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XAMS User Guide

XAMS is our system for all e-Learning and e-Assessment. Within this User Guide you will
find help on all activities within XAMS — if you need any further support, please contact the
EUSR Support team.

For the XAMS Administrator:

o XAMS is fully integrated with QuartzWeb, our online registration system

e All activations are created in a Batch within QuartzZWeb

e Bulk activations can be made within a Batch

e You can track an individual’s progress in terms of completing e-Learning, scheduling and
completion of e-Assessment and e-Assessment feedback reports

If you need additional XAMS Administrators, please contact EUSR Support for an XAMS
Administrator Registration Form.

For individuals taking e-Learning or e-Assessment:

e XAMS can be used with all web browsers

e Access to e-Learning or e-Assessment is via the EUSR website or an activation emalil
sent by an XAMS Administrator

¢ Individuals can resume e-Learning where they left off if they take a break (individuals do
not have to re-take a whole module again)

o A free of charge re-sit is also still available immediately to the individual if they fail the e-
Assessment

¢ XAMS is mobile enabled — the e-Learning or e-Assessment can be done on an iPad or
tablet

EUSR Support

Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0121 745 1310 (option 1)
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1. QuartzWeb — Creating XAMS Batches

1.1 Initial Setup

If you do not already have a QuartzWeb login, the EUSR Support Team will need to create
one for you. Unlike some other roles within QuartzWeb, only EUSR can create the role of
XAMS Administrator within QuartzWeb.

NOTE: QuartzWeb users can have multiple roles assigned. Make sure you are logged in as
XAMS Administrator as each role allows different functionality.

1.2 Logging into QuartzWeb

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

The terms and conditions must be selected
before logging in.

Y ..5 EUSR

Bave nead and agres to abide by the Terms and Condiions

Regrstere
Pagswerd

Remsmber ms naxt tims

Forgomen your passwond?

Login Credentials
To login you will require your EUSR ID number or the email address registered against your
EUSR ID number. The EUSR ID number is six digits or less.

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 (this is your EUSR ID number or registered email address)
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.

Note: Passwords will only be reset by the EUSR Support team over the telephone and not by
email.

EUSR Support
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Resetting Passwords
Your password must:

- Be between 6 and 12 characters long

- Include at least 1 digit

- Include at least 1 upper and 1 lowercase letter

- Include at least 1 punctuation character (BUT DO NOT USE the £ the $ or the @ sign).

1.3 Switching Roles in QuartzZWeb

Make sure you are logged into QuartzWeb as ‘XAMS Administrator’.

If you have more than one role — because you need to perform different functions in
QuartzWeb — you may need to switch from one role to another. If the XAMS Administrator
role is not listed, please contact EUSR Support.

Note: anyone with a ‘Lead Administrator’, ‘Administrator’ or ‘XAMS Administrator’ role in
QuartzWeb can create Batches BUT only an XAMS Administrator can create Batches for e-
Learning programmes and have access to XAMS.

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 -

BATCH ACTIONS

Switch Role x

Select the role you would like to switch to, and then click "Switch’

[ "XAMS Administrator’ at Energy & Utility Skills Ltd - ]

EUSR Support
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1.4 Main Menus in QuartzZWeb

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

~
.\
VAY EUSR Batch Actions ~ Resources « Centre Management « Centre Aoministrator at Ensrgy & Uty Siilis L1d

ACMINISIratdon

Your Trackng A ol
Weicome to Quart G ocuments S 3 anmary of the secticns and tools

BATCH ACTIONS ol
Workfiows - notficatio

Your Batches - seach Cptenously regelered Balhes
Your Individual Regist £ HStraton Submission I ve registened n QuartzWed
Batch Submission - W o o b eson stration

Results Submission

RESOURCES

1.4.1 Batch Actions

Select this tab to access:

Your Batches — access your current or previously submitted Batches

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

ERegistration Submission — book courses and submit Batches for registrations

Results Submission — You will not use this tab - results for e-Learning and e-Assessment
batches come from XAMS and are not submitted via QuartzWeb

