How to add learners to the
Apprenticeship Service
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How to add learners to the Apprenticeship

Service?

Go to the Apprenticeship Service
website:

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

Click the start button

Have you used this service
before?
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Manage apprenticeships
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If you dent pay the apprenticeship levy
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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:

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

e Your organisation's Companies House
number or Charity number (only if
your organisation has one)
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Sign in with your designated email
and password

Margge aperenticeships

Once on the home screen click on Vit st manbaibers: sl PAYE ssharony

Apprentices, then Add an apprentice S Meemieisbes
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Click start now
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Choose the correct organisation from
the list for the apprentices you would
like to add

Choose organisation

Which organination iv named on the condract with U Wrainiemg provider for
This M pEETEICE S your 'd Uke 1o aoaT

O HEVH MA&MBGEFIENT (LW} LEM

G GOV.UK Manage apprenticeships

Add Hawk’s UKPRN: 10009600 . D

Add training provider details

UMK Pr vkt Releisnce Pliimbee
100D

(Bl =




HAWK TRAINING

& GOV.UK Manage apprenticeships
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Confirm training provider
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HAWK MANAGEMENT (UK) LIMITED

UKPRN 10000000

Click yes and confirm Hawk
Management (UK) Limited (Trading
as Hawk Training) as the training
provider 1::} P, o g 11K Privwiabin Rasliont s o Bdurn s

Is this the maln provider of the apperenticeship training
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Start adding apprentices

You can start adding details of your apprentices or ask your Select to add ti If
| electto a apprentces yourse
| Jimfem e g, A

e and then forward to the provider
If you ask your training provider to add them, you nead to (Follow 10.1-10.8) or select the
|ehack and sgres the detalls belore any payments are made, Opt‘ion for the provider to add

() 1wt da omeentice apprentices (Follow 10.9-10.11)
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sy GOV. UK HManage apprenticeships
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Maddlng apprentices

You can start adding defails of your apprenticez or azk your

We

training provider te acdd tham far you CONNECT

If you ask your training provider to add them, you need to
check and agree the details before any payments are made.
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Click ‘Add an apprentice’

Review your cohort
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Hanage apprenticeships
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Add apprentice details
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Scroll down the page and click ‘Add’.

Add all the apprentice’s details as
requested
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I Review your cohort
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s e This screen will detail the apprentice

e you have added in the previous
screen, please now click ‘Save and
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Choose an option

Choose ‘Approve and send to training (8) romryrs md vend s vy ot
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Message for your training You can now add a message to the
PI’B‘UEdEI‘ training provider, then press send.
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STEP  10.8 . e e

You should receive the following Cohort approved and sent to training
message telling you that the cohort provider

has been sent for review, along

. e rekiseiog Lt
with a coho.rt reference)numbgr. A e v s
representative of Hawk’s Business R i s
Development t.eam will contact you e A A A M i . i
to confirm receipt of the cohort
request. .
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If you select ‘| would like my provider
J LHEL to add apprentices’.

Start adding apprentices

Youcan slart adding details of your aporenlices or ask your
lraining provyides To A0kl tre=em For your,

If yrea Azl ywouer tralnkng prosdder to add thom, you nined ta
check and agree the details before any paymeents are made.
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Manage apprenticeships
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Send a message to the training

e provider detailing what you'd like
them to do next.

Message for your training
provider
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Hawk Training, 4th Floor, Regal House, 70 London Road. Twickenham, TW1 3QS
020 8891 0992

www.hawktraining.com
enquiries@hawktraining.com
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