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What is The ApprenticeshipService?

The Apprenticeship Service (also known as TAS) was introduced by the Government in 2017 to help employers to manage their  apprenticeship 
programmes moreeffectively.

Employers can log into The Apprenticeship Service to:  

Advertise vacancies & recruitapprentices
Find and register trainingproviders
Manage theirapprentices
Access apprenticeship funds & levy transfer scheme  
Apply for Government incentive payments

All apprenticeships are arranged through The Apprenticeship Service. To use The Apprenticeship Service employers need to set  up an account 
here:The Apprenticeship Service (TAS)

https://accounts.manage-apprenticeships.service.gov.uk/service/index?_ga=2.26111101.1150409688.1627044828-243572501.1620302914


6Steps To Using The Apprenticeship Service

1. Register your account on The Apprenticeship Service

2.Setup yourtraining providerpermissions

3.AddanApprenticetoyourTASaccount

4. Reserve funds for yourapprentice

5. Claim your apprenticeship incentive

6.  If you or your apprentice's circumstances  
change, update their details on theTAS



Before you can set up your account, you will need the following:

• An email address you have access to

• The Government Gateway login for your organisation (or you can use 
the accounts office reference number and employer PAYE scheme 
reference number if your annual pay bill is less than £3 million)

• Authority to add PAYE schemes to the account

• Authority to accept the employer agreement on behalf of your 
organisation

Before Setting Up Your  Apprenticeship 
ServiceAccount...



• create an account

• Add a PAYE scheme on behalf of your organisation

• Accept the employer agreement with the Education & 
Skills Funding Agency (ESFA)

• If you are an SME who does not pay the Apprenticeship 
Levy, you will need your PAYE scheme reference number 
(also known as ERN number) and your account office 
reference number (AORN)

You Will Be AskedTo...

Please Note: If your business has no employees, then you may not have  a PAYE 
scheme reference number. You will need to register as an  employerwithHMRCto
receiveyourPAYEschemereferencenumber.

https://accounts.manage-apprenticeships.service.gov.uk/service/index?_ga=2.26111101.1150409688.1627044828-243572501.1620302914
https://www.gov.uk/government/publications/agreement-between-an-employer-and-the-education-and-skills-funding-agency-esfa


As an employer who does not pay the Apprenticeship Levy,  you will be 

able to:

• access and manage apprenticeshipfunding
• receive a transfer of apprenticeship funds where eligible 

• advertise vacancies on find an apprenticeship

• choose an apprenticeship training course  

• find a trainingprovider

• select suitable end-point assessment organisations 

• give feedback on apprenticeshiptraining

• give training providers permission to carry out some tasks  on your

behalf

Using YourAccount



1. Register your account on The Apprenticeship Service 

https://youtu.be/NC3RzRrvgoc


The Apprenticeship ServiceHomepage
Here is where you can 
manage your Apprentice’s 
training fees, incentive 
payments etc.

Manage your 
account settings & 
permissions here.

Manage your 
vacancies & find 
training providers 
here.

Manage your 
Apprentices here.

Manage your 
Training 
Providers 
here.



You can add your training provider to your apprenticeship service account 
using their name or U K  p r o v i d e r  r e f e r e n c e  n u m b e r  ( U K P R N ) . 
Select ‘training provider permissions’ to view your existing permissions, 
add a training provider, remove or change permissions.

You can give your training provider permission to: 

• reserve funding 
• add apprentice records
• recruit apprentices 

You will need to approve any information your training provider 
gives us on your behalf.

2. Set Up Training ProviderPermissions

Yourtrainingproviderwillnotbeabletoviewanythinginyour  
apprenticeship serviceaccount.

https://www.ukrlp.co.uk/


3. Add An Apprentice to Your TAS Account*

*Your training provider may do this for you

https://youtu.be/8DMTHDcrz64


4. Reserve Funds For YourApprentice*

*Your training provider may do this for you

https://youtu.be/mCJxL2ncIrg


You can apply for new apprentices who joined your organisation from 1 
April 2021 to 30 September 2021. You will receive £3,000 for new 
apprentices of any age who have an employment start date of 1 April 
2021 to 30 September 2021.

They must have an apprenticeship start date of 1 April 2021 to 30 
November 2021. You must make this application separately on the TAS 
to claim your incentive payment, it IS NOT automatically paid to you.

Payments will be made in 2 installments: 

1. 90 days after your apprentice starts their employment
2. On completion of their apprenticeship

To receive the full payment, the apprenticeship must last for at least 
one year.

The deadline for applications is 30th November 2021.

You can apply for your apprenticeship incentive payment here

Apprenticeship Incentive Payments

https://accounts.manage-apprenticeships.service.gov.uk/?_ga=2.100955073.1150409688.1627044828-243572501.1620302914


5. Claim Your Apprenticeship Incentive

https://youtu.be/RUg0AVLLAHQ


6.  If you or your apprentice's circumstances  change, update their 
details on the TAS

You can change your apprentice’s details in your apprenticeship  service 
account. This includes their name, date of birth and  training information. 
The apprentice’s training provider must  approve any changes that you
make.

You can pause an apprenticeship if you needto:

• record a break in learning (that you’ve agreed with the  
apprentice and their trainingprovider)

• temporarily freeze payments to a trainingprovider

You can stop an apprenticeship if you needto:

• withdraw an apprentice from their apprenticeship 
• change your training provider during the course  

cancel all futurepayments

The training provider must also record the pause or stop on the  
individualised learner record (ILR).



Contact Us

For more information, or if you have any queries about The 
Apprenticeship Service (TAS) please email:  

apprenticeships@WTPN.org.uk 

or DM us on our social media pages.

mailto:apprenticeships@wtpn.org.uk

