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1. Accessing the Smart EPA Platform

Go to the website www.smartepa.co.uk

| Point Assessment

Smart End

F @ Username

[ Password

Forgot Password

Type your username and password into the log in box and click ‘Login’.

Forgotten Smart EPA Password

If you have forgotten your password click ‘Forgot Password’.

Forgot Password

Enter your username below and you will be sent an email with a link to reset your password.

Username I

Send Reset Email

Type in your username and click ‘Send Reset Email’.

An automated email will be sent to you by the SEPA platform with instructions to reset your password.
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http://www.smartepa.co.uk/

2. Navigation Menu

On the left side of the webpage is the navigation menu. The navigation menu allows you to access
different areas of the system to manage your apprentices, employers and End Point Assessments
(EPAS).

This screenshot shows the areas you can access as a Training Provider.

!e 0 leowebstercipd .

@ SETTING
PRSI0  DASHBOARD
Welcome Back, Leowebstercipd
USER
MANAGEMENT
Dashboard
APPRENTICE
MANAGEMENT
DASHBOARD —Please Select— ¥

EMPLOYER
MANAGEMENT

COMMUNICATION
HISTORY

RESOURCES

REPORTING

(&l
e

®
®
®
®
©
©
©
®

To expand specific areas of the Navigation Menu, select the arrow to the right of the area title name
you would like to review.
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On the expanded area, click the relevant text to open the sub-area.

epa. CIPD

SETTING
PRSSNNOY  ASHBOARD

elcome Back, Victoria Hilton
\E USER MANAGEMENT @
s ©
DASHBOARD

Add Apprentice

View/Edit Apprentices

The sub-area displays a page in the main part of the window. The tabs across the top of the page
show open pages.

On any page where you are required to enter information, mandatory fields show a red line on the left
side of the text box; they turn green when they have been completed correctly.

IQPO victoria.hilton ’
Smort End @ Peint Assesen PREVIEW FEATURES

—_—
[FBASINNOY 1 AsHEOARD

‘elcome Back, Victoria Hiltor CLOSEALLTABS T

Email Template Management

User Defined Lists
Add Standard Dashboard  [SEUNCICI - |

Add Duplicate Standard

EPAO Settings

CEECIT T Moderation ~ OptionsfPathways ~ Checklist

Name Level
View/Edit Custom Fields 0
LARS Code | Standard Code I
= ® e . .
APPRENTICE Published Date
o o
wncemenr  ©

Apprentice EPA Notice | o TS I o 5

[Z) ASSESSMENT CENTRE /~

All pages that you open you will remain open as tabs until you close them using the ‘X’ symbol.

Ie O Ieowehstercipd .

| )R DASHBOARD

Welcome Back, Leowebstercipd CLOSE ALLTABS T
USER
MANAGEMENT
Dashboard [t I Add Apprentice
APPRENTICE b,
MANAGEMENT
Add Apprentice
ViewEdit Agprenties Personal Details  [RZIN0RAIN

EMPLOYER
MANAGEMENT
Create User
L] G ULN

Title Email
@ COMMUNICATION I - Please Select — -
HISTORY
Y Given Name Phone Number
Family Name Mobile Number

b608-d1 /Dashboard#tab-0b79a00e-d653-435e-a235-8c7f1a7fe069
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An asterisk on the tab shows a page has been edited but not saved. You must save edits before
navigating away.

You will be prompted to save edits before you leaving the page.

Icpo fepo | Jonathon Loxley ‘

(& My Profie ] (£ Support ticket ] (@ Logout ]
Dashboard
: [ [ e | e
sowenarng | ARE YOU SURE?

