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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.

STEP 1: GETTING STARTED

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.

To register for your Apprenticeship Service account, follow these simple steps:

1. Go to manage-apprentice-
ships.service.gov.uk and click
Create account

Manage apprenticeships

Createanaccountto
manage apprenticeships

You need to create or sign in to an apprenticeship account, then you'll be able
to get funding to pay for apprenticeship training and assessment costs.

You'lluse youraccount to: i
« getapprenticeship funding

« find and save apprenticeships

« find, save and manage training providers

* recruit apprentices
« add and manage apprenticeships

Create account >

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

Manage apprenticeships

We've sent you an email

To confirm your identity, we've senta code to
annabel smith@accountancy.co.uk

Confirmyour identity

Enter code

|

Notreceived an email?

an request another email

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

it GOV.UK

Manage apprenticeships

‘Your employer account

Using your Government
Gateway details

You'llnow be taken to the HMRC Government Gateway site where you'll be
asked to sign in using your Government Gateway credentials.

When you sign in to your Government Gateway account you'll be asked to
‘grant authority” to allow your tax details to be used.

2. Enter your name, email and a

password and click Set me
up

& GOV.UK

Manage apprenticeships

Setupasauser

If you already have an account sign in

First name

Email:

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

Add a PAYE Scheme

We need you to add the PAYE scheme for your organisation
You can do this by using either of the following

« the Government Gateway login for your organisation

+ your accounts office reference number for your organisation
» Findyc ment Gateway detail

You can add a PAYE scheme later if you need more time, we can still create
youraccount for you.

O Use Government Gateway log in

O Use accounts office refegence number and employer PAYE scheme
reference. You should only use this if your payroll for your

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

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.

Apprentices Recruitment

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

Trainina nravidar Find annrantirachin

2. Add the course information for
your apprentice then Save and
Continue

Apprenticeship funding is
available to train and
assess your apprentice

Employer ACCOUNTANCY LIMITED

Apprenticeship Sept 2020 to Nov 2020 Change
training start date

Assistant -Level3 Change
training course

Do you want to reserve funding now?

@ Yes, reserve funding now

O No, return to account

4. Select Yes, reserve funding
now then Confirm

Employer ACCOUNTANCY LIMITED
Apprenticeship Sept 2020 to Nov 2020

start date

Apprenticeship Assistant Accountant - Level 3
training » Canlchange the course?
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 of the 3-month window you originally selected.

What's next?

O Recruit an apprentice
O Find a training provider

aly GOV.UK Manage apprenticeships

Your employeraccount

Home

< Back

ass

* theap
chang

3. Select the month your apprentice will be starting
then Save and Continue (the apprentice can
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)

Finance  Recruitment Your funding reservations Apprentices

Reserve funding to train and

ess an apprentice

To reserve funding. you will need:

« the month you expect the apprenticeship training to start

prenticeship training course the apprentice will take, which can be
ed later

Wh
sta

he
you

O July 2020

O mugustz020
@ September 2020

ave and continue

en will the apprentice
rt their apprenticeship

training?

ceship training anytime in the month

5. Scrol

| down and select Add

Apprentice Details

O}

Do you know which
apprenticeship training your
apprentice will take?

Yes

Search fora course

ocd

O

» Cail

Professional accounting / taxation technician - Level4
Assistant accountant - Level 3
Account tancy / Taxation Professional - Level 7

Accounts / Finance Assistant - Level 2

For further guidance watch this video



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

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

i GOV.UK

Account ID: VRPNVG

ACCOUNTANCY LIMITED

vvvvvvvvvvvvvvvvvv

Apprenticeships Tasks

Apprentices

Add ap apprentice

Add new apprentices or ask your
training provider to add them

Apprentice requests

Review, edit, approve and add more
apprentices

Manage your apprentices

View approved apprentices, update
details of existing apprentices or
stop and pause payments to training
providers.

Add an apprentice

Before you start

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

O Yes, | will use transfer funds from LEVY EMPLOYER LTD

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

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

provider (select Yes)

Add training provider details

UK Provider Reference Number
Iz |

> What is a UK Provider Reference Number?

3. Select | 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

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

_gi=1"1swba71"_gaMTUXMZQSNKUMTYONJZNJKINA.
Set permissions for
GLOUCESTERSHIRE COLLEGE

These permissions are on behalf of Gloucestershire College

Add apprentice records

This allows your training provider to add apprentice records. Ifyou do not pay
the levy. this permission also allows your training provider to reserve funding

ining provider to create and manage job adverts. It also
/e and manage applications.

@ Allow

O Allow, but | want to review job adverts before they're advertised

B » O Donotallow
x
NS
Helo Feedback Priacy Caokies LXLN

<

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

Confirm permissions for
GLOUCESTERSHIRE COLLEGE

These permissions are on behalf of Gloucestershire College

Add apprentice Allow Change You've successfully changed
records GLOUCESTERSHIRE COLLEGE
Recruit apprentices  Allow Change permissions

We'llsend GLOUCESTERSHIRE COLLEGE an email to let
them know that you’ve changed their permissions and
what their new permissions are.

Your training providers

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



