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Welcome

AIM is a national and international Awarding Organisation, offering a large number of regulated 
qualifications at different levels and in a wide range of subject areas. Our qualifications are flexible 
enough to be delivered in a range of settings, from small providers to large colleges and in the 
workplace.

We are also licensed by the Quality Assurance Agency (QAA) to approve and certificate Access to Higher 
Education Diplomas.

We pride ourselves on offering the best possible customer service, and are always on hand to help if 
you have any questions. Our organisational structure and business processes enable us to be able to 
respond quickly to the needs of customers to develop new products that meet their specific needs.

We endeavour to provide you with the best possible service to enable you to cater for the needs of all 
your learners.

Introduction

This document is intended for centre staff at approved AIM centres and provides details on how to 
register learners and claim for certification against AIM qualifications using the Portal.

Centres must refer to the ‘Being an AIM Centre’ document for guidance on our full processes including 
Centre Approval, Qualification Approval and Registration and Certification. However, we have provided 
a summary of the Registration and Certification process below. Instructions on how to complete these 
steps are detailed within this Portal Guidance.

1. Create a Run

2. Register Learners onto the Run

3. Add Units/Components onto the Run

4. Generate Recommendation for the Award of Credit form (RAC)

5. Complete RAC with Learner Achievement

6. Upload RAC for Verification

7. Internal Verifier (IV)/Approved Internal Verifier (AIV) Verification

8. External Verifier (EV) Verification (if applicable)

9.E-Certification
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Starting up

Logging on

To log onto the Web Portal system:

Open your Internet Browser and navigate to https://quartz.aim-group.org.uk/. You will be 
presented with the screen below:

To log on, you must agree with the Terms and Conditions. The Terms and Conditions can be viewed 
by clicking the Terms and Conditions link on the page. If you are in agreement with these, then 
check the tick box.

Enter your given username (or your email registered to your account) and your password into the 
relevant fields and click the ‘Log In’ button. If you want the system to remember your details, tick 
the ‘Remember me next time’ tick box (do not tick if you are using a shared PC).

Please note

To log out of the system, you must use the ‘Logout’ button. This button is located in the top right 
hand corner of all Portal pages, under your name. We advise that you use the logout function 
rather than simply closing your web browser for security reasons.

If you have forgotten your password, click on the ‘Forgotten your password?’ link. Enter your 
username in the ‘Username’ field and click the ‘Submit’ button. A new password will be emailed to 
you shortly. If you are having issues logging on, please contact AIM.

                         
Back to Contents
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The home screen

The drop down menus at the top of the home screen are used to access the many features outlined 
in this guide. These include:

• registering learners

• reviewing previous registrations

• claiming learner achievements

• submitting documentation

Menu Section Functions
Actions Tracking Review:

• Your Runs
• Your Learner Registrations Submit:
• Register Your Learners Here
• ERAC Submission

Resources • Reports
• Documents
• Contact Us

Administration • Administration
• Estimated Registrations
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User settings

Click on your name in the top right hand corner to show your user settings:

• my Details

• change Password

• logout

• terms and Conditions

• about

To view information about you as a user, click ‘My Details’.

Within this screen, you can see a list of your current centre contacts along with your AIM Account 
Team contact details. To expand a list, please click on the arrow in the relevant section.

                         

                   

If any of your centre contacts are incorrect, please send an email detailing the changes to your 
Customer Engagement Advisor (CEA) at AIM and they will update the information. Your Customer 
Support Officer is the person listed as the ‘Centre Administrator’ under ‘Contacts at AIM’.

It is advised that you check the Portal regularly, as your CEA may change (although you will be 
notified by AIM).

Please note

If you cannot see all of your contacts, it may be that they are held on the next page.
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If you have more than one AIM Portal role, you can switch roles by using the role selection button 
to the left of your name in the top right hand corner. This option is only applicable if you have the 
more than one of the following roles:

• Centre Administrator/Administration Contact/Access to HE Administrator

• Internal Verifier/ Approved Internal Verifier

• Course Leader/Access to HE Enterer

You may also use the function above if you have different roles at multiple organisations. For 
example, if you are an Internal Verifier (IV) at two different organisations, you may use this function 
to switch between the roles you perform by selecting the organisation and clicking ‘Switch’.

