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STEP-BY-STEP GUIDE TO USING 
THE APPRENTICESHIP SERVICE 
How to create your account, reserve apprenticeship funds, 
add apprentices to your account and claim incentives 



  

  

 

\iii) GOV.UK Manage apprent1cest11ps 

Create an account to 
manage apprenticeships 

You need to create or 1iga.ia toan apprenticeship account. then you'll be abte 
to gel funding to pay for apprenticeship training and assessment costs. 

You'll use your account to: ~ 

• get apprenticeship funding 

• find and save apprentlceshli:,s 

• find . save and manage training providers 

• recrultai:,i:,rentlces 

• add and manage apprenticeships 

IMliiH+i:\11 

\J.il,' GOV.UK Mana9eapprent1cesh1ps 

We've sent you an email 
To oonfirm your identity. we've 51:1nl a oode lo 
annabel.smith@ao:::ountancy.oo.uk 

Confirm your identity 

Enter code 

Ei-§ll, 11E 
Not r.c:ehred•n-111 

Y® CID tfOUMI iOP!btc IINIII 

i,li; GOV.UK Manage apprenticeships 

Your employer account 

Using your Government 
Gateway details 

You·u now be taken to the HMRC Government Gateway sitewhereyou·u be 

asked to sign In using your Government Gateway credentials. 

When you sign in to your Government Gateway account you°II be asked to 

·grant authority· to allow your ta~ details to be used. 

1!111 Sl!ill.ll!i..i.OW!O>ll 

\.i1i GOV.UK Manageapprent1cesh1ps 

Set up as a user 
If you already have an account li.ga.iD 

Firs t name 

Laat name 

Email; 

We'll send you en email confirm your Identity. 

Add a PAYE Scheme 
We MedyoY 10 add lhe PAYE scheme lo, YDY' organisatlon 

You can do this by using ~the.- of the follow1ng· 

• the Government G.lteway login foryo•.n0tganlw tion 

• yQUr accounts office reference number fo r rour Ofgilnlsation 

► f.lrutVPIU GQ\IUDrntOt f"lfWilY..d.cLllll 

► Eica.WHiC lctPUOts gf[j{jf Md WF scheme rrffceCKC oumhf:n 

You un 1dd a PAYE IC heme ~ ter If You ne«I l'nOf• t ime, we un st ill create 
your account for you. 

Q Use Government Gateway tog in 

Q ~~==:u~: ~=::::~;;:::~:: 1:, ;::,:~0~::,scheme 

INTRODUCTION 
Whether you are recruiting new apprentices 
or upskilling existing employees using 
apprenticeship training, all employers are 
required to set up an Apprenticeship Service 
account to recruit and manage apprentices. 
We’ve put together a step-by-step-guide to 
help guide you through the process. 

WE ARE HERE TO HELP 
For support in setting up and using your 
Apprenticeship Service account, please do 
contact employer.training@gloscol.ac.uk or 
call 01452 563400 and we would be happy 
to help. 

STEP 1: GETTING STARTED 
To register for your Apprenticeship Service account, follow these simple steps: 

1. Go to manage-apprentice- 2. Enter your name, email and a 
ships.service.gov.uk and click password and click Set me 
Create account up 

3. You will then be sent a code 
to verify your account 

4. Next you’ll need to add your PAYE scheme 
to your account, either using your existing 
Government Gateway login, or your PAYE 
Scheme reference along with the Account 
Office reference number (included in any 
HMRC correspondence to your business). 
Please note that all levy paying companies 
must use the Government Gateway route 

5. You will then be asked to complete a 
legal agreement with the Education 
Skills Funding Agency (ESFA). 

For further guidance 
watch this video 

http://manage-apprenticeships.service.gov.uk
http://manage-apprenticeships.service.gov.uk
https://www.youtube.com/watch?app=desktop&v=NC3RzRrvgoc&list=PLMNvQX_aIOux3SdHgg3Iw8D8dPrVHbMY7&index=2
mailto:employer.training@gloscol.ac.uk


 

  

  

A1111rentices Recruit ment 

Add apprentices, update details of existing Recruit an apprentice by creating a 
apprentices and authorise payments to vacancy. This vacancy will be c1dvertised 011 
training providers. Flnd an apprenticeship. 

Tr::1ininn nrnvirl,:r,r S:inrl :annro.ntir,::,,chin 

Apprenticeship funding is 
available to train and 
assess your apprentice 

Employer ACCOUNTANCY LIMITED 

Apprenticeship Sept 2020 to Nov 2020 
training ltart dilte 

Apprent iceship 
t raining course 

Assistant Accountant- Level 3 

Do you want to reserve funding now? 

@ Yes. reserve funding now 

Q No. return to account 

Employer 

Apprenticeship 

start date 

Apprenticeship 
training 

ACCOUNTANCY LIMITED 

Sept 2020 to Nov 2020 

Assistant Accountant - level 3 

► Cin.lltw}g~ 

Making changes 

You can add or change the apprenticeship training when you add an 

apprentice's details. 

