Centre Guide to the Ark
1. What is the Ark?
The Ark is the secure Gatehouse Awards (GA) online candidate management system.
Approved centres are provided with an account on the Ark at the point of approval and must
use the Ark to:
•
•
•
•
•
•
•
•
•

register candidates
book exam sessions (where relevant)
view exam results
access or amend your candidate’s details
submit claims for unit and qualification certificates
download E-certificates and results notifications
request hard certificate copies / certificate amendments
view invoices
update centre approval information.

2. How do I access the Ark?
You will be provided with your log in and password to the Ark when your centre first gains GA
approval. This will be sent via email to the dedicated email address provided in the centre
application form.
1) follow this link https://ark-gatehouseawards.org/auth/login OR
2) click on the ‘ARK LOGIN’ icon on the GA home page https://www.gatehouseawards.org

Enter your email address and password → confirm you accept the GA Terms and Conditions →
click on the ‘SIGN IN’ button.
Please note:
After a period of inactivity, the Ark will log you out and you will need to log back in again.
If you’ve forgotten your Username or Password, please contact your Centre Administrator.
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3. What menu options will I see on the Ark?
When you log in, you will see your centre name in the top left corner, and two sets of menus:
one along the top of the page, and another on the left-hand side.

CENTER NAME

4. How do I register a candidate for a qualification?
There are two ways to register candidates for a qualification. Option 1 works well for individual
candidates or small numbers, and option 2 for large groups of candidates.

OPTION 1

OPTION 2
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Option 1: Register Candidates via the ‘Key in Details’

Select the correct Qualification from the dropdown menu.
NB. You will only be able to see qualifications for which your centre is approved. If you can’t
see the qualification you want, this may mean that your centre doesn’t yet have qualification
approval. Please apply for the qualification approval via the GA website.
Enter the following details into the onscreen form.
Candidate Number: This is a number created by the centre so that you can easily identify
and track your candidates.
Given Name(s): This is how the name(s) will appear on the certificate /result notification.
Family Name(s): This is how the name(s) will appear on the certificate /result notification.
DOB: Please enter the candidate’s date of birth in the following format: dd/mm/yyyy.
ULN (Unique Learner Number): ULNs are only mandatory for candidates whose course
of study is funded via UK public funds.
You may add more rows to the list to enter more candidates.
Click the blue button Proceed to Details Check. You will then see the following screen:
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Check the candidates’ details → click ‘REGISTER CANDIDATES’ → click ‘CONFIRM’.

You will see Registration Confirmation. You can print it for your records.

Option 2: Register candidates via Excel Upload

Select the correct qualification from the dropdown menu.
NB. You will only be able to see qualifications for which your centre is approved.
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Download the Template File. Please note that the Template File available on the Ark is the ONLY
file you can use to register candidates.
Save a copy of this file to your local computer for future registrations.
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Enter the details into the Excel spreadsheet into the correct columns:
Candidate Number: This is a number created by the centre so that you can easily identify
and track your candidates.
Given Name(s): This is how the name(s) will appear on the certificate / result slip.
Family Name(s): This is how the name(s) will appear on the certificate / result slip.
DOB: Please enter the candidate’s date of birth in the following format: dd/mm/yyyy.
ULN (Unique Learner Number): ULNs are only mandatory for all candidates whose course
of study is funded via UK public funds.
Check that the details you have entered → name and save the Excel file on your device.

Click Choose file on the ARK page → click Open to select the completed spreadsheet → Click

Upload File.
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This will transfer the candidate registration information from the Template File directly into the
Ark.
Confirm that the candidates’ details are correct → click Register Candidates → click the green
Confirm button to proceed with the registrations.
NB. If a candidate appears in blue, this means they have already been registered for this
qualification.

You will see Registration Confirmation. You can print or save this page for your records.
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5. How do I make a registration for a re-sit exam?
Some GA qualifications (for example, IESOL) permit re-sit registrations, where a candidate needs
to be re-entered for one or more units or exam component.
From the Registration menu, select the option Register Resit Candidates.

Select the candidate’s name → confirm the candidate’s details are correct → click on ‘REGISTER
CANDIDATES’.
Please note that there is a charge for resit registrations.
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6. How do I search for an existing candidate?
Click Find Candidate in the Candidates main menu.
All registered candidates will be displayed in a list, organised by the registration date.

To search for an individual candidate in the list, enter information in any of the fields.
You can use any combination of the search boxes in conjunction with each other to quickly
locate the candidate you are looking for.
To see the details of an individual candidate, click on their name.

What if I still can’t find a candidate?
If you are sure that you have registered a candidate but can’t find them in the search results,
please contact your Centre Administrator to help.
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7. How do I withdraw a candidate?
To withdraw a candidate, search for and select the candidate’s Ark registration record as
described above.
A candidate can be withdrawn by selecting the red Withdraw Candidate button underneath the
candidate entry on the right-hand side of the screen:

Withdrawn registrations will continue to be charges at full rate.
GA might waive registration fees for candidates registered in error at their discretion. Please
contact your centre administrator as soon as you have realised this has happened.

