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Prism User Guides 
 
Prism User Guides have been produced by Gateway Qualifications to support the 
implementation of the Prism software application developed by Creatio Ltd.  
 
Prism is a web based software application designed to support awarding organisations and 
recognised Centre’s meet regulatory requirements in the development, delivery, assessment 
and awarding of qualifications. Prism is used within Gateway Qualifications to meet the 
regulatory requirements of Ofqual regulated qualifications and QAA Access to HE Diplomas.  
 
The Prism software application has the following features: 
 

• Web based application – enabling remote access to all functionality.  

• Continuous availability – work can be completed out of office hours.  

• Centre access – to Gateway Qualifications Centre Agreement Terms and Conditions.  

• Supports regulatory requirements – of both Ofqual and QAA.  

 
The guides are aimed at supporting and providing guidance to Gateway Qualifications 
Centres in using the Prism software application consistently. The guides will be updated 
progressively as new features are added to Prism.  
 
Should you encounter any issues with the Prism application please call 01206 911211. On-
going system support is provided by Creatio and any errors or defects will be logged within 
the helpdesk facility through the IT Manager.  
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How to set up a Prism user account 

 
To enable additional users to be set up on Prism, one individual must be given ‘Super User’ 
status by Gateway Qualifications. This individual can then create additional user accounts to 
enable other individuals to view information within Prism. 

 
 

1. To be able to set up a user, you will need to be either a ‘Super User’ or ‘Senior 
Manager’ 
 

2.  Visit https://prism.creatiogreen.com and follow the log in process detailed previously. 
 

3. On your ‘Home’ page, select ‘Users’. 
 
 

 
 
 

4. To add a new user, select the ‘Add a user’ button in the top right corner of the screen. 
 
 

 
 
 

5. Select the type of user you wish to create –  

• General Users have a view only profile 

• Super Users and Senior Managers have a view, edit and accept documents 
profile. 

 
 

 
  

https://prism.creatiogreen.com/
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6. Complete all of the relevant information regarding the individual, selecting the 
appropriate Contact Role.   

 

 
 

 
7. All tick box options shown under the three tabs within the section titled ‘Roles’ 

should be left blank.  Select ‘Save changes’.   
 

 
 

8. The new user will receive notification via e-mail that a new account has been set up 
for them. 
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Accepting the centre agreement terms and conditions 

 
 
At the point of application to become a recognised centre and at the start of each academic 
year, centres are required to accept the terms and conditions of our Centre Agreement.  
The Senior Manager role, usually assigned to the Quality Assurance Contact, is responsible 
for completing this within your centre.  
 
 

1. After logging into Prism, the notification below will be displayed on the right-hand side 
of the screen. 

 

 
 

2. Click on the link to download the document. 
 

3. Once read, click the Accept button which will register your centre’s acceptance.  
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Accessing the unit library in Prism 

 

The instructions below will enable you to access unit information. 

 

 

1. From your home-screen, move the mouse over to the ‘Unit library’ icon and select it.  

 

 
 

2. Search the title of the unit that you wish to view. (Should multiple versions of the 

unit appear in the result list, please ensure that you refer back to the relevant 

Qualification Specification to confirm that the correct unit is being selected 

prior to delivery). 
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3. Once you have located your chosen unit, highlight the unit and press select.  You will 

then see specific details about the unit, including Learning Outcomes, Documents 

and Linked Qualifications. 

 

 
 

4. Full details of the Learning Outcomes and Assessment Criteria for the individual unit 

are shown.   
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5. For a list of all qualifications that contain the specific unit, please select the ‘Linked 

qualifications’ tab. 

 

 
 

6. The unit can be printed or exported as a Word template by using the following 

buttons, found in the top right corner. 

 

 
 

7. To return to the main Unit Library, select the ‘Units’ button. 
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Accessing the qualification library in Prism  

 
1. Units can also be viewed and exported via a linked qualification. 

 
2. From the home-screen, move the mouse over to the ‘Qualification library’ icon and 

select it.  

 

 
 

3. Search the title or qualification reference number of the qualification that you wish 
to view.  
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4. Once you have chosen the qualification that you wish to view, select the 
“Structure” tab to view the units contained. 

 

 
 

5. To expand the units, click on the +/- symbol 
 

 
 

6. To drill down into the individual units, select the “Options” button on your chosen  
unit. 
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7. You then have the choice of viewing the unit (including Learning Outcomes, 
Documents and Linked Qualifications) or exporting it as a Word document. 
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Accessing support materials in Prism 

 

The instructions below will enable you to access Support Materials for chosen qualifications 

(if your centre has been granted access by Gateway Qualifications). 

 

1. Visit https://prism.creatiogreen.com and follow the log in process detailed previously. 

 

2. From the home-screen, move the mouse over to the ‘Qualification library’ icon and 

select it.  

 

 
 

This will bring up the entire Gateway Qualifications qualification library (as shown 

below). 

 

 
  

https://prism.creatiogreen.com/
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3. To reduce the list of qualifications, click in the ‘Search’ box and specify the name of 

the qualification or suite of qualifications that you are looking for.  For example ‘Skills 

for Health and Social Care’.   

 

 
 

4. To view the qualification, click on the individual entry or select ‘details’. 

5. Once in the individual entry, you can view details about the qualification.  Next select 
the ‘Documents’ tab. 
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6. Within the ‘Documents’ tab, you will see the support documents.  These can be 
downloaded as Microsoft Word documents. 

 

 
 

7. Support materials may also be available for individual units. To view the units within a 
qualification, select the ‘Structure’ tab and the Mandatory and Optional units of the 
qualification are displayed once +/- is clicked. 
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8. To view an individual unit, select the ‘Options’ button in line with the required unit, 
then ‘View component’. Once the unit is open, any support materials available will be 
found within the ‘Documents’ tab. 
 

 

 
 
 

9. To return to the full list of qualifications, cancel the viewing of the individual unit and 
select ’Qualifications’. This will take you back to the full qualification library. 
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Adding tutor/assessor and IQA staff to qualifications 

 
 
Staff delivering, assessing or quality assuring the qualifications must be listed in the Staff tab 
against the related qualification(s).  
 

1. To add staff please select the ‘Staff’ tab at the top of the page then ‘Add a staff 

member’. 

 
 

2. Once added, choose which qualifications the individual should be linked to using the 

link shown below. 

 

 
 

3. It is recommended to choose the role first then select the qualification applicable for 

the individual.  

 

 
 

4. This action needs to be carried out for all tutor/assessor and IQA staff against each 

qualification your centre is approved to deliver. 

 


