
 

 

 

Arts Award Centre Operational Guidance 
 

This document provides guidance on how to: 

 

 Enter young people for Arts Award Discover 

 Enter young people for Arts Award Explore and Bronze/Silver/Gold Arts Award 

 How to register a validated Arts Award centre 

 How to link to an existing Arts Award centre 

 Update your personal adviser details and the details of your Arts Award centre 

 Access information on current/past orders for your Arts Award centre  

 

If you require further support, refer to the artsaward.org.uk/helpcentre, or contact the 

Arts Award helpdesk (ArtsAwardOpsTeam@trinitycollege.co.uk / 020 7820 6178).  

 

For further assistance, video guidance for key processes can be found on the Arts Award 

website. 

 

The following key terms are used throughout this guidebook. 

 

‘young person’  = Any young person entered for Arts Award 

‘centre’   = an Arts Award validated centre 

‘adviser’  = a trained Arts Award adviser 

‘Trinity’   = Trinity College London 

‘your Trinity contact’ = Your contact at Trinity for all day-to-day queries. This will usually 

be as follows for each level or type of query: 

 Discover – DiscoverOrders@trinitycollege.co.uk 

Explore/Bronze/Silver/Gold – ArtsAwardOrders@trinitycollege.co.uk 

 General/Finance/Certificate queries – 

ArtsAwardOpsTeam@trinitycollege.co.uk 

‘you’    = All those involved with the delivery of Arts Award qualifications

  at your centre 

‘portfolio’  = the evidence which is collected for Arts Award. For Discover, 

 and Explore we use the term ‘arts log’ to describe the portfolio 

 

 

Other useful documents 
 

Other useful documents and resources include: 

 Arts Award toolkit – detailing the qualification requirements and assessment criteria 

 Qualification specification documents 

 Adviser hub – providing support materials and guidance for running Arts Award 

qualifications 

 Arts Award blog - keeping you updated about resources, opportunities and 

developments, as well as stories and successes from the Arts Award community 

 Arts Award on Voice – providing support materials and guidance for young people 

 

  

https://www.artsaward.org.uk/site/?id=1249
mailto:ArtsAwardOpsTeam@trinitycollege.co.uk
http://www.artsaward.org.uk/site/?id=2674
http://www.artsaward.org.uk/site/?id=2674
mailto:DiscoverOrders@trinitycollege.co.uk
mailto:ArtsAwardOrders@trinitycollege.co.uk
mailto:ArtsAwardOpsTeam@trinitycollege.co.uk
https://www.artsaward.org.uk/site/?id=2682#:~:text=Check%20your%20toolkit%20is%20up%20to%20date
http://www.artsaward.org.uk/site/?id=1971
https://www.artsaward.org.uk/site/?id=2011
https://blog.artsaward.org.uk/
https://www.voicemag.uk/artsaward
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1. The centre portal 
 

The centre portal can be accessed at artsaward.trinitycollege.co.uk/artsawardportal. 

 

Your login details for the centre portal were issued once you successfully completed your 

adviser training and are the same logins used to access the Arts Award website.  

 

If you have forgotten your login details, you can retrieve/reset these by following the 

relevant link(s) on the portal login page: 

- For a username reminder, click 'Forgot Your User ID' and enter the email address 

registered with your adviser account 

- To reset your password, click 'Forgot Your Password’ and a reset link will be sent 

to the email address registered with your adviser account   
 

If you no longer have access your registered email address, or experience issues logging 

in, contact us at ArtsAwardOpsTeam@trinitycollege.co.uk with the following information: 

- Your first/last name as registered at the point of training 

- Your date of birth 

- Your old email address, registered during your training 

- Your current email address 

 

 

https://artsaward.trinitycollege.co.uk/artsawardportal_enu/start.swe?SWECmd=Start&SWEHo=artsaward.trinitycollege.co.uk
https://www.artsaward.org.uk/site/?id=64
https://www.artsaward.org.uk/site/?id=2559
https://artsaward.trinitycollege.co.uk/artsawardportal_enu/forgotusername.htm
https://artsaward.trinitycollege.co.uk/artsawardportal_enu/forgotpassword.htm
mailto:ArtsAwardOpsTeam@trinitycollege.co.uk
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2. Register a new validated Arts Award centre 
 
All new validated Arts Award centres need to register their details via the centre portal 

prior to entering young people for Arts Award. As this process can take a few weeks, it is 

advised that you register your centre details shortly after your centre has been approved 

as a validated centre. 

For information on how to become a validated centre, visit our website. 

 
STEP ONE - On the portal homepage, click ‘Register or link to an Arts Award 

centre’. 

 
 
 
STEP TWO – ‘Has your centre already been registered?’: select ‘No’ and click ‘Next’. 

 
 

STEP THREE - Fill out the information boxes and click ‘Next’. All fields marked with an 

asterisk * are compulsory. Repeat for the following three pages (‘Centre address’ and 

‘Additional information’). 

 
 
STEP FOUR - Nominate a main contact for your Arts Award centre.  

 

Note: For details on the role of the main centre contact read our Best Practice Guidebook 

(section 1.5 ‘The role of the centre representative’). 

 

If you will be the main contact, do nothing and click ‘Next’.  

mailto:https://www.artsaward.org.uk/site/?id=64
https://www.artsaward.org.uk/site/?id=2712
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If someone else will be the main contact, click the magnifying glass and then ‘+’ to add 

the contact to your centre. Enter the first name, last name and email address for the 

person you would like to nominate as main contact.  

When complete, press the save button, and then ‘OK’ to confirm and return to the main 

form. Click ‘Next’.  

 

 
 

 
 

 
 
Note: This will not give access to the centre portal for this contact. The main centre 

contact will be the person receiving Arts Award centre-related information and updates, 

including the centre agreement. 

