility Skills

Page 31


mailto:eusr@euskills.co.uk

Role

Approved Trainer
(SHEA, NWH and SCO

only)

Allocated on QuartzWeb
by EUSR Support

You will only be able to see information for Batches where

-~ EUSR
VA" ENERGY &

UTILITY SKILLS
REGISTER

QuartzWeb functions

your name has been detailed as the Approved Trainer. You
can:

e Check individual registration information and history
for your organisation where you are the detailed
Trainer

¢ Download training support materials where available
e.g. Power Point slides, Programme Leaders Guide,
Question Papers, Answer Sheets, attendance register
for own use, H & S leaflets

¢ Allocate an Administrator to perform activities on your
behalf (via Centre Management tab)

Approved Assessor
(BESC:AME only)

Allocated by EUSR
Support

You will only be able to see information for Batches where
your name has been detailed as the Approved Assessor
You can:

e Check individual registration information and history
for your organisation where you are the detailed
Assessor

¢ Allocate an Administrator to perform activities on your
behalf (via Centre Management tab)

CBL Administrator
Only for those centres
delivering a scheme or

programme with CBL

Allocated by Administrator

This role has very limited functionality. In this role you will be
able to:
e |Issue authorisation links to individuals taking the CBL
assessment
e Download materials such as evaluation forms, HSE
leaflets, attendance register (for own use),
registration forms (for own use)
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