                         

                

Please ensure you have selected the correct role for the functions you wish to perform. We have 
provided a summary of the functions each of the roles can perform below:

Role Functions
Centre Administrator/Administration Contact/
Access to HE Administrator

• Registers Course Runs and Learners
• Checks Registration Details
• Downloads RACs
• Completes RACs
• Uploads RACs
• Submits Documents

Internal Verifier • Checks RACs
• Verifies RACs online

Course Leader/ Access to HE Enterer • Confirms Learner Achievement Details Online
• Registers Course Runs and Learners
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Changing your password

If you wish to change your password, click on your name in the top right hand corner of the page. 
Click on

the ‘Change Password’ link and follow the instructions on the screen.

You will be required to complete the fields as outlined in the below table and then click ‘Change 
Password’ to confirm your changes.

Field Guidance Mandatory?
Old password Must match current password - Case sensitive Yes
New password Must be alphanumeric (include at least one number). 

Must be at least 8 characters in length - Case sensitive
Yes

Confirm new password Must match ‘New Password’ entry - Case sensitive Yes

 



chieving your grade
o achieve a: ou must evidence you have achieved

each of the standards in the component.
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Create a run

To create a Run, Click on the ‘Actions’ menu from the top of the Portal page and select ‘Register Your 
Learners Here’.

You must complete all the mandatory fields, shown below:

*Please note that we strongly advise that before creating a Run with the information below, you 
complete the Standard ERegistration form (detailed on the next page) which you will be attaching to 
the new Run. This will prevent the browser from timing out and losing any unsaved data entries.

Field Guidance Mandatory?
Please select your course
from the dropdown

Select the course you would like to register against from the 
dropdown menu. If your course does not appear in the menu, 
please contact AIM.

Yes

The Qualification Please select a qualification or correctly listed ICV option from 
the dropdown menu. If your dropdown does not contain a se-
lection, please contact AIM.

Yes

Run Description This can be used as a unique reference identifier provided
by your organisation for the Run. It can be alphanumerical. For 
example:
CLASS1/YEAR.

No

Start Date Enter the start date of your course in the following format: DD/
MM/YYYY.

Yes

End Date Enter the end date of your course in the following format: DD/
MM/YYYY.

Yes

Provider Reference This can be used as a unique reference identifier provided
by your organisation for the Run. It can be alphanumerical. For 
example:
CLASS1/YEAR.

No

Purchase Order Number If you require a purchase order number to be quoted on your 
invoice, please provide this here.

No

Site Choose site of delivery. Yes
Course Leader Select the name of the Course Leader who will be delivering the 

course from the dropdown menu. If the course leader’s name is 
not available in the drop- down list, see the next section in this 
document.

No
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Field Guidance Mandatory?
Internal Verifier This is the Internal Verifier (IV) who will be internally verifying 

the course for the organisation (they will also be responsible for 
verifying the RAC). To add an IV to this list, please contact AIM.
Organisations with Direct Claims Status do not need to select 
the IV in this
section.

Yes

External Verifier (Moder-
ator)

For organisations with Direct Claims Status, select the appropri-
ate Approved Internal Verifier (AIV) from the dropdown list.
If you do not have Direct Claims Status, you must choose the 
External Verifier named in the list (there should be only one to 
choose from).

Yes

Notes on this Submission Any notes you wish AIM to see regarding this registration. No
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New course leader

If the Course Leader delivering the course does not appear in the dropdown list, tick the ‘Add 
Course Leader’ box. When this box is ticked, it is mandatory that you enter their details in the 
boxes.

This will add the new Course Leader to your organisation and they will be available in your Course 
Leader menu for selection in the future. (Note that the ‘Course Leader’ drop down menu will be 
unavailable when the ‘New Course Leader’ box has been ticked, as the selection has been made in 
an alternative manner).

Please note

On screen indicators will alert you with red-text messages near to the error laden field if a mistake 
has been made whilst completing the form.

If you are alerted to a mistake, then you MUST re-attach the Standard ERegistration submission 
form again as Windows security features do not allow files to be saved in browser memory, 
therefore the file will be automatically detached.