 
STEP FIVE – Provide information on your Arts Award centre offer:  

 

- ‘The Arts Award in your centre is’: Use the drop-down list to select whether your 

centre will be ‘open’/’closed’ to new members. An ‘open’ centre allows contact from 

members of the public to undertake their Arts Award with them (see step six for 

how prospective members can locate your information), whereas a ‘closed’ Arts 

Award centre does not. This can be amended later via the Centre details tab in the 

portal.  

 

- ‘We offer Arts Award in the following art forms’: Select which art forms you offer; 

this helps to give prospective members an idea about your Arts Award delivery.  

 

Click ‘Next’ and then select your preferred options on the next page: 

 

- ‘We welcome contact from’: Select your preferred option 
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STEP SIX - On the next page, tick the box to choose whether you would like to appear 

on the Arts Award centre map for other centres/young people to contact you.   

Tip: This can be amended later via the Centre details tab in the centre portal. 

 

STEP SEVEN – Provide contact details: if applicable, enter the telephone number, 

website and email of the centre (a main helpdesk line or email address would be ideal) and 

click ‘Next’. You will then be taken to the final page of the centre registration form, which 

explains the rest of the centre registration process. When you are ready, click ‘Finish’. 

 

STEP EIGHT - Your centre agreement will have been sent via email approximately seven 

days after you have been approved as an Arts Award validated centre. You can sign the 

document electronically or forward the email to someone else if you are not authorised to 

sign on the behalf of the organisation you are registering. The centre agreement will be 

sent via email with subject line ‘Please sign REC-AA-UK’ through Adobe Sign 

(echosign@echosign.com) from Trinity College London’s legal department.  

 

Read the email thoroughly and then click through to the document via the link in the 

email. If you are unable to complete and sign this yourself, you can pass it on to someone 

else within your organisation with the authority to do so. Complete all the indicated 

sections of the form and for any section that does not apply enter ‘N/A’. When all details 

have been completed, ‘Click to Sign’ will appear at the bottom of the page. Follow the 

instructions to sign and finalise your centre agreement. 

Tip: If you have not received this email within five working days, check your junk or spam 

folders.  

 

STEP NINE - Once you have successfully signed the centre agreement, you will receive 

an email with a countersigned copy of the agreement attached for your records confirming 

the agreement has been signed and filed. If you do not receive this, please try and re-

enter the centre agreement through the original email link. If an error appears, please 

email centreagreements@trinitycollege.co.uk. If you can access and amend the agreement 

this means it has not been successfully completed. Please doublecheck all sections of the 

agreement have been completed as per the instructions in step eight before re-signing. 

 

 

Once the centre agreement has been signed your new validated centre will be 

available in the centre portal for you to enter young people for Arts Award.  

http://www.artsaward.org.uk/centre/lookup.php
mailto:centreagreements@trinitycollege.co.uk
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3. Link to an existing Arts Award centre 
 

3.1 Advisers 
 
If your organisation is an existing validated Arts Award centre, you need to link yourself to 

the centre in order to be able to access it via the portal.  

 

Note: You can only link to Arts Award centres with an ‘active’ status. If the centre’s status 

is ‘pending’ or ‘closed’, contact us at centreagreements@trinitycollege.co.uk. 

 

To link yourself to an existing and active validated Arts Award centre you need to know 

the following information:  

- The five-digit centre number, which is unique to your Arts Award centre 
- The registered postcode for your Arts Award centre 

 
Tip: Advisers, who are already linked to your centre, can locate this information by visiting 

the Centre details tab of the centre portal. If you have any issues with finding this 

information, please email ArtsAwardOpsTeam@trinitycollege.co.uk.  

 
STEP ONE - On the portal homepage, click ‘Register or link to an Arts Award 

centre’. 

 
 

STEP TWO – ‘Has your centre already been registered?’ - select ‘Yes’ and click ‘Next’. 

 
 

STEP THREE – Enter the centre number and postcode and press ‘Next’.  

If you do not have these details, please ask the main Arts Award contact at the centre or 

another linked adviser for them. They can find centre information in the Arts Award centre 

portal. 

Note: The postcode field is case sensitive, so if an error occurs, ensure the postcode is 

entered exactly as registered (e.g., AB11 2eh would need to be entered as such; AB11 

2EH would not be accepted). 

 

STEP FOUR - If successful, you will see confirmation that you have been linked to the 

centre. Click ‘Finish’ to exit the form. 

Note: If you no longer work for an Arts Award centre you are linked to, you (or the 

centre) must notify us asap, so we can unlink you from the centre and remove access to 

the centre’s information via the portal. 

 
 

mailto:centreagreements@trinitycollege.co.uk
mailto:ArtsAwardOpsTeam@trinitycollege.co.uk
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3.2 Admin staff 

 
Linked advisers may request to set up an account for another key member of staff from 

the centre, who is not a trained adviser (i.e., exams/administration officer), to access the 

portal for administration purposes. To do so, you may request an admin account by 

logging in to our website. 
 
 
4. Enter young people for Discover 

 

STEP ONE – Complete the Discover enrolment spreadsheet 
STEP TWO – Enter young people via the centre portal 

 
Arts Award Discover is an introductory award, and not a regulated qualification. This 

means that the adviser’s assessment is final, and no moderation is required to validate the 

adviser’s assessment.  

 

Once you have completed delivery, advisers need to fully assess the young people’s work 

and complete a Discover marksheet to record their marks for each young person. The 

Discover marksheet is for the centre/adviser’s own records, and does not need to be 

provided to Trinity. Guidance on the assessment criteria can be found in the Discover and 

Explore adviser toolkit, at artsaward.org.uk/toolkit.  

 

To enter young people for Discover, you need to complete the Discover enrolment 

spreadsheet with the details of all young people that have been assessed by the adviser as 

meeting the criteria for the level, and then log in to the centre portal to enter them for the 

award. 