You will need to reserve new funding to change the apprenticeship training 
start date to outside oft he 3-month window you originally selected. 

What's next? 

Q Recruit an apprentice 

Q Find a training provider 

\ili,· GOV.UK Manage apprenticeships 

Your employer account 

Home Finance Recruitment Your funding reservations Apprentices 

Reserve funding to train and 
assess an apprentice 

To reserve funding. you will need: 

• the month you expect the apprenticeship training to start 

• the a12~12.1rainin9..tl2.I.ILS.e. the apprentice will take. which can be 

changed later 

When will the apprentice 
start their apprenticeship 
training? 

The apprentice can start their apprenticeship training anytime in the month 
you choose. or the following 2 months 

0 July2020 

Q August 2020 

G) September 2020 

AiiFl:l:&111:111 

Do you know which 
apprenticeship training your 
apprentice will take? 

@ Yes 

I 
0 

Search for a course 

acq 
Professional accounting/ taxation technician • level 4 

Assistaf\l accountant - level 3 

Accountancy/ Taxation Professional - level 7 

► Car Accounts / Finance Assistant • Level 2 

96Fifiiild 

STEP 2: RESERVING APPRENTICESHIP FUNDS 
All non-levy payers need to reserve the funds which pay for the training and assessment of 
apprentices as soon as you decide to take on apprentice. If you plan to recruit a new 
apprentice, the funding should be reserved before you recruit. 

1. From the homepage of your account, go to the Your funding reservations tab and 
click Reserve funding 

1a. 1b. 

2. Add the course information for 3. Select the month your apprentice will be starting 
your apprentice then Save and then Save and Continue (the apprentice can 
Continue start in the month you choose, or the following 

two months e.g. if you select September, they 
can start in September, October or November) 

4. Select Yes, reserve funding 5. Scroll down and select Add 
now then Confirm Apprentice Details 

For further guidance watch this video 

https://www.youtube.com/watch?app=desktop&v=mCJxL2ncIrg&list=PLMNvQX_aIOux3SdHgg3Iw8D8dPrVHbMY7&index=6


 

 

 

 

 

 

 

,.1,, GOV.UK Manag9apprent1ee~h,ps 

Youre"'l'l<>yerac~I '""o •Set= 5..,.,,., 

Account ID: VRPNVG 

ACCOUNTANCY LIMITED 
*~ 
Apprenticeships 
Maooll'"l'OO••ppront coo. o<lv@rtl"' 
opprer,t1eurup1andHtlrU>ingp,o,,d., 

.... ,..... 
"""'""'""'""·-"'"'"'""'""'~ting . ,,,.,,.,.,, .. ..., ...,1ho<>< ..,...."'> lo ,, ...... .. -.,. 
Y2Yr.1wnint.lll2mil 

l'.2lil..llU9Cl1Uihll!: -c,,oto-rt< to <•><t on ..., ., ..,.. ... .,.. ..... _ _,..,.,..., ..... 
0,...,,,, .....,,, 

Einsli~~I!: 
!UiD:Lng!: """"·""-·""'­-----~----------1 

Wu GOV UK Manageapprent1c&Sh1ps 

Youromployor occo"nt - sot,,.,.'""'"" 

Add an apprentice 
Add<l<,.loo!o<>aormo,o•pp,omi< .. t<> "°"'"'<ooet .ar.d t "ltl<>m• 
p,yrnontsto-b >ir1,ng r,ro.-

Borlore yo1.1 start 

• koowttler>a""' of""6 •Pl"""'t"'M 
• koow yout tr•,nfog p,.,.;do<"< UK- ~ofot....,oNumbo, (UKPRN) 

,.,..,trt1ron~ p-rol'l<l0< <antotlyoutti , 
• mokesuro U,oorgoni .. t ionth>t'<nom«loo the controct ,.,..l>ovowith 

. =~".::n,~~~~:~:::.::c:=:.::::-::;.:;;~:;::::;,: 
aoeount• vitWPA'l'[ICbtTN0TlillCfP1DT 

Add training provider details 

UK Provider Referenc:e Numbe r 

I I 

► What is a lJK Provider Reference Number? 

Bill 

Apprentices 

Add new apprentices or ask your 

training provider to add them . 

View approved apprentices, update 

deta ils of e>cisting apprentices or 
stop and pause payments to training 

providers 

Review, edit. approve and add more 

apprentices. 

Do you want to use transfer 
funds to pay for this training? 

0 Yes, I will use transfer funds from LEVY EMPLOYER LTD 

@ No, I don't want to use transfer funds 

STEP 3: ADDING APPRENTICES TO YOUR ACCOUNT 
Each time you hire an apprentice, or an existing member of your staff signs up to doing an 
apprenticeship, you will need to add them to your Apprenticeship Service account. 

1. From the home page of your account, go to the Apprenticeship tab and click on Add 
an Apprentice then Start Now 

1a. 1b. 

1c. 1d. 

