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How to register your smaller business 
to the apprenticeship service

Setting up your smaller business to the apprenticeship service will let you;

 � Manage your apprenticeship service funds

 � Pay your training provider

 � Receive apprenticeship levy transfer funds from a large organisation

Use this step by step guide to register your business or click this link to watch a How To Register video

https://youtu.be/ZHRyxyem8hU
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Step 1:

To get started, click on this link to take to you the apprenticeship 
service registration page

It is important that you read the guidance given before registering 
your account.

Step 3:

Select No and Continue:

Step 2:

Select start.

Step 4:

You will need to have your organisations government 
gateway ID and password. Click here for How to get a 
government gateway.

https://accounts.manage-apprenticeships.service.gov.uk/service/
http://apprenticeshipintermediaryservice.co.uk/wp-content/uploads/NSAR-Creating-a-Government-Gateway-ID.pdf
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Step 5:

Enter your details on screen and set up a password.

Step 7:

Once you have entered verification code please click continue.

Step 6:

You will then be sent an email to your user email address 
with a verification code – please enter this on following 
screen.

Step 8:

Next you will be asked to register your organisation, these 
details must match your details on any contracts with 
training providers.

NOTE - Please ensure your company name appears on the 
home screen. If it says ‘My Account’ amend it by clicking 
‘Settings’ on the top right hand of the home page and click 
‘Change my account name’.
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Step 9:

Enter your companies’ house number, charity number or company 
name and select your organisation

If your company name doesn’t appear you are able to search 
manually. Once found, click on company name and confirm 
details.

Step 11:

Enter your Government Gateway login details which will pull 
through your PAYE scheme details.

Step 10:

You will then be asked to enter a PAYE scheme. By agreeing, 
you are granting authority for the Education and Skills 
Funding Agency to use your tax details.

Step 12:

Check details are correct and continue.
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Step 13:

Once you have set up your account you can then add more PAYE 
schemes if required (This is usually a PLC or group of connected 
companies that may need to add more PAYE schemes).

Step 15:

Your second user will receive an invitation.

Step 14:

You will now be prompted to add any additional users or organisations – 
this prompt can be closed and users added manually later.  

Top tip:  always have a second user where 
possible in case the main user is not available.
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Step 16:

Finally, you will be asked if you would like to sign the Employer 
Apprenticeship Agreement* with the Education Skills Funding Agency. 
If you are not authorised by the company to sign official documents then 
this can be actioned at a later date, however, it must be done before any 
transfer payments can be made to training providers. 

Now you’re good to go!

For more guidance on how to use the 
apprenticeship service click this link.

https://www.gov.uk/guidance/manage-apprenticeship-funds