 

Note: All advisers assessing the young people’s work must be linked to your 

centre. Check if all advisers are linked, and if not, ask them to do so prior to entering 

young people for Arts Award via the centre portal. 

 

 

STEP ONE – Complete the Discover enrolment spreadsheet  
 

a. The spreadsheet is available to download at artsaward.org.uk/EnterForDiscover and 

on the portal homepage, under the heading ‘Useful Resources’. 

 
 

Tip: Make sure you download a new spreadsheet each time you enrol young people 

as we regularly update the enrolment spreadsheet. 

 
b. Open the spreadsheet from your downloads.  

 

http://www.artsaward.org.uk/site/?id=2680
https://www.artsaward.org.uk/site/?id=64
https://www.artsaward.org.uk/resource/?id=4815
file://///sw-fil-03/shared/UK&Ireland/Operations/Arts%20Programmes/Validation/Arts%20Award/Moderation%20Resources%20&%20Website/Internal%20&%20Development%20ONLY/Editable%20Versions%20of%20Resources/artsaward.trinitycollege.co.uk/artsawardportal
https://www.artsaward.org.uk/site/?id=4881&__hstc=140353068.ce5e0727a63d003ca94364f41c07f6e1.1692258072495.1702388736851.1702390657183.33&__hssc=140353068.4.1702390657183&__hsfp=564235681
artsaward.org.uk/toolkit
https://www.artsaward.org.uk/resource/?id=4815
https://www.artsaward.org.uk/resource/?id=4815
https://www.artsaward.org.uk/resource/?id=4815
https://www.artsaward.org.uk/site/?id=2351


 

 

Page | 9  

Updated: December 2023 

In tab ‘0. GUIDANCE’ you will find a list of quick steps on how to complete the 

spreadsheet and use it to enter young people via the centre portal, as well as 

certificate and invoice timeframes.  

 

Open tab ‘1. Enrolment’ to enter young people’s details. 

All sections with a blue heading are compulsory, including the three boxes at the 

top for your centre name and centre number. 

 

Note: If any of the young people’s date of birth is not known, you may leave the 

DOB field blank. This option is only available for Arts Award Discover; dates of birth 

are compulsory for all other Arts Award levels. 

 

Complete all required sections of the spreadsheet for each of the young people you 

assessed as passing Arts Award Discover.  

 

Ensure all spellings are correct as this is how they will appear on the young 

people’s certificates. 

 

  
 

Most parts of the form will have a drop-down list to choose the correct option from. 

Please use these options and do not copy and paste data into these cells. 

Incorrectly formatted responses will cause issues with entering young people for 

Arts Award via the portal and cause delays to the certificates issue. 
 
STEP TWO – Log in to the centre portal to enter young people for Arts 

Award 
 

a. When you have completed the enrolment spreadsheet, double check that all the 

information you entered is correct and final (as no amendments will be possible 

after you submit these details via the centre portal) and save the spreadsheet. 

When ready, log in to the centre portal and click the link ‘Enter young people for 

Arts Award’. 

 

Note: Do not start this process if you have not fully completed the Discover 

enrolment spreadsheet and are not ready to submit the young people details via 

the portal. The process of entering young people for Arts Award via the centre 

portal must be completed on the same day you logged in the portal to create the 

order. Any orders left open in the centre portal will be deleted and you will lose all 

the data you uploaded. 

 

 
 

b. On the next page you need to confirm you have completed the Discover enrolment 

spreadsheet by selecting ‘Yes’ and clicking ‘Next’. If your spreadsheet does not 

contain full and final information, select ‘No’ and you will be directed to exit this 

process and return to it when you have completed your spreadsheet.  

file://///sw-fil-03/shared/UK&Ireland/Operations/Arts%20Programmes/Validation/Arts%20Award/Moderation%20Resources%20&%20Website/Internal%20&%20Development%20ONLY/Editable%20Versions%20of%20Resources/artsaward.trinitycollege.co.uk/artsawardportal
file://///sw-fil-03/shared/UK&Ireland/Operations/Arts%20Programmes/Validation/Arts%20Award/Moderation%20Resources%20&%20Website/Internal%20&%20Development%20ONLY/Editable%20Versions%20of%20Resources/artsaward.trinitycollege.co.uk/artsawardportal
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c. Select the centre you wish to enter the young people through. Click the magnifying 

glass icon to bring up the list of centres you are linked to and select the relevant 

centre. Click ‘OK’ to confirm and return to the main page. Click ‘Next’.  

 

 
 

Note: If your centre does not appear, make sure you are linked to the centre, or if 

the centre’s status is ‘pending’ or ‘closed’, contact us at 

centreagreements@trinitycollege.com. 

 
d. Select the Discover option to enter young people for Arts Award Discover and click 

‘Next’ 

 
 

e. Read the information on the next page carefully and click ‘Finish’ to get to the final 

page where you will create an order to provide the young people’s details. 

 

 
 

f. On the next page, use the ‘Order Description’ box to enter a brief description of 

your project and the ‘Comments’ box to provide any additional notes and 

instructions, i.e. if you need us to add a purchase order number to your invoice.  

mailto:contact
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g. You then need to upload the young people’s details directly from your enrolment 

spreadsheet. In your completed enrolment spreadsheet, in the row containing the 

first young person’s details, click the row number on the left hand side (this will 

highlight the whole row) and drag your cursor down until all the rows containing 

young people’s details have been highlighted. 

 

Note: Make sure that all the columns are highlighted, including column A which 

does not contain any data. 

 

 
 

h. Copy the data by either pressing ‘Ctrl+C’ on your keyboard, or right-clicking with 

your mouse and selecting ‘Copy’. 