1.4.2 Resources

Select this tab to access:

Reports — view a report to check successful upload of photographs within a batch and
registrations missing prerequisites on Batches

Documents — view delivery support materials for Passport Schemes (including assessments
for Safe Control of Operations (SCO))

Contact Us — send an email to EUSR support

1.4.3 Centre Management

Select this tab to access:

Administration — actions needed for any Batches

Amend Sites — view and manage site addresses (Lead Administrator, XAMS Administrator
and Administrator)

Contact manager — view and manage authorised users for your centre (Lead Administrator,
XAMS Administrator and Administrator)

EUSR Support
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1.4.4 Switch Role
If you have more than one role allocated to you, this is where you switch between them to
use the different functionality for each. If you need additional roles:

Administrator — Lead Administrators can create this role
Approved Trainer and Approved Assessor roles — can only be created by EUSR Support
XAMS Administrator — can only be created by EUSR Support

1.4.5 My Details

Personal details — view your roles, your addresses and site address for your organisation
Change Password — change your QuartzWeb password

Terms and Conditions for QuartzWeb use

1.5 Creating an XAMS Batch

Before you can send any XAMS activation emails, you will need to create a Batch within
QuartzWeb.

Mandatory information for each individual in the Batch:
e First Name
e Last Name
e Date of Birth
e Employer name

To create a Batch, select ‘Batch Actions’ and ‘ERegistration Submission’.

A¥. . - o
"A‘ EUSR Batch Actions ¥ Resources ¥ Centre Management ~ "XAMS Administrator' at Energy & Utility Skills Ltd

Welcome to QuartzWe  Your Tracking

BATCH ACTIONS

Select this tab o access  Your Batches

Your Batches —access  vyourIndividual Registrations | Daiches

Your Individual Regist| have registered in QuartzWeb
ERegistration Submist ches for registrations

ERegistration Submission
RESOURCES

Select this tab to access
Reports - view a report to check successful upload of photographs within a batch
Documents — view delivery support materials for Passport Schemes (including tests and model answers for Safe Control of Operations (SCO))

Results Submission

All XAMS programmes are called ‘eLearning/eAssessment’. You will be asked to select the
‘programme/course of learning’ from the drop-down box. If the relevant e-Learning/e-
Assessment programme is not listed, please contact EUSR Support. The second drop down
box will automatically populate with relevant details. Select ‘Continue’.

EUSR Support
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ERegistration Submission

op
Select the programme/course of

learning

The qualification (if relevant)

a new banch

AV

. EUSR

ENERGY &
A UTILITY SKILLS
REGISTER
will De created If you wish to ada further re ;!5“ aNons 10 a current baich then please use the

The next page contains the XAMS ‘course booking’ information. This must be completed to
create the ‘course booking’. Any sections that are not completed will be highlighted red.

ERegistration Submission

Where the test activation
link will be sent.

Select the programmelcourse of

learning

Optional field this can be
filled with a unigue
reference number.

y

™,
‘{r]we qualifieatian (it relevant)
E |

Send Activation Instructions

“

Start date can be selected
using the inbuilt calendar.
1.LE 01/12/2020.

This is the date the course is
booked.

Batch description

_lw Batch Start Date

Provider Reference
A

.’f. Purchase order number

Optional field this can be
used to distinguish between
delivery sifes.

Posicodes are mandatory for sites in this kst

The site

The company lecation

Drelivery Site
b

EUSRID cards

Delivery address forf,f"

MNotes on this submission

Batch file to submit

el s ) of Excel |.x18 of xlsx)

a2 sie is not

Mational Water Hygiene eLearning (2015) [259359)

5163 - Mational Water Hygiene (2015) [Special Level)

Send 10 individuars registensd ¢

Energy & Utility 5 Lid w

Energy & Uty Skills, Friars Gate,
Enesgy & Uiy Skills Lig ~
5k

Energy & Litiity 5, Friars Gate.

