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INTRODUCTION

All apprenticeships in England are required to be managed through the online Apprenticeship
Service, your one stop for apprenticeship administration.

Through Apprenticeship Service you can:

e access and manage apprenticeship funding

e set up and approve apprentices

e advertise apprenticeship vacancies

e approve training costs

e check payments to training providers

® give training providers permission to carry out some tasks on your behalf

This step-by-step booklet will help guide you through the process.

WE ARE HERE TO HELP

We can support you in setting up and using your Apprenticeship Service account.

Please email: employer.training@gloscol.ac.uk or call 0345 155 2020 if you need assistance.

APPRENTICESHIP SERVICE HELPDESK CONTACT DETAILS: 08000 150600,
HELPDESK@MANAGE-APPRENTICESHIP.SERVICE.GOV.UK
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STEP 1: GETTING STARTED

You will need to set up a GOV.UK One Login account to register for an Apprenticeship Service
Account. If you already have a GOV.UK One Login go to manage-apprenticeships.service.
gov.uk and sign in. If you do not have a GOV.UK One Login, follow these simple steps.

Click ‘Create a GOV.UK
One Login’

s GOV.UK

DN s s new service - your 1ab) will help us o improve it

Create a GOV.UK One Login or signin
You'll need.

an email address
* awayto get security codes - this can be a mobile phone number or an
authenticator app

You can also use GOV.UK On

Next you will be sent a 6-digit
security code. Enter the code
to verify your account.

iy GOV.UK

Tiais  new service -your bt us toimprove

Back

Check your email
We have sent an email to: xxxxx{@organisation.co.uk

The email contains a 6 digit security code

Next you will be asked to set
up two factor authentication.
Select “Text Message’

s GOV.UK

oo R — witheo s 0 moreve

Choose how to get security codes

Check your phone for the
6-digit security code. Enter the
code and select ‘Continue’

iz GOV.UK

[ R — IS U——

Choose how to get security codes

Enter your email address. Your
email address should be a work
email, or an email associated with
your company.

[EIEER This s 2 rew service - your feeibac il b us to morove .

You will then be asked to create
a password.

& GOV.UK

Create your password

Enter a password

EE—

Re- word

Agree to our terms of use

Enter your phone number
and select ‘Continue’

i GOV.UK
ISR s s  new service - your

Enter your mobile phone number

We will send a 6 digit security code to th

You have now created your GOV.
UK One Login. Select ‘Continue’
to create your employer account.

iz GOV.UK

This isa ew service - your

Enter your mobile phone number
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STEP 2: CREATING YOUR EMPLOYER
ACCOUNT

Add your user details and Confirm your user details. If you
press ‘Continue’. are satisfied, click ‘Continue’.

i Gov.UK i GOV.UK

Your employer sccount

Your employer aceount

Confirmyour user details

Firstname

Lastname Dolan

- =
You have now successfully added You have now added user details.
user details. Select ‘Continue’ to You will now need to add your
move to the task list. There are a PAYE Detalls.
total of 5 registration tasks to be
completed.

User details added |

You have successfully added
user details
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STEP 3: ADDING PAYE DETAILS

Select ‘Add a PAYE scheme’.
You will then be asked to For Options 1 or 2 (Levy Paying organisations)

confirm your organisations you will need to add details using your
annual pay bill. Government Gateway ID.

For Option 3 (Non-Levy Payers) you will need

Create your employer to add your PAYE Scheme using the Accounts
sesau Office Reference Number which can be found
: on any correspondence from HMRC to your
Business) and your PAYE Scheme Number.

1. Add your user details

2. Add your organisation and PAYE scheme

Add aPAYE scheme NOTSTARTED




For Levy paying employers with
an annual wage bill of over £3

Million or close to 3 million please

select either Option 1 or 2. You

will need to add details using your

Government Gateway ID.

@ GOV.UK Manage apprenticeships

Vour employer account

How much is your
organisation's annual pay
bill?

@ Over £3million
O Less than £3 million
. wal pay billms

—

Please sign in using your
details and click sign in.

ils GOV.UK

Signin using Government
Gateway

Password

Next you will need to click
‘Continue’. Head to Step 3:
Setting your account name
in the guide for next steps.

&k: GOV.UK

Your employer account

Organisation and PAYE scheme added |

You've added your
organisation and PAYE
scheme

creating your account now of at a later date.
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LEVY PAYING ORGANISATIONS:

You will now be taken directly
to the HMRC Government
Gateway site to sign in

using your credentials. Click
‘Continue’ to proceed with
signing in.