 

i. In the portal, right click anywhere in the empty section of the ‘Enrolments’ box 

and either press ‘Ctrl+V’ on your keyboard, or right-click with your mouse and 

select ‘Paste’. Once the data has loaded, click ‘Save Enrolments’. 

 

 
 

j. If an error message appears, note the ‘page’ and ‘line’ it refers to and click ‘OK’. 

c 
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To locate the error, which will be highlighted in red, scroll to the relevant page and 

line: 

o scroll down the page by using the vertical scroll bar on the right-hand side 

of the portal screen 

o move between pages using the arrows at the bottom of the ‘Mass 

Enrolment’ box 

o use the horizontal scroll bar at the bottom of ‘Mass Enrolment’ to scroll to 

the right 

 

Tip: Make sure the page window is maximised as otherwise you may not be able 

to scroll all the way to the right  

 

 
 

Make any corrections and click ‘Save Enrolments’. 

 

Note: If you are unable to locate and/or resolve errors and cannot save your 

enrolments, you need to share your enrolment spreadsheet with your Trinity 

contact for further support.  

To do so, click the ‘Attachments’ tab and then click the plus (+) symbol on the 

right hand side to add a new file. In the new row that appears in the Attachments 

box, click the magnifying glass symbol to select and upload your enrolment 

spreadsheet, and then send an email to DiscoverOrders@trinitycollege.com with 

full details of your query. 

  

 
 

k. Once successfully saved, scroll back to the top of the page and click ‘Submit’. 

 
 
If the ‘Submit’ button turns grey, the young people have been successfully entered 

and you will receive an automated email with your invoice. The invoice is emailed 

mailto:DiscoverOrders@trinitycollege.com
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to the person, who made the booking via the centre portal, and they are 

responsible for forwarding it for payment to the appropriate contact within their 

organisation. 

 

Note: If you receive an error message at this stage, you need to share your 

enrolment spreadsheet with your Trinity contact for further support. To do so, click 

the ‘Attachments’ tab and then click the plus (+) symbol on the right hand side to 

add a new file. Select and upload your enrolment spreadsheet, and then send an 

email to DiscoverOrders@trinitycollege.com with full details of your query. 

 

l. Once you have completed all above steps you will have successfully entered young 

people for Arts Award Discover. The invoice will be sent automatically by email to 

the person who submitted the order via the centre portal, and the Finance contact 

registered for the centre. 

 

 

 

5. Enter young people for Explore, Bronze, Silver 

and Gold levels 

 
STEP ONE – Complete the Explore/Bronze/Silver/Gold enrolment and 
marks spreadsheet 
STEP TWO – Enter young people via the centre portal 
 

Arts Award Explore, Bronze, Silver, and Gold are regulated qualifications meaning the 

adviser responsible for the internal assessment of young people’s portfolios is required to 

submit these assessments to Trinity. In some instances, these assessments will be 

moderated externally by Trinity to validate the adviser’s assessment. If your centre has 

been selected to be moderated, your Trinity contact will notify you within two-three days 

from the point you entered young people for Arts Award via the centre portal. 

  

You can enter young people for Arts Award only once the young people’s 

portfolios are complete and have been fully assessed by the adviser(s).  

 

Once you have completed your Arts Award delivery, the evidence must be assessed by a 

trained Arts Award adviser to ensure it meets the evidence requirements and assessment 

criteria at the relevant level. Guidance on the assessment criteria can be found in the 

adviser toolkits at artsaward.org.uk/toolkit. 

   

Note: All advisers assessing the young people’s work must be linked to your 

centre. Check if all advisers are linked, and if not, ask them to do so prior to entering 

young people for Arts Award via the centre portal. 

 
 

STEP ONE – Complete the Explore/Bronze/Silver/Gold enrolment and 
marks spreadsheet 
 

a. The spreadsheet is available to download at artsaward.org.uk/EnterforEBSG and on 

the portal homepage, under the heading ‘Useful Resources’. 

 

mailto:DiscoverOrders@trinitycollege.com
https://www.artsaward.org.uk/resource/?id=4847
https://www.artsaward.org.uk/resource/?id=4847
file://///sw-fil-03/shared/UK&Ireland/Operations/Arts%20Programmes/Validation/Arts%20Award/Moderation%20Resources%20&%20Website/Internal%20&%20Development%20ONLY/Editable%20Versions%20of%20Resources/artsaward.trinitycollege.co.uk/artsawardportal
http://www.artsaward.org.uk/toolkit
https://www.artsaward.org.uk/resource/?id=4847
https://www.artsaward.org.uk/resource/?id=4847
https://www.artsaward.org.uk/site/?id=2598
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Tip: Make sure you download a new spreadsheet each time you enrol young people 

as we regularly update the enrolment spreadsheet. 

 
b. Open the spreadsheet from your downloads.  

 

In tab ‘0. GUIDANCE’ you will find a list of quick steps on how to complete the 

spreadsheet and use it to enter young people via the centre portal. 

 

Open tab ‘1. Enrolment’ of the spreadsheet to enter the young people’s details. 

All sections with a blue heading are compulsory, including the two boxes at the 

top for your centre name and centre number. 

 

Complete all required sections of the spreadsheet for each of the young people you 

wish to enter for an Explore/Bronze/Silver/Gold qualification. You need to enter an 

email address for each young person, which is where their digital certificate will be 

issued to. The email address must be the young person’s (if 18 and over) or their 

parent/guardian’s (if under 18). 

 

Ensure all spellings are correct as this is how they will appear on the young 

people’s certificates. 

 

  
 

Most parts of the form will have a drop-down list to choose the correct option from. 

Please use these options and do not copy and paste data into these cells. 

Incorrectly formatted responses will cause issues with entering young people for 

Arts Award via the portal and cause delays to the certificates issue. 

 

c. When you have completed the enrolment tab with full and final information, open 

the ‘2. Marksheet’ tab, where you will need to enter the adviser’s marks for each 

of the young people.  