Name | IFyou choose to Cancel, this record will not be saved. Are you sure you wish to cancel? l
0
LARS Code =
e T EE
Backr [ Pleasa Selec v
Published Date
RS | 14/03:2018
Apprenticeshiy ngth
ppreticasiipl cagd I 0 Months I o Days
Maximum Retry Attempts (-1 = Attempt All Assessmant Types
= Unlimited) Before Resits?
Prica Curency ST
Charge Code
ASSESSMENT TYPES Fieasa Select
ASSESSMENT APPRENTICE WAXIMUM BETEY. MINIMUN ASSESSORASSESSUENT BANIMUM o
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3. Employer Management

This section is for recording the details of an apprentice’s employer.

Note: Before adding an apprentice to SEPA, make sure the employer’s information is/has been added
first.

Adding an Employer Record

To add a new employer select ‘Employer Management’ from the Navigation Menu.

Select ‘Add Employer’

)

®

" ‘ EMPLOYER
|Em | MANAGEMENT

Add Employer
View/Edit Employers

From ‘Add Employer’ create an employer by entering the company information.

SETTING

| [t DASHBOARD

Welcome Back, Jonathon Loxley CLOSE ALL TABS

\_I'm_‘ MANAGEMENT

Dashboard  Add Employer » | « Add Employer # - Add Empioyer [

ADD EMPLOYER

i
" I
| EMPLOYER
MANAGEMENT Employer 1D l ESFA Funded? l xS

Add Employer

ontract Required?
View!

on z L’ .]

ADDRESSES

PRIMARY YPE ADDRESS LINE 1 ADDRESS LINE 2 TOWN GOUNTY POSTCODE

Complete the name and employer ID (this is their Companies House number).

For ‘ESFA Funded?’, choose which funding option is applicable for the employer. The options are
either: ‘TRUE’ (non-levy) or ‘FALSE’ (levy).
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Ensure the ‘Contract Required?’ field is set to: ‘No’.

Welcome Back, Jonathon Loxley CcLOSE ALLTABS
Dashboard Add Employer # |« Add Employer # - Add Employer * .
= oo
Haimo I W Assocetes
Emplayer ID I RROTITESTE ESFA Funded? I Tk =
Conlract Required? i =
Urienown
Contract _
No
ADDRESSES ADD ADDRESS ©
PRIMARY TYPE ADDRESS LINE 1 ADDRESS LINE 2 TOWN COUNTY POSTCODE ACTIONS

Select ‘ADD ADDRESS’ on the ‘ADDRESSES’ field and complete the address for the employer using
their Head Office address.

ADDRESSES ADD ADDRESS ©

PRIMARY TYP! ADDRESS LINE 1 ADDRESS LINE 2 COUNTY POSTCODE ACTIONS

You can use the magnifying glass to search for the employer’s address using their postcode.

ADD ADDRESS ©

ACTIONS

O o

Alternatively, use the pencil icon to enter the address manually.
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I ELLE
Sm | MANAGEMENT

o I

Once the Head Office address has been entered correctly, select from the drop down list entitled
‘TYPE’ the most suitable option for the employer (usually this is ‘Business’).

ADDRESSES

PRIMARY TYPE

— Please Select - v
— Please Select —
Home
Business
Branch
Office

On the tab entitled ‘Users/Contacts’, complete the details for the named employer contact responsible
for the apprentice. This may be apprentice’s line manager or the apprenticeship programme manager.
Employers will have different arrangements depending on their set up.

This person will receive automated emails from the SEPA platform.

They must be in a position to act upon the emails accordingly and ensure arrangements for the
apprentice’s End Point Assessment (EPA) are adhered to. In most cases it is best for this to be the
apprenticeship programme manager.

Select the ‘Save’ button when the details have been completed correctly.
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| o nssocates
Employer ID l ey ESFA Funded? | True

Contract Required?

4 CONTACT DETAILS
<
Forename I 1
‘Forename’ should not be empty.
ADD ADDRESS ©
PR ‘Surname’ should not be empty. ACTIONS
1 we | ] 8 B
LY *Job Tille' should not be empty.
Email Prefd
] ADD CGNTACT ©
Landline Number Prefd
b | ACTIONS
B Mobile Numbar Prefd
. - a
e -

The Employer is now set up and stored within SEPA.

