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Digital Apprenticeship Service (DAS) Account Guide
Use this service to:
• access and manage apprenticeship funding
• receive a transfer of apprenticeship funds where eligible
• advertise vacancies
• choose an apprenticeship training course and find a training provider
• select suitable end-point assessment organisations
• give feedback on apprenticeship training
• give training providers permission to carry out some tasks on your behalf 
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[bookmark: _Setting_up_your]Setting up your Digital Apprenticeship Service (DAS) Account
You’ll need:
• A GOV.UK One Login account linked to an email address you use for work - you can create this at the same time as creating your apprenticeship service account
• 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
1. Register via the following link
Create your GOV.UK One Login or sign in - GOV.UK One Login
Click Create Your GOV.UK One Login and follow the instructions to validate your account
1. Complete the 5 sections 











[bookmark: _Adding_a_Training]Adding a Training Provider to an Existing Account
Log in via the following link
Create your GOV.UK One Login or sign in - GOV.UK One Login
Click Sign In
1. Select ‘Go to your apprenticeship service account’
2. Click ‘Manage training providers’
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1. Click ‘Add training provider’
2. Search for Kirklees College with out UKRN 10003189
3. Provide Kirklees College with the permissions to add apprentice records and recruit apprentices.
You also have the option to enter the information yourself but it will be easier to give the College permission to enter the information on your behalf.
Giving the college permission is safe as you will need to approve anything the College adds.
1. Kirklees College will then appear under Manage Training Providers. From here you can amend the permissions at any time if required.  









[bookmark: _Approving_Apprentice_Details]Approving Apprentice Details
Once the apprentice paperwork has been fully processed by the college, you are required to approve the apprentice details to ensure funding can be claimed and any eligible employer incentives can be received (without this approval, incentives cannot be paid).
You will receive an automated email when this is ready for you to complete
1. Log in via the link in the email or log in via the following link
Create your GOV.UK One Login or sign in - GOV.UK One Login
Click sign in
1. Click ‘Learners’
2. Click ‘Review learner requests’, check the apprentice details and if correct you can select approve.
If you notice something isn’t right there is an option to not approve and send it back to us to amend. 







[bookmark: _Providing_Feedback_to]Providing Feedback to Training Providers
Providing feedback about us as your training provider through your Digital Apprenticeship Service (DAS) account helps other employers make informed decisions when choosing an apprenticeship provider. We value your feedback and would greatly appreciate you taking a few moments to complete a review.
1. Log in via the link in the email or log in via the following link
Create your GOV.UK One Login or sign in - GOV.UK One Login
Click sign in
1. Click ‘Feedback on training providers’
2. Select Kirklees College from your training provider list and start the 3 question survey
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