Add a PAYE scheme using
your Government Gateway
details

»
o PAYE sehemesto the account for thes arganisation

You will now be asked to
confirm your employer details.
When satisfied that the details
are correct, please click
‘Continue’

il GOV.UK

T
Check your details

Organisation  DEPARTMENT FOR EDUCATION

Acdress SANCTUARY BUILDINGS
GREAT SMITH STREET
LONI

Employer PAYE 123/ABC1Z3
reterence.

Is this your organisation?

o
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NON-LEVY PAYING ORGANISATIONS:

For non-levy paying employers with an Add your details and click
annual wage bill of less than £3 million ‘Continue’

you will need to register your PAYE
Scheme using your Accounts office
reference number and PAYE reference. AMHEAYE aetalls

Accounts office reference number

i GOV.UK
- [ ]

Employer PAYE scheme reference

How much is your [
organisation's annual pay [ Contrc. [R
bill?

You have now successfully
registered your PAYE detalls.
e Head to Step 3: Setting your
account name for the next

You will now be asked to check steps.

your details and confirm that — —
they are correct. Once satisfied H

all details are correct, press S -

‘Continue’ organisation and PAYE

scheme

Betore you can 2dd apprentices of Heverve funds, you sUll Reed to

+ sccept the employer sqreement
+ 300 atraining provider

From 22 April,

- Learn mote about sharie i
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Check your details

Organination

Address

Account office
reterence

Employer PAYE 123ABCIZY
reterence

Is this your organisation?
(@ T —

O Ves. this s my organisation bul the sddress is wrong
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Click on ‘Set your account
name’ to continue.

1. Addyour user details

2. Add your organisation and PAYE scheme
3. Setyour account name
Sel yout account name NOTSTARTED

4. Accept your employer agreement

Eﬂﬂ CANNOT START YET

If you wish to change your
employer account name,
select no and enter the new
name in the box as shown
below.

This is not the legal entity name that is registered with the Pensions regulator.

You can change your employer account name at any time.

Organisation name (legal entity)
DEPARTMENT FOR EDUCATION

wloy! [in the
DEPARTMENT FOR EDUCATION

Do you want to use your organisation name as your
employer account name?

@ No. | want to change my employer account name

Enter new employer account name

| I |
E=m

Details have now been confirmed.

| Account name changed |

Your account name has been
changed to Department for
Education Digital

You can change your account name at any time

Continue to create your account.

_ Save and come back later

STEP 3: SETTING YOUR ACCOUNT NAME

The first two steps have now been completed the next step is to set your account name.

On this page you can set your
name as either your legal entity
name or if you wish you can
change the name on your
account to your trading name.

if you are happy with your
employer’s name, click yes and
continue. Move to signing the
latest agreement

P—
Confirm your employer
account name

You can change the employer name you use in the apprenticeship service if
there is another organisation name (such as a trading name) thatyou are
known by. Your employer account name is visible to training providers and
helps them to find you in the service.

This is not the legal entity name that is registered with the Pensions regulator.
You can change your employer account name at any time.

Organisation name (legal entity)
DEPARTMENT FOR EDUCATION

Employer account name [in the apprenticeship service]
DEPARTMENT FOR EDUCATION

Do you want to use your organisation name as your
employer account name?

O Yes, | want to use my organisation name as my employer account
name

O No. | want to change my employer account name

 coo R

You will now be asked to
confirm your new account
name. If the details are
correct, select ‘Continue’

Confirm your new account
name

You can change your account name at amy time

Newaccountname  Department for Education Digital




STEP 4: SIGNING THE LATEST AGREEMENT

Select ‘Your employer Click ‘Continue’ to view the
agreement’ latest agreement. You must
— ensure that you have the
authority from your organisation
1. Add your user details
to accept the agreement.
| compuETED |
2. Add your organisation and PAYE scheme ;fz::m et i
m DEPARTMENT FOR EDUCATION
About your agreement
3. Set your account name c
m S:E)n\m/ab e-r;.;::» agency. ll\e‘:'du(\mon and Skills
4. Accept your employer agreement
w NOT STARTED
e You will now arrive on the
Trainang provided CANMOT START YET , .
feee—— camvor staarer confirmation page, select
‘Continue’ to move to the
Once you have read the next step.

agreement and you are happy

to proceed, click ‘Yes, |
accept the agreement’ and ——
1 H )
Contlnue You've accepted your
employer agreement
st (OF. 29760 B e
The agreement is legally binding. If DEPARTMENT FOR EDUCATION

breaches the terms, we could stop them hiring apprentices. claim
back funding or close their account.

