
How to set up and use anHow to set up and use an  
Apprenticeship Service AccountApprenticeship Service Account  

Levy paying organisations have an annual salary bill of £3m and above 
Non-levy paying have an annual salary bill of less than £3m. 

An email (e.g., admin@ourfirm.com ) you have access to. Do not use a personal
work email 
Permission to add your Pay As You Earn (PAYE) scheme reference number to the
account
Authority to accept the employer agreement on behalf of your organisation 

The difference between levy and non-levy paying organisation: 

All organisations must have an apprenticeship service account to access
apprenticeships services/funding etc.

Before setting up your Apprenticeship Service account, you will need the following:

You will need either the Gov’t Gateway Login for your organisation, or your accounts
office reference number (AORN) and employer PAYE scheme reference number
Create your account by clicking on Create an account to manage apprenticeships -
Manage apprentices (manage-apprenticeships.service.gov.uk) and follow the step-
by-step video guide Registering an account on the apprenticeship service - YouTube
for help 

What to use your apprenticeship service account for 
 • Access and manage apprenticeship funding as well approve training cost 
• Add, manage apprentices, confirm training commitment, and check payments to
training providers
• Find, save, and manage training providers
• Grant training providers limited access to your account to add apprentices and reserve
funding on your behalf.
• Create and post vacancies - recruit apprentices 
• Levy transfer – request and transfer levy from and to other organisations as agreed.
Levy paying employers can transfer up to 25% of their annual funds to any organisation
that wants to receive a transfer. Click HERE for more information

Reserve funding 
To reserve funding, you need to enter apprenticeship start date and standard. For help
to reserve funding click RESERVING APPRENTICESHIP FUNDS and link to
APPRENTICESHIP STANDARDS
You can have a combination of up to 10 ‘active’ or ‘unused’ reservations at any time.

Contact the Kent & Medway Primary Care Training HubContact the Kent & Medway Primary Care Training Hub
kmpcth@nhs.netkmpcth@nhs.net

mailto:admin@ourfirm.com
https://accounts.manage-apprenticeships.service.gov.uk/service/index
https://accounts.manage-apprenticeships.service.gov.uk/service/index
https://www.youtube.com/watch?v=NC3RzRrvgoc&list=PLMNvQX_aIOux3SdHgg3Iw8D8dPrVHbMY7&index=5
https://www.youtube.com/watch?v=6sH0gDiU9NM
https://help.apprenticeships.education.gov.uk/hc/en-gb/articles/360011550720-Your-funding-reservations
https://help.apprenticeships.education.gov.uk/hc/en-gb/articles/360011550720-Your-funding-reservations
https://www.instituteforapprenticeships.org/apprenticeship-standards/
mailto:kmccg.pcthapprenticeships@nhs.net