 

The ‘Marksheet’ tab will be automatically populated with your centre name and 

number and each young person’s details from the ‘Enrolment’ tab. You need to 

complete the MARKS section highlighted in blue to enter marks and an overall 

result for each. Ensure information entered in the ‘Enrolment’ tab is accurate before 
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completing the marksheet. Any changes to young people’s details need to be made 

in the ‘Enrolment’ tab, as these data are locked for editing in the ‘Marksheet’ tab. 

 

 
 

Select P (pass), A (attempted but not passed) or N (not attempted) for each part of 

the award. There is one unit for Explore and Bronze levels and two units for Silver 

and Gold levels. In the Result column select Pass or Below Pass for the overall 

result, and in the Absent column select ‘Yes’ for any young people who have not 

completed portfolios or whose portfolios have not been assessed. 

 

Note: If you enter any young people in your spreadsheet that you have marked as 

‘Below Pass’ or ‘Absent’, you will be charged the standard fee for these young 

people but they will not be issued an Arts Award certificate. To avoid being invoiced 

for any ‘Below Pass’ or ‘Absent’ young people, do not enter them in your 

spreadsheet, but ensure to keep your own record of any young people you did not 

enter for the award where they have not the completed their portfolio or have been 

marked as a below pass by the adviser.   

 

 
STEP TWO – Log in to the centre portal to enter young people for Arts 

Award 
 

a. When you have completed the enrolment spreadsheet, double check that all the 

information you entered is correct and final (as no amendments will be possible 

after you submit these details via the centre portal) and save it on your computer. 

 

When ready, log in to the centre portal and click the link ‘Enter young people for 

Arts Award’. 

 

Note: Do not start this process if you have not fully completed the enrolment and 

marks spreadsheet and are not ready to submit the young people details and 

marks via the portal. The process of entering young people for Arts Award via the 

centre portal must be completed on the same day you logged in the portal to 

create the order. Any orders left open in the centre portal will be deleted and you 

will lose all the data you uploaded. 

 

 
 

b. On the next page you need to confirm you have completed the enrolment and 

marks spreadsheet by selecting ‘Yes’ and clicking ‘Next’. If your spreadsheet does 

not contain full and final information, select ‘No’ and you will be directed to exit this 

process and return to it when you have completed your spreadsheet. 

  

file://///sw-fil-03/shared/UK&Ireland/Operations/Arts%20Programmes/Validation/Arts%20Award/Moderation%20Resources%20&%20Website/Internal%20&%20Development%20ONLY/Editable%20Versions%20of%20Resources/artsaward.trinitycollege.co.uk/artsawardportal
file://///sw-fil-03/shared/UK&Ireland/Operations/Arts%20Programmes/Validation/Arts%20Award/Moderation%20Resources%20&%20Website/Internal%20&%20Development%20ONLY/Editable%20Versions%20of%20Resources/artsaward.trinitycollege.co.uk/artsawardportal
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c. Select the centre you wish to enter the young people through. Click the magnifying 

glass icon to bring up the list of centres you are linked to and select the relevant 

centre. Click ‘OK’ to confirm and return to the main page. Click ‘Next’.  

 

 
 

Note: If your centre does not appear, make sure you are linked to the centre, or if 

the centre’s status is ‘pending’ or ‘closed’, contact us at 

centreagreements@trinitycollege.com. 

 
d. Select the Explore/Bronze/Silver/Gold option and click ‘Next’ 

  
 

e. Read the information on the next page carefully and click ‘Finish’ to get to the final 

page where you will create an order to provide the young people’s details and 

marks. 

 

mailto:contact
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f. On the next page, use the ‘Order Description’ box to enter a brief description of 

your project and the ‘Comments’ box to provide any additional notes and 

instructions, i.e. if you need us to add a purchase order number to your invoice.  

 

 
 

g. You then need to upload the young people’s details directly from your enrolment 

spreadsheet. In your completed enrolment spreadsheet, in the row containing the 

first young person’s details, click the row number on the left hand side (this will 

highlight the whole row) and drag your cursor down until all the rows containing 

young people’s details have been highlighted. 

 

Note: Make sure that all the columns are highlighted, including column A which 

does not contain any data. 

 

 
 

h. Copy the data by either pressing ‘Ctrl+C’ on your keyboard, or right-clicking with 

your mouse and selecting ‘Copy’. 

 

i. In the portal, right click anywhere in the empty section of the ‘Enrolments’ box 

and either press ‘Ctrl+V’ on your keyboard, or right-click with your mouse and 

select ‘Paste’. Once the data has loaded, click ‘Save Enrolments’. 

 

c 
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j. If an error message appears, note the ‘page’ and ‘line’ it refers to and click ‘OK’. 

 
To locate the error, which will be highlighted in red, scroll to the relevant page and 

line: 

o scroll down the page by using the vertical scroll bar on the right-hand side 

of the portal screen 

o move between pages using the arrows at the bottom of the ‘Mass 

Enrolment’ box 

o use the horizontal scroll bar at the bottom of ‘Mass Enrolment’ to scroll to 

the right 

 

Tip: Make sure the page window is maximised as otherwise you may not be able to 

scroll all the way to the right  

 

 
 

Make any corrections and click ‘Save Enrolments’. 

 

Note: If you are unable to locate and/or resolve errors and cannot save your 

enrolments, you need to share your enrolment and marks spreadsheet with your 

Trinity contact for further support.  

To do so, click the ‘Attachments’ tab and then click the plus (+) symbol on the right 

hand side to add a new file. In the new row that appears in the Attachments box, 

click the magnifying glass symbol to select and upload your enrolment and marks 

spreadsheet, and then send an email to ArtsAwardOrders@trinitycollege.com with 

full details of your query. 