A security feature of Internet Explorer and most other web browsers is ‘Session Time Out’, which 
will result in the end of a current session i.e. if you do not use the system and it is idle for ten 
minutes, you will be required to log back into the system. This will cause you to lose any unsaved 
data entry.
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Registering Learners onto the run

To register your learners onto the run:

Open the ‘Standard ERegistration/EDI Registration Template’ submission form.

The template will open in Excel format. Mandatory fields are ULN, Surname, Forename, DOB and 
Postcode.

If you wish to fill out the remaining fields, the ‘Validation’ tab of the spreadsheet indicates the codes to 
use. It is advised that before completing the Portal page with the information on the next page, you

complete the Standard ERegistration form which you will be attaching to the new Run. This will 
prevent the browser from timing out and losing any unsaved data entries.

Please note

We advise that you download a new spreadsheet every time you use the Portal to ensure that the 
most up to date version is being used.

To attach the completed Standard ERegistration Form, click the ‘Choose File’ button next to the 
‘Choose the ERegistration file to submit’ field.

This will open the File Attachment Viewer to enable you to locate your saved file. Select the file and 
then click the ‘Open’ button.

At this point you can choose to ‘Continue’ or ‘Continue with Unit Registrations’. This will simply affect 
what units are shown on your RAC once the learners are processed. If you wish to register all the units 
within your course structure for the learners, please press ‘Continue’.

You will then be presented with the confirmation screen which displays all the details that you entered 
on the previous screen. If you wish to change any of these details, please select the ‘Amend’ button.

If these details are correct, please select ‘Submit’ this will complete the submission process.

Please note

For referencing purposes, it is strongly advised that you make a note of the Run ID at this point.
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Adding units/components onto the run

TYou will be presented with the following screen. Click the ‘Search’ button without entering any data in 
the search fields. This will generate the full list of units present in your course.

Select the units you are delivering by clicking   to the right hand side of the listed unit details. You can 
also search for specific units using the search boxes by entering any relevant detail of the unit.

Please Note

The search function will only return exact unit matches; codes and unit names must be identical to 
published details.

The selected unit(s) for the Run will appear at the top of the screen. Units can be removed from the 
Run if they have been added in error, by clicking the   icon. Once you are happy you have added all the 
required units to the Run, please select ‘Continue’ to confirm the registration.

You will then be presented with the confirmation screen which displays all the details that you have 
entered on the previous screen. If you wish to change any of these details, please select the ‘Amend’ 
button.

If these details are correct, please select ‘Submit’ and this will complete the submission process.
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Auto process

AIM are alerted every time you submit a registration.

Most courses are validated on the Auto Process function; you will be able to download your RAC 
instantly. If your course is not validated buy this function, once your submission has been processed by 
AIM (within two weeks of receipt), you will receive an email to notify you and you will then be able to 
download your RAC.
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Generating the Recommendation for the Award of Credit (RAC) Form

RAC Generation

To generate the RAC for the run:

• click on ‘Actions’ then ‘Your runs’. Your processed Runs will be displayed.

• click on the ‘Run ID’ or ‘Run description’ to access the Run.

• click on ‘Results’ then ‘ERAC submission Forms’.

• click the button ‘Generate RAC’.

• click ‘Open’ once prompted and then save this to your computer.

The RAC will appear in Excel format showing the units and learners registered.

There are two sections to this form (the form opens on the Learner’s tab):

• Summary: this is the verification page

• Learners: this is the page you recommend learners for credits/units to be awarded

To navigate between the sections of the RAC, use the Excel tabs at the bottom of the spreadsheet.
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Auto process

AIM are alerted every time you submit a registration.

Most courses are validated on the Auto Process function; you will be able to download your RAC 
instantly. If your course is not validated buy this function, once your submission has been processed by 
AIM (within two weeks of receipt), you will receive an email to notify you and you will then be able to 
download your RAC.

                         

                   

Learners page

If a learner has achieved a unit previously, the date of the award will appear against the learner/unit in 
a light grey colour.
 