New trainer in notes

o File

EUSR Support

ppenng In the st please CICk on ‘Amend SHes’ 10 20d 3 new

1011 Stratiord Road

1011 Siratford Road

e Mandatory payment field

site or add a postcode to an existing site

Sharley, Solihull, West Midiands, B90 48N

Shirley. Solinul BN

West Midiands, BSD 4

Drop & regisiration file here

B > |

e

Mot applicable
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1.5.1 Send Activation Instructions
You can choose where the XAMS activation links are sent:

- Anindividual’s registered email address (this is the email address registered in
QuartzWeb)

- Your own registered email address (this is the email address registered to the XAMS
Administrator booking the course)

Note: Any emails that are added to QuartzWeb at the time of booking the course will become
the individual’s registered email address.

1.5.2 Purchase Order Number
This is a mandatory field. The Purchase Order number you provide will appear in our
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 31/03/20’
o Credit/Debit Card - if this is used please input, for example, ‘Paid by CARD on
31/03/20. Note: to pay by Card you will need to pay by telephone — contact
EUSR Support

Please note that we will invoice the centre that has made the registration in QuartzWeb. We
will not invoice third parties.

1.5.3 Batch Submission Confirmation

You will be taken to a summary page — please 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 page.

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

1.5. 4 Uploading Individuals to a Batch
Individuals can be added in bulk using the Batch File, or on an individual by individual basis.

1.5.5 Bulk Registration

To submit multi-registrations in the same Batch use ‘Standard Batch Submission Form’ — this
is found by selecting the link at the foot of the first Batch Submission page. This template can
also be found in the ‘Resources’ and ‘Documents’ menu.

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0121 745 1310

(Option One)
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Upload spreadsheet here
N\

\
\\
\ [] New trainer in notes
\
Notes on this submission ™
N

Bateh file to submit N
text [.csv) of Excel (xls of xisx) \ Drop a registraton fie here

No File

= Lornerm e comm |

ERegistrations File Format

Click Here for a*Standard Balch' submission form (s an Excel file)

Click Hy

TOr INSINUETIaNS o g in Ine 'Standarg

Bt files can be accepted in a vanety of 1omats. Click

for full detaits of the fle-fomats avaikabie and associaled coding conventions (in a Word document)

Once uploaded a preview file will be available to view.

— none — ~

[] New trainer in notes
Notes on this submission

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

Select File All Files Uploaded. Please select file(s) to upload

This is a "preview’ of the file you have uploaded. The top (yellow) line displays the column headings we are expecting - below that is displayed JUST the first 20 lines of the file

NB: If the file does not appear to match the yellow column-headings, you can procede to submit the file but it may be subject to processing delays. Alternatively, edit the file now,
BUT DON'T FORGET then to re-drag-and-drop it, or re-select it - and check again the 'yellow' column headings against your file's actual content.

EUSRID Surname Forename DoB Email Address
Rossi Janice 16/03/1969 janice@gf.com
Hill Henry 29/12/1978 henry@af com
Carbone Frank 18/02/1964 frank@fake com
[] No File

[ Amena | Continue with Unit Registration

ERegistrations File Format

Once uploaded and correct. Click ‘Continue’ to confirm.

1.5.6 Adding individually
Individuals will appear in the ‘Individual Registrations’ section.

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0121 745 1310
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EUSR ID _ Learner 10 ' Lnial o ULN
— -
Not Applicable
ndividual iD Leead iD ULN
Tite Foraraaned Surmume pom
Ermail
Empioyer
Please dlick here to Heing selecied - m
continue "“--.ﬂ____

If the EUSR ID number is known, fill in the ‘Individual ID’ and select ‘Fill by Identifier’ - this
will complete all other fields on page. You will need to ‘Confirm’ or ‘Amend’ the registration.