Adding a Sector to an Employer Record
As an optional next step you are able to assign sectors to your employers. This highlights the industry
their operate in.

Select the ‘Additional Details’ tab within the ‘Add Employer’.

Additional Details
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To add a specific sector to an employer, select the ‘Sectors’ dropdown list and then select ‘Add
Standard Sector'.

Dashboard  Add Employer # Add Employer # - Add Employer * [l

ADD EMPLOYER

eCCIENN  Additional Detalls

SECTORS
AENT CENTRE STANDARD SECTOR NUMBER OF APPRENTICES ACTIONS
AGEMENT
LINKED TRAINING PROVIDER(S)
TRAINING PROVIDER ACTIONS
DOCUMENTS
DOCUMENT NAME UPLOADED BY DATE UPLOADED ACTIONS

DASHBOARD

Nelcome Back, Jonathon Loxley cLOSE ALL TABS T

Dashboard  Add Employer # Add Employer Add Empioyer [

ADD EMPLOYER

EETERN  Additional Details

JENT CENTRE
ANAGEMENT RO TR
STANDARD SECTOR NUMBER OF APPRENTICES ACTIONS
Add Emplayer Accouning 0 ﬂ
View/Edit Employers
T
| Pm |
E | LINKED TRAINING PROVIDER(S) College
Pa | EPA
TRAINING PROVIDER AcCTIONS
cotege [0

Select ‘Save’ to add the employer to the sector.

Amending an Employer Record
To amend an Employer Record you must first select ‘Employer Management’ from the navigation and
click ‘View/Edit Employers’ from the options.

EMPLOYER @
MANAGEMENT

Add Employer

View/Edit Employers

The list of employers you are able to edit will appear as a list or you can use the search function.
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IQPO MyEPA.TProvider.Dummy x
t End W Paint Ass __i My Profile PREVIEW FEATURES -IQ Logout

SETTING ®
Sm | MANAGEMENT DASHBOARD
um] userwnuoenenr &
PRl crooes @
() APPRENTICE ®
Am | MANAGEMENT
() EmpLover
en) wwnconenr O
Show Inactive? 0
Add Employer
7] TRAINING PROVIDER
Pm | MANAGEMENT —
EMPLOYERS SEARCH REFRESH
] e
CoMmNCATON 0y Leo's Test Employer 5 Yes
HISTORY

TestEmployer Test
RepoRTING ©

FILTER

Yes

Showing 1 10 2 of 2 entries Previous | 1 | Next

Click on the employer you would like to amend and a new tab will appear.

Jepa -
i PREVIEW FEATURES

[PYPAVNOY  /SHBOARD

—v——

Dashboard Employers » | x Edit Empioyer [
APPRENTICE
E e ©
EMPLOYER
B ses @

EETS  UsersiContacts  Additional Details
Add Employer

View/Edit Employers
Name | Test Employer Number of Apprentice(s) 14

. TRAINING PROVIDER
MANAGEMENT Employer ID | st ESFA Funded? I Fake v

A - o - :
‘COMMUNICATION Contract

[ P——__—C)
ADDRESSES ADD ADDRESS @

resounces @ [ [ rvee aconess une 1 sooress une2 Tom counry sostcoe scrions

[ousness ~ Nete os Nevicaste upon Tyne Tyne ang Wear NEt2 g7 [a[~]o]

You are then able to amend the ‘Name’, ‘Employer ID’ or other options shown.

If you need to amend the employer address, click on the green pencil to the right of the address
shown. If you need to delete the address you can click the red button showing the cross.

A pop-up window will appear once the edit pencil button is clicked where you can change the address
as needed.

SEPA Guidance | CIPD Assessment Team | September 2022 | v3.0 |© CIPD
Page 12 of 43



oumimy

H ADDRESS DETAILS

Address Line 1 | Ncfe

Address Line 2 Q6
1ditl
Town | Newcastle upon Tyne
County | Tyne and Wear e

Post Code | NE12 8BT

Click ‘Save’ to update your changes and the window will close automatically.

