
EMPLOYER GUIDE  
TO USING THE  
APPRENTICESHIP  
SERVICE



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: 

• access and manage apprenticeship funding
• set up and approve apprentices
• advertise apprenticeship vacancies
• approve training costs
• 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 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. 

INTRODUCTION

WE ARE HERE TO HELP

APPRENTICESHIP SERVICE HELPDESK CONTACT DETAILS: 08000 150600,
HELPDESK@MANAGE-APPRENTICESHIP.SERVICE.GOV.UK

mailto:employer.training%40gloscol.ac.uk?subject=
mailto:helpdesk%40manage-apprenticeship.service.gov.uk?subject=


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’

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

You will then be asked to create 
a password.

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

Enter your email address. Your 
email address should be a work 
email, or an email associated with 
your company.
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5 Enter your phone number 
and select ‘Continue’6

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

7 You have now created your GOV.
UK One Login. Select ‘Continue’ 
to create your employer account.
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STEP 2: CREATING YOUR EMPLOYER    
   ACCOUNT 

Add your user details and 
press ‘Continue’.

You have now added user details. 
You will now need to add your 
PAYE Details.

1
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Confirm your user details. If you 
are satisfied, click ‘Continue’.2

You have now successfully added 
user details. Select ‘Continue’ to 
move to the task list. There are a 
total of 5 registration tasks to be 
completed.

3

STEP 3: ADDING PAYE DETAILS 
Select ‘Add a PAYE scheme’. 
You will then be asked to 
confirm your organisations 
annual pay bill.

1 For Options 1 or 2 (Levy Paying organisations) 
you will need to add details using your 
Government Gateway ID.

For Option 3 (Non-Levy Payers) you will need 
to add your PAYE Scheme using the Accounts 
Office Reference Number which can be found 
on any correspondence from HMRC to your 
Business) and your PAYE Scheme Number. 



LEVY PAYING ORGANISATIONS: 
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.

Please sign in using your 
details and click sign in. 

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

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.

You will now be asked to 
confirm your employer details. 
When satisfied that the details 
are correct, please click 
‘Continue’
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NON-LEVY PAYING ORGANISATIONS: 
For non-levy paying employers with an 
annual wage bill of less than £3 million 
you will need to register your PAYE 
Scheme using your Accounts office 
reference number and PAYE reference.

You will now be asked to check 
your details and confirm that 
they are correct. Once satisfied 
all details are correct, press 
‘Continue’

Add your details and click 
‘Continue’

You have now successfully 
registered your PAYE details.  
Head to Step 3: Setting your 
account name for the next 
steps.
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STEP 3: SETTING YOUR ACCOUNT NAME
The first two steps have now been completed the next step is to set your account name.

Click on ‘Set your account 
name’ to continue.

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

1 2

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

Details have now been confirmed.
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You will now be asked to 
confirm your new account 
name. If the details are 
correct, select ‘Continue’
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STEP 4: SIGNING THE LATEST AGREEMENT 
Select ‘Your employer 
agreement’

Click ‘Continue’ to view the 
latest agreement. You must 
ensure that you have the 
authority from your organisation 
to accept the agreement.

1 2

Once you have read the 
agreement and you are happy 
to proceed, click ‘Yes, I 
accept the agreement’ and 
‘Continue’

Details have now been confirmed.
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You will now arrive on the 
confirmation page, select 
‘Continue’ to move to the 
next step.
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Now that steps 1-4 have been 
completed, you will need to set 
training provider permissions. 
Select ‘Training Provider’ to 
continue. 

Select add a training provider 
now and click ‘Continue’1 2

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. 

On the next screen, select 
‘Add a training provider’3

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

4

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’

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. 
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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’
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You will now need to confirm 
permissions for Gloucestershire 
College. 
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You will now arrive at the 
confirmation screen confirming 
that you have set permissions. 

9

You have now finished creating 
your employer account.10



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.

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

http://www.findapprenticeship.service.gov.uk/apprenticeshipsearch
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