2. Add Training Provider details - UK 
Provider Reference Number 
(UKPRN) Gloscol: 10002696 then 
Continue. Confirm training 

      provider (select Yes) 

3. Select I will add apprentices then 
continue 

4. Please enter the apprentice’s name as 
a minimum, then enter as many of the 
other details as you can. Select Save 
and Continue 

5. If you have more than one apprentice 
to add, you may do this now by 
selecting Add another apprentice 
and following the same steps as above 

6. Once you have added all your 
      apprentices’ names, approve these 

details by selecting Yes, approve and 
notify training provider 

Your request will be approved by our 
administration team once the apprentice 
has been signed up via your training 
coordinator or assessor. 

For further guidance 
watch this video 

https://www.youtube.com/watch?app=desktop&v=8DMTHDcrz64&list=PLMNvQX_aIOux3SdHgg3Iw8D8dPrVHbMY7&index=7


 

 

 

 

 

 

 
 

You can add a 1,aining provide,. then give1hempermissiontoaddapp,entioe 
re-::ords. re-::ruit apprentices and create job adverts on yourbehaU 

I-ME ::doll 

GLOUCESTERSHIRE COLLEGE 

Oryanis.;ition 

Glooceste,shireCollege Addapprentice,e-::ords 

Crealeandpublishjobadve,ts 

KAPLAN FINANCIAL LIM ITED No permissions set 

.. .l:!2n.~ 

Confirm permissions for 
GLOUCESTERSHIRE COLLEGE 

These permissions are on behalf of Gloucestershire College 

Add apprentice 
records 

Allow 

Recruit apprentices Allow 

BIi 

~ 

Set permissions for 
GLOUCESTERSHIRE COLLEGE 

Thesepermissionsareonbe!iatfofGloucestershireCollege 

Add apprent ice records 

Thisallowsyourtra ini ngpro•idertoaddapprenticere-::o,ds . llyoudonotpay 
therev'f.thispermissionalsoallow~yourtrainingprovidertorl'Sl'rvefunding 

@ Allow 

Q0onotallow 

Recruit apprentices 

Thisallowsyou r\r,;i iningprovidertocrea\eandmanagejobadverls.ltalso 
allowsthemtoreceiveandmanageapplications 

@ Allow 

0 Allow. but I want lo review jobadve<ts belorethey'readver1ised 

O Doootallow 

;ioos.manage-aw~n!ir,shii>H•""''-9""·uk/accounu,IVGY7KN/prowd,n 

uh, GOV.UK Manage apprenticeships 

Your • mi>lore••e<:ount - Solt"¥' • S,lgoout 

~ &!WU e,JIQtWIW 1l2w!..1:rlJlJ ~~~ ~ ... 

You've successfully changed 
GLOUCESTERSHIRE COLLEGE 

permissions 

We' ll send GLOUCESTERSH IRE COLLEGE an email to let 
them know that you 've changed t heir permissions and 

what their new permiss ions are. 

Your training providers 

STEP 4: SETTING PROVIDER PERMISSIONS 
By giving Gloucestershire College permissions to your account, you will enable our 
Employer Training & Apprenticeship team to support you with adding apprentice records, 
creating and submitting vacancy adverts and managing the recruitment process on your 
behalf. 

1. From the home page of your 2. Next, you will be asked ‘Do 
account, go to Apprenticeships you give Gloucestershire 
and click on Your Training College permission to add 
Providers. Click on Set or apprentice records? And 
Change Permissions next to ‘Do you give Gloucestershire 
GLOUCESTERSHIRE College permission to recruit 
COLLEGE. apprentices?’ Select Allow 

and Continue 

3a. You will then be asked to 3b. Select Confirm.
 confirm permissions for 
 Gloucestershire College. 

For further guidance watch this video 

https://www.youtube.com/watch?v=xWUFLAAc4TY&list=PLMNvQX_aIOux3SdHgg3Iw8D8dPrVHbMY7&index=2


 

 

 

 

 
 
 
 
 
 
 
 
 

 

STEP 5: RECRUITING AN APPRENTICE WITH 
GLOUCESTERSHIRE COLLEGE 
Once you have reserved the apprenticeship funding (Step 2) and have given 
Gloucestershire College full permissions (Step 4), our Employer Training & Apprenticeship 
team will be happy to create an advert for your vacancy and manage applicants on your 
behalf. 

Your Business Consultant will work with you to collect all the necessary information to place 
your advert. Some of the essential information includes: 

• Apprentice role and responsibilities 
• The training your apprentice will take and expected qualifications at the end 
• Expected career progression after this apprenticeship 
• Application closing date 
• Apprenticeship start date 
• Pay, duration and working hours 
• Essential qualifications for the role 
• Skills and personal qualities required for the role 
• Benefits and other useful information about your company that will help attract candi-

dates 

Once the advert has been submitted and successfully checked by the system, it will go live 
within 24 hours and will be searchable on Find an apprenticeship website. 

The Employer Training & Apprenticeship team will then support you with managing and 
shortlisting applicants. 

If you would like to create the advert and manage the process yourself, please 
watch this video for further guidance. 

https://www.youtube.com/watch?v=HSms5I85bUc