1.5.7 Email Address
A valid email address is required to send the XAMS activation email directly to the individual.

1.5.8 Confirm Individual Registration
Once all individuals’ details are added select ‘Add New Learner Registration’

Confirm Individual Registration

Please confirm you want to add Mew Individual Harry Potter (DOB 01/03/1988) to baich (263364) NWH 02/01/19 Test 4

Once added to the batch all individuals’ records will be visible.

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0121 745 1310

(Option One)
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"A‘ EUSR  Batcnactons +  Resources+  centre Management ~ ‘Centre Administrator at Test Centre 1-RS @)@  Rebecca Edginton +

Learner Registrations « Results Batch Documentation

Provider [18579] Test Centre 1-RS

Programme/Course [259358] National Water Hygiene (2015)

Qualification [5163] National Water Hygiene

Provider Reference 001 Purchase Order No 001
Batch Start 11/01/2019 Batch End

Site Main Site (Main Site)

Number of Individuals 3

Trainer Trainertest, Testtrainer Quality Personnel None

Individual Registrations

Click on the sumame to review the individual's history for your currently selected centre

‘ Actions All | Individual ID ULN |Title | Forename Sumame Date of Birth Status Metrics Registered On Registered
‘ Actions ~ [] |500121 Harry Potter (more...) 01/03/1938 Mot Specified Metrics == National Water Hygiene 15/01/2019
Actions ~ 500132 Ronald Weasley (more...) 04/09/1988 Not Specified Metrics = National Water Hygiene 15/01/2019
Actions - [ | 500133 Hermicnie Granger (more._.) 28/05/1988 Mot Specified Mefrics =1 National Water Hygiene 15/01/2019

Once uploaded all individuals will appear in the Batch. An individual’s details can be
reviewed by clicking against their name.

1.6. Uploading Photographs

How to Upload a Photo

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

An example of an
acceptable photograph

Add all individuals in the Batch before uploading photographs.

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0121 745 1310
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To upload a photograph, select the ‘Actions’ button

Individual Registrations

Click on the surname to review the individual's history

Actions |AII ‘ Individual 1D ‘ ULN |Title ‘ Forename
Actions ~ ‘D 568255 ‘ ‘ Barmey
Ted

Actions - ‘D

568256 ‘ ‘

Select ‘Add ID Photo’

Actions |AII | Individual ID | ULN |Title | Forenam
TR O 568255 ‘ ‘ Barney
B Add ID photo Ted

¥ Upload documents
Robin
& Enter results/claims/assessments

® Check registered qualification Lily

|
||—| EROIEN | | | Kilarehall

You will then be able to ‘Upload Photo ID’. The photograph file can be ‘dropped’ into the
drop-box or you can search for the photograph from within your folders using ‘Select File’.

Upload ID Photo

Drop files here

All Files Uploaded. Please select file(s) to upload

Once a photograph is uploaded, the ‘Photo Cropping’ tool opens.

Photo Cropping

The photo can be edited to fit within the guidance lines.

The photos can be rotated, moved, and zoomed in/out.

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0121 745 1310
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Once you are satisfied with the editing, select ‘Save’ and then ‘Close’.

The ‘Actions’ button will then show a green silhouette once the photograph has successfully
uploaded.

Individual Registrations

Click on the surname toreview the individua

‘Actions ‘AII ‘ Individual 1D ‘ ULN | Title

O

‘ O Actions -

568255 ‘ ‘

O

‘ O Actions ~ 568256 ‘ ‘

A new drop-down option is available, ‘Show ID photo’

Select this to view your upload.

Actions ‘AII ‘ Individual 1D i ULN ‘ Title | F
@mamae] D25 | | |
O show ID photo T

B Add ID photo

#+ Upload documents

The photograph is retrieved and will show on screen.

Notifications

If you see a blue ‘bell’ icon in the top right of QuartzWeb home page, this means action
needs to be taken.

