
A Guide to the Apprenticeship  
Service for businesses that do not  
pay the Apprenticeship Levy
How to add apprentices, set up payments  
and claim incentives
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Initial Setup
In order to start the process all you need to 
do is to provide us with the name and email 
address of the person who will be responsible for 
managing your  
AS. They will be known as your ‘AS User’.

Using the information you provide, we will begin our part of 
the setup process on the AS. Your AS User will then receive 
an email with an attached link that will take you to the AS 
website. They will see the page shown.

The next screen is partly completed from the details you 
have provided us. Your AS User will then select a password 
and follow the security requirements as instructed.

Initial User setup is now complete.

Linking your company  
to the AS User  
and Activation
You have successfully completed the User Profile 
and selected a password. 

This will prompt a further email to your AS User from the 
site, including a reference code for use in confirming that 
their email address is valid. Please follow the link on the email 
and insert the code as seen.

Adding company details
The next step is to link your business to the  
user profile.

This is quite simple using the screen to the right. Just use 
your PAYE Scheme reference along with your Accounts 
Office reference number. If you are struggling to find the 
PAYE or Accounts office reference numbers, they are 
included in any HMRC correspondence to your business. 
Please note that all Levy-Paying companies (Over £3million 
per year in payroll) must use the Government Gateway 
registration route.

For employers who use the PAYE scheme and accounts 
office reference, you will see a screen as shown below.

Once you have entered the requested reference numbers 
you will see the below screen prior to confirming that 
these are correct.

Congratulations, you have now linked the business with 
the User. Your AS is now live

Introduction
Following recent changes introduced by the Education and Skills Funding Agency (ESFA), all employers are 
required to establish and manage their own Apprenticeship Service account. Whether you are looking to recruit 
your next generation of staff or to upskill existing employees, the new AS will be the portal that enables the 
College to help you to access funding for training and to undertake recruitment services on your behalf for any 
apprenticeship positions that you wish to fill.

Here at Dudley College of Technology, we understand how difficult and time consuming this process can 
be, so we have decided to take the pain out of setting up and managing an AS account by offering a free AS 
Management Service to Employer Partners of the College. You will be supported at every stage by an Employer 
Engagement Manager who will be assigned to your business to provide you with support throughout your 
journey as an Apprentice Employer.

Dudley College 
Of Technology AS 
Management Service
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Confirming agreement 
with ESFA
You will be reserving funds provided by the 
ESFA to pay for apprenticeship training.

The next step is to complete a legal agreement between 
the business and the Education Skills Funding Agency.

Apprenticeship Levy 
transfer scheme  
(if applicable /available)
The West Midlands Combined Authority and 
some local Councils in the region have put 
in place programmes that enable qualifying 
non-levy-paying organisations to access 
the unspent funds of large levy-paying 
organisations to pay in part, or in full, for the 
cost of training their apprentices. This type of 
funding is known as a ‘Levy Transfer’.

Dudley College of Technology is working closely with the 
Combined Authority, Dudley Council and others to enable 
our employer partners to access these funds. We will, with 
your agreement, work with the WMCA or Council of your 
choice to link your organisation, via the AS, with a major 
employer with Levy funds to spare who will then pay in full 
or in part for the cost of training your apprentice.

Please speak to your Employer Engagement Manager about 
the support available. 

If you have decided to take advantage of a Levy Transfer 
scheme, there are two easy additional steps you will need 
to complete on the AS:

Setting permissions for 
the training provider
If you would like Dudley College of Technology 
to take the hassle out of managing the AS on 
your behalf, your AS User now needs to set 
permissions which will allow us to reserve 
funding from the  
ESFA, add apprentice records (Create cohort)  
and also advertise to recruit apprentices on your 
behalf (Recruitment).

To reassure you, the College will never add or amend 
records on the AS without your express agreement. In any 
event, the system notifies you of any actions we take on your 
behalf and only your AS User has the ability to authorise or 
refuse them, as you see fit.

Some clients do want to manage these systems themselves. 
If you would like to manage the AS yourself, we will be happy 
to support you. 

If in future you wish to change your mind, you can amend 
these permissions at any time from the ‘Home screen’ of your 
digital account, which looks like the image shown.

Once you have approved these permissions the College will 
be able to reserve funding on your behalf from the ESFA, 
recruit apprentices should you so desire, and fulfil all of the 
ongoing administration requirements associated with the AS.

• You will see a pending connection request 

• Once you have approved the connection request you will be able to add Apprentices to your AS

• You need to approve the connection request from 
the sending levy-paying employer

• Provide the unique 6-character AS ‘Account ID’ for your 
organisation to us (shown on example home screen 
above). Your Employer Engagement Manager will then 
provide this to the WMCA or other partner to share 
with the “sending” organisation. This is to allow them to 
create the link between them as a “sender” of levy funds 
and your organisation as a “receiver” of levy funds. 

• To access the funds from the sending organisation you 
simply need to accept a ‘transfer connection request’ 
from the sending levy-paying employer. You can do this by 
accessing the ‘Finance’ section in the homepage and then 
clicking on ‘transfers’ in the ‘finance’ section.



6   dudleycol.ac.uk/employers dudleycol.ac.uk/employers   7

Enrolling your 
apprentice
We now move to the point where you have 
decided to start an apprentice you have 
recruited, or use apprenticeship funding to 
upskill one of your existing team.

Your Employer Engagement Manager will arrange a meeting 
to enrol your apprentice. This will be done face to face or 
remotely via video. The learner will complete an enrolment 
form, be issued with their first piece of work and a 
Learning Agreement will be signed by the Learner, your 
Employer Engagement Manager and by the representative 
of your business, usually the learner’s line manager.

Immediately thereafter, if you have provided us with the 
appropriate permissions, the College will select the right 
course and enter the apprentice’s details onto the AS 
system to enable delivery and funding of the apprenticeship 
to start. 

Your AS User will receive an email confirming that the 
College has added a learner (a ‘Cohort request’) which is 
the confirmation of the start of the learning journey.

Your AS User will follow the link to a page such as the 
image below:

Your AS User will check that you are 
happy with the details and confirm 
them as correct:

Once you give approval, your AS User 
will see a final screen as shown.
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Troubleshooting/ 
points of contact
Contact for trouble shooting  
is Helen Hickman on
call: 01384 363406 or  
email: helen.hickman@dudleycol.ac.uk

In Summary
Congratulations, together we have successfully 
enrolled your apprentice and secured funding for 
their apprenticeship programme.

We would like to thank you for choosing  
Dudley College of Technology as your training 
provider partner.

We understand the pressures businesses are under, 
and hope you find our free AS Management Service 
to be of benefit to you. We are happy to assist you 
with any issues regarding the above process or any 
issues that arise in future with this system.
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Call us...
01384 363 808

Visit us online...
dudleycol.ac.uk

Email us...
employerservices@dudleycol.ac.uk

Find us...
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