  

mailto:ArtsAwardOrders@trinitycollege.com
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k. Once successfully saved, scroll back to the top of the page and click ‘Submit’. 

 
 
If the ‘Submit’ button turns grey, the young people have been successfully entered 

and you will receive an automated email with your invoice. The invoice is emailed 

to the person, who made the booking via the centre portal, and they are 

responsible for forwarding it for payment to the appropriate contact within their 

organisation. 

 

Note: If you receive an error message at this stage, you need to share your 

enrolment spreadsheet with your Trinity contact for further support. To do so, click 

the ‘Attachments’ tab and then click the plus (+) symbol on the right hand side to 

add a new file. Select and upload your enrolment spreadsheet, and then send an 

email to ArtsAwardOrders@trinitycollege.com with full details of your query. 

 
l. The last step is to upload your enrolment and marks spreadsheet on the portal to 

provide your marks to Trinity. Ensure no changes have been made to the 

spreadsheet after you saved your enrolments on the portal as this will result in 

errors with certification and there will be no adjustment to invoiced fees. 
 
Use the following template file name to name your spreadsheet where you have 

it saved in your computer: 

[Order number]_[Centre number], i.e. ‘1-4984043101-12345’.  

The order number can be found at the top of the page in the portal. 

  
 
In the portal, open the ‘Attachments’ tab, click the plus (+) icon to create a new 

line in the box below, and then click into the magnifying glass symbol. In the pop-

up that appears, click ‘Browse’ to locate your saved spreadsheet and click the 

‘upload’ symbol to upload it. Ensure the correct file has been uploaded in the 

Attachments field. 

 

 
 

mailto:ArtsAwardOrders@trinitycollege.com


 

 

Page | 20  

Updated: December 2023 

 
 

m. Once you have completed all above steps you will have successfully entered young 

people for Arts Award. The invoice will be sent automatically by email to the person 

who submitted the order via the centre portal, and the Finance contact registered 

for the centre. If your centre has been selected for moderation, your Trinity contact 

will notify you within two-three days from the point you entered young people via 

the portal, and provide information on next steps. 

 

 
6. Make changes to an order 
 
If you wish to cancel or make changes to an unsubmitted (open) order prior to submitting 

the order and receiving the invoice, you must email your Trinity contact with full details of 

your query. In most cases, we will cancel the existing open order and, if you wish to make 

amendments, we will ask you to create a new order to provide correct information. There 

will be no cost to cancelling your order or amending your enrolments at this stage.  

 

Once you have submitted your order (and marks for Explore/Bronze/Silver/Gold levels) 

and your invoice has been issued, you will not be able to make changes to your order and 

must email your Trinity contact immediately if any information has been uploaded 

incorrectly.  

The following conditions will apply if your order has already been submitted via the centre 

portal. For full details, read the Arts Award Training and Qualifications - Terms and 

Conditions. 

 

6.1 Cancel and order / remove young people / change levels 
/amend marks  

Once the order has been submitted and the invoice has been issued, it is not possible to 

cancel an order, remove candidates, change the level a candidate has been entered for, or 

amend the marks you provided for any of the candidates.  

If you have entered any candidates in error, or at the incorrect level, or provided any 

incorrect marks, you must notify your Trinity contact immediately in writing with full 

details of all information provided in error.  

We will mark the respective candidates as ‘absent’ on our system, but there will be no 

amendment to the invoiced fee in respect of ‘absent’ candidates. You may re-enter the 

affected young people by submitting a new order with correct information via the centre 

portal, for which you will be invoiced separately as per our normal qualification fees. 

 

6.2 Amend name spellings and email addresses 
To correct a name spelling or amend an email address provided for a young person 

entered for a digital certificate at Explore/Bronze/Silver/Gold levels, you must notify your 

Trinity contact immediately. 

For information on amendment/replacement for paper certificates, including Discover, 

visit artsaward.org.uk/certificates. 

 

6.3 Add young people 
To add more young people, you must submit a new order, for which you will be invoiced 

separately. 

http://www.artsaward.org.uk/resource/?id=3755
http://www.artsaward.org.uk/resource/?id=3755
https://www.artsaward.org.uk/site/?id=1415
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7. Access info for recent/past orders 
 

STEP ONE - On the portal homepage, click the ‘My Orders’ tab at the top of the page. 

 

 
 

STEP TWO - On the top half of the page, select the relevant centre by clicking next to 

the centre name or number. Do not click on the centre name itself as this will take you 

through to the ‘Centre details’ tab instead. 

In the bottom half of the page, you will access a list of all current and past moderation 

bookings for your chosen centre. Look for the order you are wishing to look further into, 

and click on the order number. 

 

 
 
STEP THREE – On the next page, you will be able to access all the details of your 

selected order, including young people’s names and levels they were entered for. For all 

orders you have already been invoiced for, you can download the invoice for your 

records. To do this, click on the ‘Attachments’ tab. 
 
STEP FOUR – In the ‘Attachments’ tab, click the invoice PDF file name and in the pop-

up box, click ‘Download’. 
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8. Access and update Arts Award centre 

information 
 
It is the responsibility of advisers/admin staff linked to an Arts Award centre to ensure 

centre information is kept up to date. Arts Award centres are responsible for 

understanding the types of data that linked advisers have access to, and for ensuring that 

advisers, who leave their organisation, are unlinked from the centre.  

Further information on this can be found in your centre agreement and Best 

Practice Guidebook. 

 

To access your Arts Award centre information, click the ‘Centre details’ tab at the top of 

the portal homepage. On the top half of the page, click on the name of the centre you’d 

like to access. This will take you through to the main centre details page. 

  
 
On the centre details page, you will be able to make amendments as follows: 

 
Centre contact details – update your centre’s address, telephone number and email.  