Once all actions have been completed for the employer you can click the ‘Save and Close’ button at
the top of the tab to save all changes and close the tab.

e | see s cuse
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4. Apprentice Management

This section is for recording apprentices details.

Note: please add all apprentices to SmartEPA a minimum of 3 months before their expected gateway
date.

Adding an Apprentice Record
To set up apprentices on SEPA go to ‘Apprentice Management’. There are two options; you can
either complete the details for each apprentice individually or you can do a bulk upload.

To complete the details for the induvial apprentice select ‘Add Apprentice’.

®

" APPRENTICE
|Am | MANAGEMENT

Add Apprentice

View/Edit Apprentices

Within the tab entitled ‘Personal Details’ complete the mandatory fields.

Sepa -~

SETTING

Sm | MANAGEMENT DASHBOARD
Welcome Back, SA Admin CLOSE ALL TABS T

USER

Um | MANAGEMENT
BEEEIGI  Add Apprentice

APPRENTICE

Am | MANAGEMENT
[ [ ommstme | covnoee | oo
Add Appreniice APPRENTICE
View/Edit Apprentices

—_ Personal Details EPA Details

ASSESSOR
Am| MANAGEMENT ®
— Create User
| ASSESSMENT CENTRE @ b
€m | MANAGEMENT

ULN

EMPLOYER
Em | MANAGEMENT @ |
= ‘ TRAINING PROVIDER i Ema
Pm | MANAGEMENT ® I T—

Given Name Phone Number

- Q) 1 1

You can create a user account for apprentices by ticking the box entitled ‘Create User'.

ADD APPRENTICE

Personal Details EPA Details Product(s) Other

Create User

O

ULN
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You now have a ‘Username’ field and a ‘User Groups’ field.

Using the apprentice’s email address (ideally their work email) create a username. For ‘User Group’
field, click ‘Apprentice Management’.

Ie 0 SA Admin
; P : (@Support) (@ Logout)

SETTING BEEEIVI  Add Apprentice *
sml MANAGEMENT : a
Um | MANAGEMENT

APPRENTICE

APPRENTICE
Am | MANAGEMENT Personal Details EPA Details

Add Apprentice

View/Edit Apprentices Create User
¢

ASSESSOR
Am | MANAGEMENT User Name User Groups

I J Johnsen

ASSESSMENT CENTRE

A

[l 2o un
EMPLOYER I

Em | MANAGEMENT @

Title Email

T7| TRAINING PROVIDER I ~ Please Select -
Pm | MANAGEMENT @

Given Name Phone Number

Save the apprentice’s personal details when all the mandatory fields are completed correctly and the
red lines have turned green.

There is an opportunity to add an apprentice as a user if not utilised at this stage. This can be done in
the ‘Add User’ section under the ‘User Management’ area in the navigation bar.

To add an apprentice as a user, if not previously done, go into the ‘Add User’ section under the ‘User
Management’ area in the navigation bar.

SETTING
MANAGEMENT
@ USER MANAGEMENT

®

Add User

View/Edit Users

APPRENTICE
MANAGEMENT

Complete the cells with the red tabs, to identify mandatory fields and then click the ‘Is an Apprentice?’
button at the bottom of the page.
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Jepa
[ Rl

[ pem—

Add User

ViewEdit Users

APPRENTICE
MANAGEMENT

EMPLOYER
Em | maNAGEMENT
[f7]] TRAINNG PROVIDER
Pm | MANAGEMENT

E
Pa| epn

) commnicaron
) stony

ae] repormic

T p—

CIPD

DASHBOARD

ADD USER

Usemame

Given Name
Famiy Name
Company Name

Job Title

© Is Apprentics?

