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How to add learners to the 
Apprenticeship Service



How to add learners to the Apprenticeship 
Service?

Go to the Apprenticeship Service 
website:

https://manage-apprenticeships.
service.gov.uk/
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STEP 1 

STEP 2
Click the start button

If you’ve used the service before click 
yes, if not click no, however you will 
need the following details to set up your 
account, these are:

• The Government Gateway login 
details for your PAYE schemes - (ask 
your payroll department if you don't 
have access to this)

• Your organisation's Companies House 
number or Charity number (only if 
your organisation has one)

STEP 3
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Sign in with your designated email 
and password

STEP 4

Once on the home screen click on 
Apprentices, then Add an apprentice

STEP 5

STEP 6
Click start now
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Choose the correct organisation from 
the list for the apprentices you would 
like to add

STEP 7 

STEP 8
Add Hawk’s UKPRN: 10009600
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STEP 9
Click yes and confirm Hawk 
Management (UK) Limited (Trading 
as Hawk Training) as the training 
provider

STEP 10
Select to add apprentices yourself 
and then forward to the provider 
(Follow 10.1-10.8) or select the 
option for the provider to add 
apprentices (Follow 10.9-10.11)

I will add apprentices I would like my provider to 
add aprentices
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STEP 10.1

If you select ‘I will add apprentices’

STEP 10.2

Click ‘Add an apprentice’
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STEP 10.3

Add all the apprentice’s details as 
requested

STEP 10.4

Scroll down the page and click ‘Add’.
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STEP 10.5

This screen will detail the apprentice 
you have added in the previous 
screen, please now click ‘Save and 
continue’.

STEP 10.6

Choose ‘Approve and send to training 
provider’ and click Continue.

STEP 10.7

You can now add a message to the 
training provider, then press send.
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STEP 10.8

You should receive the following 
message telling you that the cohort 
has been sent for review, along 
with a cohort reference number. A 
representative of Hawk’s Business 
Development team will contact you 
to confirm receipt of the cohort 
request.

STEP 10.9

If you select ‘I would like my provider 
to add apprentices’.
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STEP 10.10

Send a message to the training 
provider detailing what you’d like 
them to do next.

STEP 10.11

Send a message to the training 
provider detailing what you’d like 
them to do next.
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