 

Note: Please email ArtsAwardOpsTeam@trinitycollege.co.uk when updating your centre 

address. You must do so prior to creating a new order via the portal to enter young people 

for Arts Award. 

 

Centre name - it is not possible to amend the centre name within the centre portal. 

Please email centreagreements@trinitycollege.co.uk for further information on how to 

change your centre name. To amend your centre’s name as it appears on certificates only, 

please email ArtsAwardOpsTeam@trinitycollege.co.uk.  

 
Website listing information – update the centre’s visibility on the Arts Award centre 

map and if the centre is open to new members and contact from others. 

 

Art forms – in the ‘Art Forms’ tab, click  to add/remove art forms the centre 

works with. If the centre is visible on the Arts Award centre map, these will appear there. 

 
Advisers – in the advisers tab, you can view the names of all advisers linked to your 

centre. It is not possible to remove, or add other advisers from your centre via the 

centre portal: 

- Advisers need to link themselves to the centre through their own account 

- To remove advisers, email ArtsAwardOpsTeam@trinitycollege.co.uk with a list of 

names and a member of the team will facilitate this  

- To nominate yourself, or another linked adviser, as the main contact for a centre, 

email ArtsAwardOpsTeam@trinitycollege.co.uk 

 

Tip: On this page, you can also view 

the status of your centre in the 

‘Status’ field.  

If your centre’s status is not ‘active’, 

you will be unable to enter young 

people for Arts Award. Contact us at 

centreagreements@trinitycollege.co.uk 

for queries regarding your centre 

status. 

 

https://www.artsaward.org.uk/site/?id=2680
https://www.artsaward.org.uk/resource/?id=4830
https://www.artsaward.org.uk/resource/?id=4830
mailto:ArtsAwardOpsTeam@trinitycollege.co.uk
mailto:centreagreements@trinitycollege.co.uk
mailto:ArtsAwardOpsTeam@trinitycollege.co.uk
http://www.artsaward.org.uk/centre/lookup.php
http://www.artsaward.org.uk/centre/lookup.php
http://www.artsaward.org.uk/centre/lookup.php
mailto:ArtsAwardOpsteam@trinitycollege.co.uk
mailto:ArtsAwardOpsteam@trinitycollege.co.uk
mailto:centreagreements@trinitycollege.co.uk
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Staff – in this tab, you will find any admin users linked to your centre. To set up an admin 

user account for the centre portal, refer to the instructions on Page 21 of this document. 
 
Young People – you will find all young people previously entered for Arts Award here.  

 

Venues – you do not need to make any updates in this tab.  

 

Tip: To save changes press ‘Ctrl + S’ on your keyboard, or click the menu icon  on the 

top-right of the page and select ‘Save Record’. 
 
 
 

9. Access/update personal adviser information 

 
It is the responsibility of all advisers to ensure personal details are kept up to date, as Arts 

Award uses these to issue important qualification updates and moderation 

communications. 

 

Note: Your adviser account is confidential and should not be shared with anyone. 

You should only have one adviser account, regardless of how many training sessions you 

have attended, as all the levels of Arts Award you have trained to deliver should be 

attributed to the same account. If you have multiple adviser accounts, contact 

training.team@trinitycollege.co.uk with the usernames of your accounts and they will 

merge your accounts into one.  

 

To access your adviser profile page, click ‘My Profile’ under ‘Quick Links’ to the top right of 

the homepage. 
 

 
On the profile page, you will be able to amend the following: 

 
Adviser information and contact details - including name, phone number, email.  

 

Address – to change your address, in ‘Address Line 1’ click and then in the box 

that appears. Fill out the form and if the address will be your primary address, check the 

box marked ‘Primary’. To save, click . 
 

Tip: To save changes press ‘Ctrl + S’ on your keyboard, or click the menu icon:  on 

the top-right of the page and select ‘Save Record’. 

 

Note: You will not be able to amend your User ID, or password within your adviser profile. 

To reset your password, log out of the centre portal and click the ‘Forget Your Password’ 

link on the login page. If you wish to change your User ID, contact 

ArtsAwardOpsTeam@trinitycollege.co.uk.  

 

mailto:training.team@trinitycollege.co.uk
mailto:ArtsAwardOpsteam@trinitycollege.co.uk
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10. Centre Portal FAQs 

 
1. How do I sign the electronic Arts Award centre agreement from Adobe Sign? 

2. What is the ‘status’ of my centre? 

3. Is there a limit to the amount of Arts Award centres that I can register/be linked 

to? 

4. How do I remove myself from a centre? 

5. What if I can’t find my centre number? 

6. Can I give my Admin staff/Exams Officer access to my centre?  

7. Why can’t I log in to the centre portal?  

8. Can I save young people’s details on the portal and return to finish the list later? 

9. Can I add more young people to a submitted order? 

10.I cannot complete the enrolment process on the portal. How do I get support? 

11.How do I access my invoice? 

12.How do I change the spelling of the name of a young person that has been entered 

for Arts Award? 

13.How do I arrange a replacement certificate? 

 
 

1. How do I sign the electronic Arts Award centre agreement from 
Adobe Sign? 

 

Once you have registered your centre on the centre portal and received your centre 

agreement, please click the blue link in the email, which will open the agreement in a 

separate window and follow these steps: 

 

 Click on the yellow arrow on left side on the screen to start checking or filling in the 

necessary information.  

 To move through the contract and check the information we have for your centre 

(as well as change any incorrect information), please click the yellow arrow on the 

left side of the screen. You will need to fill in all the required fields to successfully 

submit the agreement. Where fields are not relevant, please state “N/A”.  

 Towards the end of the agreement, you will be required to type your name which 

will act as your digital signature. 

 You should see an arrow at the end of the agreement with a message “Click to 

Sign”. Once clicked, you will see a message indicating that you have successfully 

signed the agreement. 