Ayk . " P
"A‘ EUSR Batch Actions ¥ Resources ¥ Centre Management ¥ NAMS Administrator’ at XAMS Test Centre Rebecca Thorpe ~ A

Welcome to Quartz\Web, EUSR's registration system

Click on the icon and information is displayed which provides a brief description of the issue
and the individuals details.

To delete Notifications, click on the ‘X’ against the specific notification you want to delete.

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0121 745 1310

(Option One)
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Prerequisites NOT Met X

A registration was not accepted because the candidate did not
meet the prerequisite requirements.

Candidate Rebecca Thorpe was NOT registered onto batch 313674
because they did not meeet one or more prerequisite unit
requirements

Details of candidates whose registrations which did not meet
prereguisite requirements can be found HERE

In the above example, if you select ‘HERE’, a ‘Reports’ page opens, and you will see all
individuals that have not met the prerequisite requirements for the relevant XAMS courses.

A ‘Prerequisite Report’ is also in the ‘Reports’ page. To access, select ‘Resources’ and
‘Reports’.

™ Y
wAT EUSR Batch Actions = Resources * Centre Manag:

Welcome to QuartzWeb, EUSR's registr  Reports

Documentation

BATCH ACTIONS
Select this tab to access:
Your Batches — access your current or previously submitted batches

Contact Us

The report is named ‘Registrations not meeting prerequisite requirements’

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0121 745 1310

(Option One)

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


mailto:eusr@euskills.co.uk

<A~ EUSR
ANE T

REGISTER

View Report

Choose a report o view:

Check photos for a batch

NG Employees

Registrations not meeting prerequisite requirements

This report can be filtered by date and displays the ‘Batch Number’, ‘EUSR ID Number’,
‘Individual’s Name’, ‘Course’ and the ‘Date Registered’.

XAMS Test Centre

Batch EUSRID MName Course Date

313875 565453 Kevin Camrot Scottish Water DOMS eLeaming 03-Dec-2020

313674 343335 Rebecca Thorpe Mational Grid Electricity Contractors Scheme - Person (Substations 03-Dec-2020
Renewal)

33861 80836 CEL Candidate & Test Scottish Water DOMS eLeaming 02-Dec-2020

03-Dec-2020 11:49:17

1.7 Activation email

Once an individual has been registered in QuartzWeb, for an e-Learning/e-Assessment
programme, an automated activation email is sent.

The email is sent to whichever email address was selected at the time of creating the Batch,
the individual’s email address registered in QuartzWeb or to the XAMS Administrator

From: noreply@xams.co.uk <noreply@xams.co.uk>
Sent: 02 Necember 2020 11:57

To

Subject: Welcome to XAMS

Dear Rebecca Thorpe

Welcome to XAMS - the EUSR e-Learning system.

You have been registered on the GL/6 Update programme at Energy & Utility Skills Ltd. Please contact your XAMS Administrator if you have any queries or were not expecting to receive this e-mail.

Here are your login details to XAMS.
Login ID: 243338

If this is the first time you have used XAMS, click here to set your XAMS account password - Click here to set
If you have used XAMS before, click here to log on to XAMS and access your e-Learning programme - https://euskills-uat. xams, co.uk

If you have any issues using the links above, please contact the EUSR Support team. We are available Monday — Friday, 8,00am — 5.00pm via email: eusr@euskills.co.uk or tel: 0121 745 1310 (option
1).

Please note, you must complete the Assessment before 03/12/2020.

Kind regards
EUSR Support Team

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0121 745 1310

(Option One)
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If the individual has never used XAMS before they will need to follow the link to create their
XAMS password.

If the individual has used XAMS before they can continue to the XAMS login page.

2. XAMS Administrator role

Individuals’ progress in their e-Learning or e-Assessment can be monitored by the XAMS
Administrator.

