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How to add apprentices 
and set up payments 

The new digital apprenticeship service has a number of benefits, including being able to add 
apprenticeships and set up payments. This easy to follow guide explains the process for you.  

Step 1:

Go to the ‘apprentices’ tab on the top navigation of your 
home screen. You will have to be logged in to access this.

Step 3:

Before you begin, you will need to ensure that the 
organisation your apprentices will be employed through is in 
your account, you must know the names of your apprentices, 
and you will need your training provider’s UK Provider 
Reference Number (UKPRN). Your training provider can give 
this to you. When you’re ready, click ‘start now’ to begin. 

Step 2:

There are a few options on this page but start by selecting 
‘add an apprentice’.
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Step 4:

At this point, you will need to choose the organisation you 
are adding the apprentices for. 

Step 6:

The training provider associated with the reference number 
will then be displayed. Ensure that this is the correct provider 
before you continue. If it’s not, choose the ‘change UK Provider 
Reference Number’ option, otherwise continue the process.

Step 5:

You will now need to add the UK Provider Reference Number 
that you will have received from your chosen training 
provider. This is important as it ensures you are matched up 
with the correct training provider. 
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Step 7:

At this point, you can now begin to add apprentices. You will 
be given the option of adding the apprentices yourself or 
handing this over to your training provider. Choose which 
option you would like to go with now. Note: if your training 
provider is adding apprentices, you will always have the ability 
to check before anything is finalised.

Step 9:

Once sent, you will see an overview of the instructions sent. 
Your training provider will receive a copy of this, will review 
the request and contact you as soon as possible, either with 
questions or to review the details they’ve added. 

Step 8:

If you have chosen for your provider to add apprentices, 
you will be taken to an instruction form where you have the 
option to add in further instructions if relevant.

If your provider is adding apprentices
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Step 10:

If you choose to add your own apprentices, you will be taken to 
the apprentices landing page when you can get an overview 
of your apprentices. On this page you will be able to add 
an apprentice, view the apprentices you already have, see 
incomplete records and your current total cost. Click on the ‘add 
apprentice’ button at the bottom of your screen to continue.

Step 12:

This apprentice will now be added to your apprentice home 
page. If you have not filled out all the text fields on the form, 
it will be flagged as an incomplete record on this page. 
This total cost as outlined during the ‘add an apprentice’ 
form can also be seen here. The new apprentice will be 
summarised at the bottom of the page where you have 
the options to edit or delete the cohort. Once everything is 
complete, click on ‘save and continue’. 

Step 11: 
You will now be asked to input as much information as possible on your 
new apprentice. This information includes full name, date of birth, 
apprenticeship training course, planned training start and finish dates, 
total agreed training cost and company reference (if relevant). Click ‘add’ at 
the bottom of the form to proceed.

If you’re adding apprentices

TIP: at this point at the very least you must include their first and last 
names and can return later to fill in the rest, or else get your training 
provider to fill out the form. You’ll only be able to approve the release of 
payments for this apprentice once all fields have been completed.
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Step 13:

You will then be given the option to either approve the 
apprentice and send to training provider, send the form to 
the training provider for them to review or add details, or 
save but not send to training provider. 

Step 15:

If your training provider has added or amended any of your 
apprentices you will receive an email notification. You can 
check and finalise their additions by accessing the apprentices 
tab on your apprenticeship service homepage. This time click 
on the ‘requests in progress’ options. 

Step 14:

If choosing to approve and send to training provider, you will 
have a final chance to send additional instructions. You will 
be sent another receipt to confirm that this has been sent to 
your training provider who will then contact you directly. 

TIP: if you have not finalised the form but wish to save it 
and come back later to input details, choose the ‘save but 
don’t send to training provider’ option. 
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Step 16:

You will then see an overview of apprentice forms that are 
waiting to be sent, need your approval, are ready for review 
or have been sent for review or approval. If a training provider 
has added an apprentice or added further details, this will 
appear in the ‘need your approval’ box. 

Step 18:

This will take you back to your ‘review cohort’ home page. 
From here you can view all apprentices, edit any final details 
if required and check final costs. Once you’re happy with 
everything, click on ‘continue to approval’ to proceed. 

Step 17:

Clicking on the ‘need your approval box’ will take you to 
a screen that lists out all apprentice forms that need your 
approval. Click the ‘view’ options to get further information 
and to approve.
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Step 19:

You will then be given the same approval options as before; 
approve, sending to training provider to review or add details, or 
save but don’t send to training provider. If you’re happy all details 
are correct, choose the ‘approve’ option and continue. You will 
receive a receipt that the cohort has been approved. 

Step 21:

All your current apprentices will be listed out here along with 
their current status. Clicking ‘view’ will provide you will the 
full information provided for each apprentice. 

Step 20:

Once approved, you can still view and manage 
the apprentices. Use the ‘apprentices’ tab on your 
apprenticeship service homepage and choose the ‘update 
existing apprentices’ option. 