Do you accept the employer
agreement on behalf of DEPARTMENT
FOREDUCATION?

Jepartment
O Yes. | accept the agreement

O Not yet L]
 contioe |

Details have now been confirmed.

| Account name changed |

Your account name has been
changed to Department for
Education Digital

You can change your account name at any time

Continue to create your account

B sooocomessciie




STEP 5: ADDING TRAINING PROVIDER
AND SETTING 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. Giving Gloucestershire College training provider permissions does not give the
college access to your account.

Now that steps 1-4 have been Select add a training provider
completed, you will need to set now and click ‘Continue’

training provider permissions.
Select “Training Provider’ to
continue. Add a training provider

2. Add your organisation and PAYE scheme

3. Setyour account name

You can search for GC by
e typing ‘Gloucestershire
College’ or by using our
UKPRN Number: 10002696.

4. Accept your employer agreement

5. Add a training provider

NOT STARTED

o e Then click ‘Continue’
i

Bacx

Enter your training provider’s name or
reference number (UKPRN)

On the next screen, select

sk your training provider if you do nat know it

‘Add a training provider’ [ |

Back

Your training providers

You can add a training provider. then give them permission to add apprentice
records. recruit apprentices and create job adverts on your behalf

You have not added any training providers yet
&

STEP 5: CONTINUED ON THE NEXT PAGE



STEP 5: CONTINUED

You will then be asked to
confirm if you want to add
Gloucestershire College as a
training provider. Select ‘Yes’
and ‘Continue’

i GOV.UK

Your employer account

Confirm training provider
The detals you entered are for TRAINING PROVIDER NAME

Do you want to add this training provider?

O Yes. add TRAINING PROVIDER NAME

o) T m—

Next, you will be asked ‘Do

you give Gloucestershire
College permission to add
apprentice records?’ And

‘Do you give Gloucestershire
College permission to recruit
apprentices?’

Select ‘Allow’, then ‘Continue’

Set permissions for
GLOUCESTERSHIRE COLLEGE

These permissions are on behall of Gloucestershire Colloge

Add apprentice records
Thort all o 0 L1010 D v 16 35 APDEEETICE fe

@ ner
O oonetaton

Recruit apprentices
s lLOWS YOUI LIAINING DICVIENY 15 CTPaL N Manage j00 Sverts. 1Lalso

@ wor
O Allow, but Iwant Lo review job adverts before they're adver tiued

O Do net alow

You will now arrive at the
confirmation screen confirming
that you have set permissions.

Youit smployer beeount

| Training provider permissions added |

You've successfully set
provider permissions

Vo €50 UEEEEE FOUT [ SRR DFOVIdEY DRFMILLSNG 47 SNy Eme sithen pous
accourt

 Coatint |

| Contrue |

You will then arrive on the
confirmation screen, confirming
that you have successfully
added Gloucestershire College.
However, you will need to
move to the next steps to set
permissions. Select ‘Continue’
to move to the next steps.

i GOV.UK

Your employer account

| Training provider added |

You've successfully added
TRAINING PROVIDER NAME

What happens next

You need to set permissions for TRAINING PROVIDER NAME  so that they
can act on your behal

You can set permissions in the ‘your training providers' section of your
account

[ |

You will now need to confirm
permissions for Gloucestershire
College.

Confirm permissions for
GLOUCESTERSHIRE COLLEGE

These permissions are on behalf of Gloucestershire College

Add apprentice Allow Change
records
Recruit apprentices  Allow Change

You have now finished creating
your employer account.

Employer account
created

We've sent you a confirmation email (you may need to check your junk folder
and add us to your safe senders list)

Within your employer account you can:

© add new team members
« manage and control permissions of team members

What happens next?
You will be able to

« create adverts to advertise on Find an apprenticeship

* request and receive funds from other employers for apprenticeship training
* spend your
. f

for




STEP 6: RECRUITING AN APPRENTICE WITH
GLOUCESTERSHIRE COLLEGE

Once you have reserved the apprenticeship funding and have given Gloucestershire College
full permissions, our Employer Training & Apprenticeships team will be happy to create an
advert for your vacancy and manage applicants on your behalf. We 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 candidates

Once the advert has been submitted and successfully checked by the system, it will go live
within 48 hours and will be searchable on find an apprenticeship website.

In addition, we will promote your vacancy on the college website, our social media and on
Indeed. Our Employer Training & Apprenticeships team will then support you with managing
and shortlisting candidates.
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Please email: employer.training@gloscol.ac.uk or call 0345 155 2020 if you need assistance
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