2.1 Initial Setup
When first registered in XAMS Administrator role, you will be sent a welcome email.

2.2. Main Menus
The ‘Home Screen’ consists of different areas.

L'_‘ Home Schedule Administration * Reports = Welcome CBL Admin  Log out

2.2.1 Home
In ‘Home’ you can select the different pages.

2.2.2 Schedule

In ‘Schedule’ you can see the individuals who have been scheduled for e-Assessments. It
will confirm:

- Start date

- Centre

- Assessment (the e-Assessment that has been sent out e.g. National Water Hygiene)
- End date (the date the e-Assessment was completed)

- The duration of the assessment (length of time allocated to the e-Assessment)

- Course completion status

The Schedule list can be filtered by date and can also be exported into an Excel document.

2.2.3 Administration

In ‘Administration’ you can view Cohorts (Batches) and individuals assigned to your Centre

that have been sent e-Learning or e-Assessments through XAMS.

- Users — on this page you can view all individuals under your centre. The information can
be filtered by date, role (e.g. and exported to an Excel document. You are able to filter
by role e.g. student (individual) or admin (XAMS Administrator).

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0121 745 1310

(Option One)
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To 03/12/2020 "™ CRefresh Users
n 1D Centres Sites Roles Created
v
Energy & Utility Skills Lid Energy & Utility Skills Ltd Student
urton Energy & Utility Skills Lid Energy & Utility Skills Ltd Student
Energy & URility Skills Ltd Energy & Utility Skills Ltd Student

- Cohort — This page enables you to view all Batches that have been created. You can
see the Batch number and the date it was created.

o Centra/Site Energy & Uity Skills Lid/Energy & Usility Skils Ltd -
Cohort ID Centre Code  Site Code

ills Ltd/Energy & Utility Skills Ltd 313642 1 5 30/11/2020 12:26:17

v

313658 1 5 02/12/2020 09:22:22
313676 1 5 03/12/2020 14:24:11

s Ltd/Energy & Utility Skills Ltd
nergy & Utility Skills Ltd/Energy & Utility Skills Ltd test for guide (unit)

v v
oz
2 2

2.2.4 Reports
In this menu you can view:

- Results — The individuals assessment result and the gradings.

- e-Learning — This report shows all individuals who had assessments created. The
report shows the ‘Learner Names’, ‘EUSR ID number’ ‘Start Date’ and ‘Completion
Date’.

- Scheduled Learners — This report shows all individuals who are due to take an e-
Assessment. It also highlights the e-Learning/e-Assessment programme that has been
selected for them and when the activation will expire.

- Learning Registration Report — This report shows individuals who have been activated
for e-Learning/e-Assessment programmes and by clicking on the email icon, activation
emails can be resent to the XAMS registered email address.

All these reports can be filtered by Date, Name, Assessment Type e.g. National Water
Hygiene. They can also be exported into an Excel spreadsheet.

2.2.5 Welcome User
If you click on ‘Welcome (Your Name)’, you can reset your password.
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User Profile »

Logon ID: admin343338
First name: Rebecca

Middle names:
Last name: Thorpe

Role: Centre Admin »

Reset password |

+ Save || X Cancel

3. XAMS Individual Profile

This section of the XAMS User Guide explains what the individual will see when sitting an
e-Learning/e-Assessment programme.

The individual (or the XAMS Administrator) is sent the email activation.
New individuals must create a password using the link found in their ‘Welcome’ email.

Individuals who have sat e-Learning/e-Assessment programmes before will be able to login
and start the e-Learning/e-Assessment by selecting the link on the ‘Welcome’ email.

From: noreply ns.co.uk <nareply@xams.co.uk>
Sent: 07 December 2020 11:57
To

Subject: Welcome to XAMS.

Dear Rebecca Thorpe
Welcome to XAMS - the EUSR e-Learning system.
You have been registered on the GL/6 Update programme at Energy & Utility Skills Ltd. Please contact your XAMS Administrator if you have any queries or were not expecting to receive this e-mail.