 

Once you have signed the agreement, Trinity College London will then countersign your 

agreement, and your centre will be made active within five working days. 
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2. What is the ‘status’ of my centre? 
 

To check the status of your centre: 

 

 Log in to the centre portal 

 Click on the ‘Centre Details’ tab at the top of the page 

 A list of all centres you are linked to will appear at the top of the page and on the 

right-hand side of this list you will see a ‘Status’ column 

The status of your centre will impact upon your ability to enter young people for Arts 

Award. 

 

 ‘Active’ centres have successfully completed the centre agreement and can enter 

young people for Arts Award 

 ‘Pending’ or ‘closed’ – contact centreagreements@trinitycollege.co.uk to resolve 

any issues 

 ‘Suspended’ centres – contact ArtsAwardOpsTeam@trinitycollege.co.uk with your 

centre name and number 

 

If there has been a delay in your centre being activated, please get in touch with the Arts 

Award helpdesk on centreagreements@trinitycollege.co.uk. 

 

3. Is there a limit to the amount of Arts Award centres that I can 
register/be linked to? 

 

No. As an Arts Award adviser you can register or link yourself to any validated Arta Award 

centre that you are working with.  

 

4. How do I remove myself from a centre? 
 

If you are no longer working with an Arts Award centre, you will need to unlink your 

account so that you no longer have access to the centre’s information. This doesn’t stop 

you from linking to another Arts Award centre, or applying to create a new one. 

Remember, the eligibility to deliver Arts Award remains with you, the trained adviser. 

 

To unlink yourself from a centre, email us at ArtsAwardOpsTeam@trinitycollege.co.uk. 

 

5. What if I can’t find my centre number? 
 

You can retrieve the details of any centre that you are currently linked to by logging in to 

the Arts Award centre portal and clicking on ‘Centre Details’ at the top of the homepage. If 

you know the centre you would like to link to, but don’t have the centre number, please 

contact the existing Arts Award adviser at the centre to obtain this information.  

 

6. Can I give my Admin staff/Exams Officer access to my centre? 
 

Admin users have access to the portal to undertake the administration of Arts Award-

related tasks, i.e., enter young people and update centre information. To set up a key 

member of staff from a centre (i.e., an administrator or exams officer) as an admin user, a 

linked adviser will need to log in to the Arts Award website and request an admin account. 

 
7. Why can’t I log in to the centre portal? 
 

If you cannot log in to the centre portal, it may be due to the following reasons: 

 

 Forgotten password/password no longer works – To reset your password, click 

‘Forgot Your Password’ on the centre portal log in page and confirm your User ID. 

mailto:centreagreements@trinitycollege.co.uk
mailto:ArtsAwardOpsteam@trinitycollege.co.uk
mailto:centreagreements@trinitycollege.co.uk
mailto:ArtsAwardOpsteam@trinitycollege.co.uk
http://www.artsaward.org.uk/site/?id=2144
http://www.artsaward.org.uk/site/?id=2680
https://artsaward.trinitycollege.co.uk/
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 Forgotten User ID – To recover your User ID, click ‘Forgot Your User ID’ on the 

centre portal log in page and confirm your email. You will be sent a list of all User 

IDs associated with the given email address. 

 Unable to access registered email account – To request your User ID/reset your 

password you need access to the email address associated with your adviser 

account. If you no longer have access to this, email 

ArtsAwardOpsTeam@trinitycollege.co.uk with your first and last name, date of 

birth, your old, registered email address and new email address. 

 Log in details are correct but still unable to log in -  If you continue to experience 

issues retrieving your password, contact ArtsAwardOpsTeam@trinitycollege.co.uk 

with your first and last name, your date of birth and the email address used during 

your Arts Award training. 
 

8. Can I save young people’s details on the portal and return to finish 
the list later? 

 

The process of entering young people for Arts Award via the centre portal must be 

completed on the same day you created the order. Any order that has been left open and 

has not been submitted on the same day will be deleted and you will lose any saved data. 

 

Note: The young people will not be entered successfully until you click ‘Submit’ on the 

centre portal. 

 

9. Can I add more young people to a submitted order? 
 

It is not possible to add more young people to a submitted order. You should create a 

new order to cover any additions.  

For all other changes to a submitted order, see section ‘6. Changes to an order’ in this 

document.   
 
10.    I cannot complete the enrolment process on the portal. How do I 

get support? 

 

If you are experiencing issues with the enrolment process, you will need to share your 

enrolment spreadsheet with your Trinity contact for further support.  

To do so, click the ‘Attachments’ tab and then click the plus (+) symbol on the right hand 

side to add a new file. In the new row that appears in the Attachments box, click the 

magnifying glass symbol to select and upload your enrolment spreadsheet. Send an email 

to your Trinity contact with as much detail about the issue, including screenshots where 

possible, and they will do their best to advise. Once the error is resolved, you can continue 

entering young people via the centre portal. 

 

11.    How do I access my order/moderation invoice? 
 
You will receive an email with your invoice attached automatically when you enter young 

people via the centre portal. Invoices can be accessed in the centre portal by following this 

guidance. 

 

Note: If payment is transferred directly into our bank account you must send remittance 

advice or full payment details to ArtsAwardOpsteam@trinitycollege.co.uk. 

 

12.    How do I change the spelling of the name of a young person that 
has been entered for Arts Award? 
 

Read section ‘6 Changes to an order’. 

 

https://artsaward.trinitycollege.co.uk/
mailto:ArtsAwardOpsteam@trinitycollege.co.uk
mailto:ArtsAwardOpsteam@trinitycollege.co.uk
mailto:ArtsAwardOpsteam@trinitycollege.co.uk
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13.    How do I arrange a replacement certificate? 
 

For information on certificate amendment/replacement, visit artsaward.org.uk/certificates. 

 

https://www.artsaward.org.uk/site/?id=1415