To award all units on the RAC 

to a learner, click here on the 
relevant learner 

To award a unit to all learners on 

the RAC, click here on the relevant 

unit 

 



Completing the RAC with learner achievements

                   

Please note

If you are missing any of the functionality from your RAC and/or cannot edit the results, 
please contact your IT Systems Department as there may be Macro permission issues and/or 
editing restrictions in place. You will need to remove these restrictions to access some of the 
functionalities. If you do experience restrictions and they cannot be removed, you may still be able 
to complete results for a learner by marking each unit to be awarded.

To recommend Learners for achievement

Click the box against the learner’s name under the unit to be awarded. Click the arrow and select

‘Achieved’. Repeat this for all units and all learners the are being awarded.

17Back to Contents
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Uploading the RAC for Verification

Uploading your RAC

Once you have completed and saved a copy of the RAC to your computer as an Excel document (.xls 
or. xlxs) with a unique filename, you will be able to upload the RAC to allow for electronic Internal 
Verification and External Verification.

RACs can be uploaded by the Administration Contact role on the Portal.

To upload your RAC:

• Click on ‘Actions’ and ‘ERAC Submission’

• Click on the ‘Choose File’ button to locate the completed RAC from your computer

• Double click the required file; this will appear in the ‘Choose an EDI RAC file to submit’ box

• Click on the ‘Submit’ button

Confirm that you wish to submit the RAC with the Notes and File Name shown.

Once the RAC has been submitted, a confirmation page will be shown containing the unique reference 
and Run numbers.

You can either press ‘View Run’ to view the submitted RAC’s or any of the navigation buttons to move 
to another part of the Portal, or ‘Log Out’.

Once an RAC is submitted, you will be able to track its progress through the ‘Administration’ page from 
the main menu. The RAC will have a status for each stage of the process, explained in the table below:

Status Process Stage
Awaiting IV Verification Ready for the assigned Run IV to verify and electronically authorise 

the Run. If your organisation has Direct Claims Status, this step will be 
skipped

Awaiting QA Verification The assigned AIM EV or AIV(Approved Internal Verifier) to verify and 
electronically authorise the Run

Awaiting Processing Ready for AIM to certificate
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Internal Verifier (IV)/Approved Internal Verifier (AIV) Verification

To verify the RAC for a Run, the Internal Verifier (IV) assigned to that Run will need to:

• Log onto the Portal

• Select ‘Actions’ and ’ERAC Verification’

The IV will then be presented with a page which states “The following table lists sets of results which 
are currently in progress. Some of them are awaiting verification by you in which case there will be a

corresponding ‘Verify’ link. You can use this link to review (and print) the current set of results; and, 
verify those results electronically.

• Click the ‘Verify’ link next to the relevant Run.

To view the RAC and the units to be claimed by each learner, the IV can click on the link under ‘Review 
EDI

RAC’.

To verify learner achievement and electronically authorise the RAC, the IV should click on the ‘Verify’ 
button.

If the learner achievement to be claimed needs to be amended, the RAC must be returned and re- 
submitted. To do this, a reason must be entered into the ‘Mini Report’ comment box explaining the 
return of the RAC and then click on ‘Return’. The RAC can then be amended and re-submitted. This 
should be done by modifying the original file to reflect the amended learner achievement, saving and 
then submitting the RAC as above (by the Administration Contact or Course Leader).

A confirmation screen will be shown when the Run has been verified and an email will be sent to 
the assigned AIM External Verifier to notify them that a Run is ready for verification. If the IV is an 
Approved IV with Direct Claims Status, the RAC will go directly to the Awaiting Processing stage, 
without the need for the External Verifier to verify the Run.
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Direct Entry Results by Unit Submission

If you wish to enable this enable function, please contact your Customer Support Officer.

The Direct Entry Results function will allow you to enter results for each unit, across different Runs, 
that the learner is registered against.

If a learner is registered on a unit that appears on two different Runs, the unit will be displayed on a 
separate row for each applicable registration. Clicking on the link to enter results (found in the ‘Option’ 
column) will open a page where the result can be entered for that unit in that particular Run for that 
learner.

Please Note

If the same unit is available on two separate Runs, then before entering any details about the results 
for that unit, users will be prompted to clarify against which registration (i.e. which Run the claim 
should be made).