Here are your login details to XAMS.
Login ID; 343338

If this is the first time you have used XAMS, click here to set your XAMS account password - Click here to set
If you have used XAMS before, dick here to log on to XAMS and access your e-Leamning programme - https://euskills-uat.xams,co.uk

If you have any issues using the links above, please contact the EUSR Support team. We are available Monday — Friday, 8.00am — 5.00pm via email: eusr@euskills.co.uk or tel: 0121 745 1310 (option
1).

Please note, you must complete the Assessment before 03/12/2020.

Kind regards
EUSR Support Team
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Welcome to XAMS - the EUSR e-Learning system

LoginID*

Password *

LOG IN

Once logged in, the individual must confirm their own details and they have read the
instructions. For some e-Learning/e-Assessment programmes they may have to confirm
additional statements as well.

I confirm that my name is Rebecca Thorpe and my registration number is 343338

| have read and understood these instructions (please tick to continue)

NEXT >

This page confirms the e-Learning/e-Assessment programmes the individual must complete.

3. Your E-Learning

v \r«.litlicin.r‘\.eii.l.Water Hygiene

Once ‘Start’ is selected, the e-Learning programme opens and displays the modules. The
individual is then able to start.

To move onto the next module, the previous module must be completed first. Once all

modules are completed the individual can return to the ‘Schedules’ page and sit the final e-
Assessment.
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Prior to sitting the e-Assessment, the individual must read the Assessment instructions.

Assessment Instructions
When you take your Assessment, you must follow all instructions given to you by your XAMS Administrator.

If you have any problems with your computer while taking the Assessment, you should contact your XAMS Administrator.
You must attempt all questions in the Assessment.
To start your Assessment, click on the start answering button.

You can answer the questions in the Assessment in any order and you can also change your answers to any questions
before you submit your answers.

If you are not sure of an answer, go on to the next question and come back to it before you submit your answers.

The time you have available for the Assessment is shown in the top right-hand side of the screen. When you enter the last
10 minutes of the assessment, the time will change colour to warn you that you are running out of time.

When you have completed the Assessment, click on the finish button to submit your answers.

The individual has a set time to complete the e-Assessment (this varies depending on the
programme but will be between 30 and 45 minutes). If an e-Assessment ‘times out’, then
XAMS automatically marks the answered questions and grades accordingly.

3.1 Flagging Questions

All questions can be selected from the left-hand side of the page. During the e-Assessment
the individual can read through all questions. If unsure about a question, they can ‘flag’ that
question and go back to it later in the e-Assessment.

Questions can be ‘flagged’ by selecting the ‘Bookmark’ icon on the right of the page - below
where the time remaining is displayed.

Questions

=
L]
w
o

I
i 2h 2 & insTrucTions [ [l FinisH 169

.
17 18 19 20
21 22 23 24

25 26 27 28

29 30
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If a question is ‘flagged’ the relevant tab on the left-hand side will highlight. These do not
need to be ‘unflagged’ to complete the test.

Questions

21 22 23 2R
25 26 27 28

29 30

Individuals have two attempts to pass the e-Assessment. If they fail the first e-Assessment,
they will be given their marks score.

° ‘You have failed this Assessment. If this is your first attempt, you are eligible to re-sit but before
you can re-take the Assessment you must re-take one or more of the e-Learning modules. If this
is your second attempt, you are not eligible to re-sit and should contact your XAMS
Administrator.

Your marks : 0/ 1

Yourresult : 0%

If you have any questions, please contact EUSR Support team, available Monday 8.00am - Friday 5.00pm via email
eusr@euskills.co.uk or telephone: 0121 745 1310 (select option 1).

The individual may need to re-take the e-Learning modules they failed before they can re-sit
the e-Assessment.

Individuals who pass the e-Assessment receive the on-screen message below:

EUSR Support: Monday to Friday 8am-5pm | eusr@euskills.co.uk | 0121 745 1310
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e Congratulations you have passed this Assessment. You will be sent a confirmation e-mail and a
registration is now recorded on EUSR - our online register. The register can be accessed at
eusr.co.uk - available 24/7. An EUSR card will be issued to you.