8. How can I book an exam session? (Externally assessed qualifications only)
Exam sessions for externally assessed qualifications are available on demand. Please note that an
exam session must be booked:
a) with a minimum notice as agreed at approval stage AND
b) for at least 1 registered candidate
To book an exam session:
1) go to Exams → Exam Sessions
2) click on the green icon ‘+ Create Session’
in the top right corner
3) complete all the details
4)

click Send Notification

Please not that a notification must be sent for each exam session you conduct.
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9. Can I add / remove candidates from an existing session?
Yes, registered candidates can be added to an existing exam session up to one day before the
session. – Candidates added after that timescale will incur a late registration fee in line with GA’s
standard fees and charges list.
To add and remove candidates, go to Exams → Exam Sessions, then select the session
and Click on the Remove box or click on the Add candidates and then select
Candidates, then click on Update Session.
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10. What are the timescales for registering candidates?
Candidates should be registered on the Ark as soon as they have been enrolled onto their
programme of learning.
For externally assessed qualifications (for example IESOL), candidates must be registered with
a minimum notice as agreed at approval stage.
Please note that new exam sessions must be booked with a minimum notice as agreed at
approval stage.
For centre-assessed qualifications, candidates must be registered prior to the first centre
assessment taking place.

11. Are there any late registration fees?
For externally assessed qualifications, all candidate registrations on the day of the exam
session will incur a late registration fee per candidate. There is no charge to add a
previously registered candidate to an existing, pre-booked exam session.
For centre-assessed qualifications, any candidate registrations made prior to the date of the first
centre-based assessment will incur a late registration fee per candidate.

12. I made a mistake at registration – what can I do?
If you have entered a candidate’s details incorrectly, please contact your Centre
Administrator via email. Please provide full information regarding the candidate(s) affected,
i.e. their full name and DOB, and how their details should be amended as soon as you
become aware of the mistake.
Once a certificate has been claimed/issued, a mistake which has not already been rectified will
require an application for a certificate amendment. Fees may apply as per GA’s standard fees
and charges list.

13. How do I apply for an Amendment or a Replacement certificate?
Select the Amendment and Replacement Certificates item from the Ark menu. Select whether an
amended or a replacement certificate is required.
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For an Amended Certificate: if you notice that the certificate issued contains inaccurate
candidate details, you can request an amended certificate. Please note that GA charges a
fee for this service.
To complete an application for an Amended Certificate:
1) select the candidate’s name
2) enter the amendment details
3) upload a copy of the candidate’s ID
4) confirm your acceptance of the terms and conditions
5) click request amendment.
NB. Amended certificates require the centre (or candidate, where applicable) to return the
original certificate, or evidence that the certificate has been destroyed, to GA prior to the
amended certificate being issued.
For a Replacement Certificate: if the certificate issued has been lost, either by the candidate or
in transit, you can apply for a replacement certificate. Please note that GA charges a fee for this
service.
To complete an application for a Replacement Certificate:

To complete an application for a Replacement Certificate:
1) select the candidate’s name
2) confirm your acceptance of the terms and conditions
3) click request replacement.
NB. Replacement certificates will clearly indicate it is a replacement and will display the word
‘Replacement’ on the document.
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14. I have registered the same candidate for the same qualification twice. What can I
do?
If a candidate has been registered in error, and you become aware of that as soon as the
registration has been completed, the registration fee might be waived at our discretion.
Please note that an administrative fee may be applied.

15. How do I claim certificates for my candidates?
Under the menu item Claim Certificates on the home page, click on Make a Claim. Here you will
be able to see candidates that are registered on qualifications that are internally assessed.

Click on the candidate’s name to select the individual candidate you want to make a certification
claim for.
The system will show the available units for their qualification.
It is the centre’s responsibility to ensure that the correct unit achievement is selected and that
the unit achievement claim meets the relevant Rules of Combination for the overall qualification.
You will see all the units for the qualification you registered the candidate for listed in the
‘Units Still Available’ section. Select the units the candidate has completed and then press the
button ‘Confirm Achievement’, and click the Claim Selected Units button:
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You will see the following notice:

16. How do I make a Full Achievement Claim? (full qualification achievement)
You can make a full certificate claim if the candidate has achieved all the mandatory units for
the qualification, as well as the minimum number of overall required credits for the
qualification from any optional units available.
Once this is done you should see a message indicating that your units have been successfully
claimed and the option to Claim Full Certificate has now become available to you. Click on this
button to claim a full certificate for this candidate

17. How do I make a Partial Achievement Claim? (unit only achievement)
To make a partial claim for a candidate who has not achieved the required number of credits
or units to be issued a full qualification certificate, click on the ‘partial claim’ button on the
bottom right corner of the page after you have registered the units they have completed.

