KIRKLEES
COLLEGE

EMPLOYERS

How to Register an Account as an Employer
Step One

Register with the government Digital Account
Service. To do this, follow this link:

www.gov.uk/sign-in-apprenticeship-service-
account

Click sign in and follow the instructions on

screen.
u You will be taken to this page to register as a & GOV.UK Manage apprenticeships
new user.
Please fill out the required information and make Setupasauser
a note of your login details. Hyou aleady have an account sian o
Once you have filled in all the details please click First name
‘Set me up’. Annaed
Last name
Smith T
Email:

We'll zend you an email confirm your identity

Annabel.smith@accountants. co.uk

Create new password

We'll send you an email confirm your identity.

employers@kirkleescollege.ac.uk | 0800 781 3020



KIRKLEES
COLLEGE

How to Register an Account as an Employer

You will receive an email to confirm your identity,
you will need to enter the code from the email
then click ‘Continue’.

If you didn't receive an email, click on the link
You can request another email’.

You will need to add a PAYE scheme for your
organisation. Select the option ‘Use your
accounts office reference number and employer
PAYE scheme reference’.

If you do not have your accounts PAYE numbers,
click on the link ‘find your accounts office and
PAYE scheme reference numbers’ to find them.

Please note, if you click on ‘No I'll do this later’
you won't be able to complete the account until
you enter your PAYE details.

On this screen, enter your accounts and PAYE
references. Then click ‘Continue’.

Although it shows an option to skip this step, you
will be required to enter these details otherwise
you will not be able to take on an Apprentice.

employers@kirkleescollege.ac.uk | 0800 781 3020

) GOV.UK Manage apprenticeships

We've sent you an email

Ta confirm your identity, we've sent a code to
annabel smith@accountancy.co.uk

Confirm youridentity

Enter code

Not received an email?
You can reguest another email

Your employer account

Add a PAYE Scheme

We need you to add the PAYE scheme for your organisation.
You can da this by using either of the following:
= the Government Gateway Login for your organisation

« your accounts office reference number for your organisation
» Find your Government Gateway details
» Eind vour accounts office and PAYE scheme reference numbers

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

O Use Government Gateway log in
O Use accounts office reference number and employer PAYE scheme

reference. You should only use this if your payroll for your
organisation is under £3 million.

O Mo, Il do this Later
0O ..

5 GOV.UK

Manage apprenticeships

Your employer account

Enteryour PAYE scheme
details

Enter your accounts office reference number and employer PAYE scheme
reference. These details will be checked against the Pensions Regulator.
Accounts office reference number

T |

Employer PAYE scheme reference

Continue Skip this step for now
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The next screen will ask you to confirm you have
entered all the details correctly.

If you are happy to proceed click ‘These details
are correct’.

To amend any details click ‘change’.

You will then be asked to view the agreement
between you, the employer and the ESFA.

Click the ‘I'll view it now’ option and then click
‘Continue’ to proceed

You will then be able to view the agreement and
download a PDF copy.

To proceed click on the option ‘Yes, | accept the
agreement’ and then ‘Continue’ to proceed.

If after accepting the agreement you are asked

to add a training provider and set permissions -
see page 6 for details on how to add a Training

Provider.

How to Register an Account as an Employer

iy GOV.UK

Manage apprenticeships

Your employer account

Check your details
Organisation COMPANY NAME Change
Address @ High Street

Coventry

West Midland:

CV1 2WT

Companies Housenumber 127345678

PAYE scheme A123/12345678 Chane

il GOV.UK

Manage apprenticeships

Your employer account

When do you want to view
the employer agreement?

his agreement is b ACCOUNTANCY LIMITED and the Education and
Skills Funding Ager

O il view it now

O I'll view it later, after I've created an account

u @ agresment and
LIMITED Is ready to get or reserw

Download the agreement (PDF, 304KB)

o The agreement is legally binding. If ACCOUNTANCY LIMITED breaks
it, i i

op
apprenticeships.

Do you accept the
agreement?

ACCOUNTANCY LIMITED
alegally binding agre

O Yes. | accept the agreement

O Not yet, Il finish creating an account first

employers@kirkleescollege.ac.uk | 0800 781 3020
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How to add a Training Provider

Once you have registered an account, you will be able to manage your

Apprentices and advertise new Apprenticeships.

Once you have registered an account and have
signed in you will be brought to the Home
Screen.

Scroll down the page until you see the heading
'‘Apprenticeships’ then click "Your Training
Providers'.

On the next screen, click ‘Add a training
provider’ and then enter our UKPRN number
which is 10003189.

You can see that this employer has already
added Kirklees College as the training provider
so if we have been added but do not have
permission you will need to click ‘Change
permissions’ so we can add Apprentice details
on your behalf.

This screen will appear asking you to give
Kirklees College permission to add an
Apprentice. Please select 'Yes’ and then click
‘Continue’ to accept.

If asked to set permissions for the College,
select 'Yes’ to both ‘Create a cohort’ and to
‘Recruitment’.

Apprenticeships

Manage your apprentices, advertise
apprenticeships and set training provider

permissions

Apprentices Your apprenticeship
Acd zpprenticas, update detalls of exlsting adverts
apprentices and authorise payments to

Creale adverls lo posLon Find an

training orov.ders. =pprenticeship, view applizations and visw
pravious advarts.

Your training providers Find apprenticeship

Arid training providers and manage training®

permissions o chonse what they can do on

bealf Scaren forapprenticeships and sce details
your beal

ot ARproued providars wno can deliver the
training

Yourtraining providers

You can add a training provider, then sel permissions 16 choosenhat they Gan
anon your behal

Add a trsining provider

Training provider name

KIRKLEES COLLEGE

Do you give KIRKLEES
COLLEGE permission to add
apprentice records?

I your company does net pay the levy, this will alse allow your training
provider to reserve zporenticeship funding on your behalf.

®
O) v

Continue

employers@kirkleescollege.ac.uk | 0800 781 3020
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Once the apprenticeship paperwork has been stored
and processed we can then move onto Step 3.

How to approve Apprentice details

Following the link you will have received on the & GOV.UK re———
automated email, you will be brought to this

home screen where you can log into the DAS Signin

We bs ite . Sign in or create an account to manage your apprenticeship funds.

Email address
[annabet smith@accountant.co.uk ]

You should use the same email address you
used to register. [seee |

Once you log in you will be able to view the
details for the Apprentice and the gy g g ey e
Apprenticeship.

) ) Approve apprentice details
Scroll down the page to view all the details and -

check they are correct. —

Message from KIRKLEES COLLEGE

If you are happy to confirm the details click ‘Yes,
approve and notify training provider' and then

No message added.

. N . 1 1x Level: 3
click ‘Continue’.
Mame Date of birth Training dates Price
Joe Smith 8 Oct 2001 Apr 2020 to Oct £8,000 Edit
2021
Deleter
Tolal apprenticeship training price £8,000
{axcluding VAT)
Add another apprentice Delete this groug

Approve these details?

@ Yes, approve and notify training provider

O No, request changes from training provider

The final screen shows that the details have been
approved. i, P Wl Y e, i

You can amerjd any details by clicking ‘Manage ARDiattica totlls Approyad
your apprentices’.

Reference VYPDUR

Training provider KIRKLEES COLLEGE
Approved by ACCOUNTANCY LIMITED

What's next?

You're approved these apprenice detaiis. Manage your agpreniicas to view or update defalls.

employers@kirkleescollege.ac.uk | 0800 781 3020