Yourmarks 11/ 1
Your result : 100 %

If you have any questions, please contact EUSR Support team, available Monday 8.00am - Friday 5.00pm via email
eusr@euskills.co.uk or telephone: 0121 745 1310 (select option 1).

Once completed, the results are processed, EUSR is updated and registration cards printed
and distributed.
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Appendix One — QuartzWeb Terms and Conditions

These terms and conditions (T&Cs) relate to the use of QuartzWeb, Energy & Utility Skills’
online registration system by staff within our approved centres - including approved providers
and our approved trainers and assessors (authorised users).

Authorised users must confirm their acceptance of these T&Cs each time they log into
QuartzWeb. If users do not agree with these T&Cs, they cannot use QuartzWeb

1. Use of QuartzWeb

1.1. Energy & Utility Skills will make QuartzZWeb available for administration related to, and
associated with, the registration of individuals on EUSR.

1.2. Authorised users will be assigned a username and password which will give them
access to QuartzWeb.

2. Approved providers must:

2.1. Ensure that their authorised users are those with responsibility for administration related
to EUSR registration.

2.2. Inform Energy & Utility Skills if an authorised user ceases to be employed or moves job
role.

3. Authorised users must:

3.1. Ensure their username and password details are always kept secure.

3.2. Never disclose their login details to any other individual or third party.

3.3. Never knowingly allow any other individual or third party to use their login details to gain
access to QuartzWeb.

3.4. Always log off QuartzWeb immediately at the end of every session.

3.5. Not leave any IT equipment unattended when logged into Quartz\Web.

3.6. Notify Energy & Utility Skills immediately if their login details are lost, disclosed or used
by another individual or third party.

3.7. Ensure that all administration relating to EUSR registration is accurate and in line with
the User Guide.

4. Energy & Utility Skills will:

4.1. Make a User Guide available to authorised users to support use of QuartzWeb.

4.2. Make QuartzWeb available 24 hours a day.

4.3. Mitigate time periods where QuartzWeb is not available due to routine maintenance.
4.4, Make an alternative process available for the administration of EUSR registration in the
event of a prolonged loss of use of QuartzZWeb.
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5. Liability:

5.1. Energy & Utility Skills will not be liable for any loss or damage resulting from data that
has not been entered or processed in accordance with the User Guide or has been entered
incorrectly.

6. Termination of access:
6.1. Access to QuartzWeb will be terminated by Energy & Utility Skills in the following
circumstances:

6.1.1. Authorised user ceases to be employed or moves job role.

6.1.2. Authorised user has not accessed QuartzWeb for a period of 12 months.

6.1.3. Approved centre ceases to be approved by Energy & Utility Skills.

6.1.4. There is malpractice or maladministration in respect of QuartzWeb.
6.2. Approved centres may terminate the access to QuartzZWeb for an authorised user at any
time by contacting Energy & Utility Skills.

/. Payment terms:

7.1. Energy & Utility Skills’ payment terms and conditions apply to all transactions
undertaken using QuartzWeb that are carried out by authorised users on behalf of approved
centres.

8. Data Protection:

8.1. In accessing QuartzZWeb, authorised users must always comply with the General Data
Protection Regulations 2018 (and as may be amended from time to time).

8.2. Authorised users must ensure that individuals are informed their personal data will be
shared with Energy & Utility Skills and uploaded onto EUSR. A copy of our privacy notice is
available on https://www.eusr.co.uk/privacy

9. Contact:

Authorised users and approved centres can contact Energy & Utility Skills in relation to
QuartzWeb by:

Email: eusr@euskills.co.uk

Phone: 0845 077 99 22

Mail: Friars Gate, 1011 Stratford Road, Shirley, Solihull, B90 4BN

10. General:

Energy & Utility Skills reserves the right to amend the T&Cs and will notify approved centres
and authorised users if this happens.
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