To submit a direct entry of results you will need to;

• Click ‘Actions’, then ‘Your Runs’

• Find the relevant Run and select the Run ID

• Click ‘Results’, then ‘Direct Entry Results By Unit’

• Select the relevant unit from the drop-down menu

• Select the relevant result from the drop-down selection

• Click ‘Add/Amend’ basket

Clicking ‘Add to Basket’ enters a result:

On the top right corner of the page next to your name, this will indicate the number of results that 
are present in your ‘basket’. For users that hold more than one role, each role has its own basket with 
its own number of results in it. When switching between roles, you will be reminded with how many 
claims you have in your ‘current’ basket (i.e. the basket for the role you’re currently switched to) and 
how many results are present in any other baskets you may have against other roles you hold).

Direct entries can be amended at any point (including across separate log-in sessions) up to the point 
when they are ‘submitted’.

Please contact your CEA for further information.
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Submitting Results

Once you have entered all the results, you can review your basket and prepare to submit the results. 
This is done by clicking on the basket link in the top right corner of any page, which will display a list 
of all the direct entries for the role you are currently switched to. The results can then be submitted 
by clicking the ‘Submit’ button on the page (or results for just one cohort can be submitted by first 
selecting the relevant cohort from the drop-down before clicking the ‘Submit’ button).

Documents (Upload and Download) and Reports

To upload a document to a particular Run, you will need to:

• Click ‘Actions’, then ‘Your Runs’

• Find the relevant run and select the Run ID

• Select ‘Run Documentation’

• Select the relevant file type from the drop-down menu

• Select ‘Choose File’, find the document through the pop-up file explorer and select ‘Open’

• Select ‘Submit’

This file will then be added to the Run and will be reviewed by AIM and actioned where necessary.

The Portal has many reports that you can generate, view and save. You can generate several reports

associated to a Run:

• Click ‘Actions’, then ‘Your Runs’

• Find the relevant run and select the Run ID

• Select ‘Run Documentation’

• Click on the report you wish to generate

• Enter the relevant report information

• Select ‘View Report’
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You can generate several reports associated to your centre:

• Click ‘Resources’ and then ‘Documents’

• Click on the report you wish to generate

• Enter the relevant report information

• Select ‘View Report’

Assessment Scheduling

Some AIM qualifications are assessed via an external online examination. The registration process is 
the same, however once the learners have been registered you must schedule the learners for the 
examination (this must be done or your learners will not have access to the exam).

To schedule an online exam, you will need to;

• Click ‘Actions’, then ‘Your Runs’

• Find the relevant Run and select the Run ID

• Click ‘Results’, then ‘Assessment Scheduling’

• Select the relevant unit from the dropdown menu

• Enter the Assessment Start and End date/time

• Select the check box ‘Show all Eligible Learners’, tick the learners who will be sitting the exam on this 
date

• Click ‘Submit’

You will now need to download your log in sheet for the examination. Your Customer Support Officer 
will provide you with credentials for the XAMS (external online examination) platform. Here you will be 
able to download your learner’s log in sheets, view the learner’s results once they have undertaken the 
examination and generate any reports. Please contact AIM for the XAMS user guidance.
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E-Certification

AIM now offers e-certification for some qualifications, where learner’s certificates of achievement 
can be downloaded directly from Quartz Portal. E-certificates will have a unique QR code that can be 
scanned and verified. If you wish to use the e-certification facility, please contact AIM.

To download e-certificates:

• Click ‘Actions’, then ‘Your Runs’

• Find the relevant run and select the Run ID

• Select the relevant learners for e-certification in the learner registration menu, using the tick boxes 
to the left

• Expand the e-certificate menu using the play button

• Enter and make note of encryption password

• A ‘zip’ file will be created containing all the certificates you’ve requested (encrypted with the 
password you’ve chosen). NB: Your browser will prompt you to save the file.

• You can then print the certificate or send it electronically to the learner.

Useful Contacts

If you are experiencing any issues whilst using the Portal, then please contact your dedicated CEA 
You can find their details on the Portal by going to the ‘My Details’ tab and looking under ‘Awarding 
Organisation Contacts’. Your Customer Support Officer is the person listed with the role of ‘Centre 
Administrator’. Their email and telephone number will be listed.

Alternatively, please email AIM at enquiries@aim-group.org.uk.
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