Applying for Accreditation – a guide to accessing the online system
Eleven steps to getting started

Correct April 2013
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1 Locate the on-line form
Go to: www.artscouncil.org.uk/what-we-do/supporting-museums/accreditation-scheme
Click on ‘How do I apply’

Then click on ‘an online application system’
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2 Register or log on
If you are a first time user of the system, you will need to register as a new user by clicking
‘Register new user’.
If you have already registered, enter your email and your chosen password and click ‘log on’.

3 Access your welcome page
Choose ‘Accreditation’ from a drop-down menu and click ‘Start application’.
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4 Starting an application or return – confirming eligibility
All new applicants and returning participants must go through this stage. This element is not the
same as completing an eligibility questionnaire. Click on ‘Begin eligibility check’.

5 Completing the eligibility stage
These questions reflect the published eligibility criteria; please note that the answer to question
two should be ‘No’ regardless of your organisations structure.

6 Eligibility completed, continue to application form
Click on ‘Continue to application’.
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7 Begin application or return form
You can save at any time, and return to complete the form at a later date. Click ‘Next>>>’.

8 Entering your organisation details
Arts Council has a large database of organisations; however, not all museums will be in the
database. Click on ‘Lookup’
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Then click ‘Search’

If your museum is present, select it and move to the next page.
If your museum is not present, and you receive an error message stating that no results match the
museum name, click on ‘Not in list’ at the bottom of the table.

9 Adding your museum details
Fill in the form that is presented, organisation type can be ‘other’, with ‘museum’ typed into the free
text box.

10 If your postcode search does not show your address
This fortunately only happens occasionally. Please contact our enquiries team on 0845 300 6200
and ask them to manually input your address.
11 Continue to the rest of the form.
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