Quartz

The Leading IT Solution for
Awarding Organisations
and EPA Organisations

The Quartz information system has been developed by Portico Consulting to
support the entire lifecycle of learning and qualification development and the EPA

Value Chain.

Fact Sheet — Document Management

Why Use Document Management?

Quartz has document management functionality
fully integrated with the rest of the system. It is
frequently used to support:

e Developing and managing policies and
procedures, qualification specifications and
other formal documents.

e Management of enquiries, general
correspondence, conferences and other
events.

e Data Protection and other regulatory and
audit requirements.

e CRM and managing correspondence and
other contacts with stakeholders in an
integrated way, including new business
enquiries.

Benefits include:

e Meeting regulatory requirements with
robust, fully auditable processes. (Full
management of GCR compliance is provided
in Quartz.)

e Better service standards by improving staff
access to and management of
customer/provider documents.

e Savings on administrative time, reducing
paper, distribution and copying costs.

e Improving staff efficiency by making
documents easier to find.

Quartz’s Document Management Functions

Quartz has a range of document management
functions integrated seamlessly into the system.
Some key facilities are outlined below.

Documents securely stored & linked to items

Documents of all kinds — word processed,
spreadsheets, presentations, photos and other
images, etc. — can be held securely in Quartz.
Each document can be ‘attached’ or linked to one
or more items in the database: organisations,
programmes, qualifications, events, learners, etc.
Documents can be retrieved through a flexible
search facility, and retrieved via any of the items
to which they have been attached.
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Documents can be uploaded and attached to Quartz items, for
example an organisation, a qual., an event or a contact.

Attaching/uploading existing documents

Quartz allows users to upload and attach any type
of document (word processed, spreadsheets,
etc.) from a local or network drive, ‘drag-and-
dropped’ from an e-mail, or by scanning directly
from a paper document. The document is
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uploaded once, and can be attached to one or
more organisations, qualifications, contacts,

Creating documents using Quartz data

Quartz allows users to seamlessly integrate data
with Word mail merge, constituting a major time-
saving benefit when creating documents.
Documents can be created from standard Word
mail-merge templates, with information from the
Quartz database (e.g. contacts, events,
organisation details) automatically merged directly
into the documents. Communications are quickly
and easily produced and documents automatically
attached to relevant items (e.g. organisations,
quals, etc.).

document 1821 for Mary Silver (1427)
o 3 i cos - et
- e [y - - T » B2 a

events, etc. Links can also be made to online
items, e.g. SharePoint documents.
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A letter based on a template with Quartz data fields
automatically available for inclusion.

Version control — ‘check-in/check-out’

Robust document version control is important
where there are potentially multiple people
working on or reviewing a document as it is
created or updated. The Quartz ‘check-in/check-
out’ facility enables a master copy of the
document to be checked out and in when it
needs to be worked on. Each version is kept
separately and previous versions can be retrieved
and reused if needed.

All previous versions are retained with a detailed
audit trail.

The Versions tab illustrates this document’s five versions.

Each version is date, time and user stamped so that the
provenance of a document is clear and so it can be reviewed or
compared to other versions.

Document properties and ‘Quick Merge’

A specific set of ‘custom properties’ (a feature of
Microsoft Word documents) is updated with data
based on linked items — e.g. contact details,
centre details, etc. These can be used to create
‘Quick Merge’ Word templates which instantly
contain data from Quartz, ideal for letters and
centre-certificates.

Documents available anywhere, anytime

All documents are accessible through the Quartz
desktop app wherever the user might be located,
providing support for on-the-road, peripatetic
and home access, as well as access for external
stakeholders.

QuartzWeb & Learner Portal: sharing
documents

Any document in Quartz can be made available to
QuartzWeb and Learner Portal users (e.g. centre,
member, etc.) by individual, role, organisation,
etc.

QuartzWeb users can upload documents, of any
type and virtually any size (e.g. PDFs, Word
documents, Excel spreadsheets, PowerPoint
presentations, videos, sound-recordings, etc.).

QuartzWeb can edit online PDF forms (in the
browser — without the need to download/upload)
and re-upload new or amended versions of
documents.
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Portico Consulting

Portico Consulting provides a range of
management consultancy and technology
services in the public, not-for-profit and
education sectors. We have extensive experience
supporting the operations of awarding
organisations and our systems manage the
achievement records and certification of millions
of learners.

Please contact us if you would like to discuss
Quartz or other areas in which we may be able to
help:

Email: mail@quartz-system.com

Website: www.quartz-system.com

Tel: 01483 226910

Portico Consulting Ltd

Clockhouse 1, Dogflud Way, Farnham, Surrey, GU9 7UD

mail@PorticoConsulting.co.uk
www.PorticoConsulting.co.uk
Tel: 01483 226910

portico



mailto:mail@quartz-system.com
http://www.quartz-system.com/