18. How do I claim certificates for candidates registered on externally assessed
qualifications?
Centres are not required to claim certificates for candidates registered for an externally
assessed qualification.
Candidates registered on an externally assessed qualification will have their results processed
automatically and certificates issued within GA’s published timescales.

19. I have made an incorrect claim (full or partial). What should I do?
Please contact your Centre Administrator via email as soon as possible. An administrative
fee may apply.

20. What if I can’t see a qualification that my centre is approved to deliver?
Please contact you Centre Administrator via email.

21. How do I apply for a new qualification approval?
Please go to the GA website for full details of how to apply for a new qualification approval.
Applications for new Qualification Approvals will be processed in line with the relevant policy
and procedure.
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22. Can I make changes to my centre details in the Ark?
Click on Information menu item on the top bar menu then navigate to the Centre Information.
Click on the button on the Approval Update Form.
You will need to complete this form so we can action the changes for you.

This page also allows you to:
•
•
•

Make and application for Qualification Approval
Apply for a satellite centre approval
Apply for an exam venue approval

23. How many users at my centre can have access to Ark?
At present each centre only has one account. We may look to change this to allow more
users in future if we feel it will be beneficial to our centres to do so.

24. How do I download assessment materials? (externally assessed qualifications
only)
Please note that assessment materials for externally assessed qualifications only
become available on the ARK in line with the timescales agreed at centre approval
stage.
Click on Assessment and then Download. If the assessment materials are available to
download, you will need WinRar software to access them as they will be downloaded as a
zipped file.
Please refer to the document Maintaining Confidentiality of Assessment Materials Policy for
full details of how to ensure the security of all assessment materials.

25. How do I upload assessment materials? (externally assessed qualifications only)
Please note that assessment materials for completed exam sessions need to be uploaded no
later than within two working days of the exam date.
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Click on Assessment and then Upload. Select the appropriate qualification from the drop down
menu.
Click confirm qualification and the Ark will then direct you to select the exam date. Select and
click confirm date.
Select the candidate’s name, then drag and drop the exam materials and recordings. Please
note that you can select multiple candidates. You will also be asked to select the names of
any candidates who were absent.
Click Upload Files.

26. How can I use the Ark to access my invoices?
Selecting the Invoices menu item provides access to invoices created by the Ark. Any
notifications about overdue invoices will appear at the top of the page:

You can use the Invoicing pages to track the
invoices GA has issued to your centre. These
invoices are generated by the Ark and refelct
all centre activity that occurs on the Ark. The
invoice numbers and amounts can be viewed
by clicking on the individual invoice entry. A
PDF download of these documents is also
available, as follows:

Notifications of overdue invoices also display
in the Notifications section opn the Ark
Welcome page:
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27. What are the various additional documents available on the Ark?
A variety of centre support documents are
available on the Ark for centre use. These
include the Presentation Questions (applicable
for the IESOL Classic exams), Recognition of
Prior Learning application form, Exam Report
Form, Instructions to Candidates, Record of
Reasonable Adjustments and a variety of
Assessment and Internal Moderation Guides
and Template Forms for centre-assessed
qualifications.

A list of FAQs is also available for you to view
on the Ark. These are categorised into
Registrations, Searches, Claims, Approvals,
Exam Sessions and Login/Centre Details.

28. How to download E-certificates?
E-certificates can be downloaded in two main ways:
1) By centres via the ARK
2) By candidates via the GA website

Centres – exam-based qualifications
Click on Exams → Exam Sessions → Click on the Date of the Exam session.
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You can download all the certificates available for the session, or individual candidate
certificates.

Centres – internally assessed qualifications
You can download all the certificates for candidates registered at the same point using the
‘BATCH NUMBER’ generated by the Ark at the registration point.
Go to Candidate Search → Enter batch number

You can download all the certificates available for the batch or individual candidate
certificates within that batch.

Centres – download an individual candidate certificate
Go to Candidate Search → Enter candidate’s details → Click on the candidate’s name → Click
on ‘download certificate’
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Candidates
Individual candidates can download their E-certificate from the GA website at
https://gatehouseawards./learner-support#e-certificates
They will need to enter their ARK generated candidate number and date of birth to access
the certificate. The E-certificate can be downloaded as many times as needed.

29. How to request a hard copy (paper) certificate?
Hard certificate copies can only be requested by centres on behalf of the candidates via the
ARK. There is an additional charge for this service.
On the ARK, click on Candidates → Request Hard Certificate → enter candidate’s details in
the search field → select the qualification certificate → click on ‘request hard copy
certificate’.

Centre Guide to the ARK V2.1 JO Feb 2022
20