MyEPA. TProvider.Dummy ’

&y Profle] | pReview FEATURES

Email

Phone Number
Ext
Please enter either a phone or mobile number

Mobile Number

Please enter sither a phone or mobile number

Preferred Time Zone

| wc-a000oui, Eanbusn, Lston Lo »

A dropdown menu will appear where you can select which apprentice the user record relates to.

In the ‘Permissions’ tab, select the relevant option available to allow the apprentice to access the
system and then click the right facing arrow to move the permissions to the ‘Selected’ column.

Jepa

Add User

ViewEdit Users

APPRENTICE
MANAGEMENT

EMPLOYER
MANAGEMENT

TRAINING PROVIDE!
Pm | MANAGEMENT

[ p—

Jepa

Um | USER MANAGEMEN

Add User

ViewEdit Users

APPRENTICE
Am | MANAGEMENT

EMPLOYER
Em | MANAGEMENT

7| TRANING PROVIDES
Pm | MANAGEMENT

z
[ —

_CIPD

DASHBOARD

ADD USER

Personal Detais

[ EPA Counter Alert O Contract Limit Alert

User Groups

Available

_CIPD

DASHBOARD

ADD USER

Personal Detals

[ EPA Counter Alert O Contract Limit Alert

User Groups

Available

CIPD Apprentices

MyEPA. TProvider.Dummy

&Ny Profie] | pREVIEW FEATURES

) View All Support Tickets

Selected

MyEPA. TProvider.Dummy ’

TPR)  eneview rearunes

) View All Support Tickets

Selected

CIPD Apprentices.

Once all cells and permissions have been complete, click the ‘Save’ button to activate the changes.
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Entering an Apprentice’s EPA Details
Select the tab entitled ‘EPA details’.

This is where you order CIPD’s EPA services for each apprentice you have registered with the ESFA.

Make sure you complete these details early on, ideally no later than four weeks after an apprentice
has been registered with ESFA.

The ESFA aim to bring in line the records of training providers, EPAOs and the ESFA and require
CIPD to share this information with them.

Ilepn SA Admin ‘

i Support | | & Logout

T ASSESSMENT CENTRE® DASHBOARD

Welcome Back, SA Admin CLOSE ALL TABS T

EMPLOYER
‘Em MANAGEMENT @
Dashboard  [EGEENICITSRS ~ |

‘T TRAINING PROVIDER @
Pm | MANAGEMENT

€m | MANAGEMENT

(e T [ e | oo

ADD
APPRENTICE

Add Training Provider/College

View/Edit Training
Provider/College Personal Details EPA Details

E
Pa | EPA
— Employer Training Provider/College
COMMUNICATION I ~ Please ‘““’L}- b I - Please Select-- v n
RIS HISTORY Employer must be specified Training Provider must be specified
Employment Address Training Address
@ REPORTING lease Select - v I ~ Please Select - v
Employment Address must be specified Training Address must be specified
D Standard LARS Code
RESOURCES
i 2 B I — Please Select - v
Standard Version must be specified EPA Start Date (expected) o

Select the correct employer details from the ‘Employer’ list. Their address should automatically
populate in the ‘Employment Address’ field.

Select your Company name from the ‘Training Provider/College’ field. Once again the correct address
should populate within the ‘Training Address’ field.

Select the correct apprenticeship Standard. The LARS code will populate automatically. The
apprenticeship length with automatically set to the typical on programme duration given in the
assessmemnt plan. You can update this field to reflect the training duration as per the learning plan or
training schedule. This must be a minimum of 12 months for all standards. It should not be confused
with the dates for the qualification training, if the apprentice is doing a qualification as part of their on-
programme training.

Apprenticeship Length
SETTING

‘ sm ‘ MANAGEMENT | 0 Months I 0 Days
‘ um ‘ USER MANAGEMENT EPA DETAILS
Apprenticeship Start Date Apprenticeship End Date (expected)
‘ APPRENTICE | 31108/2022 i | 31/08/2023
Am | MANAGEMENT
EPA Start Date (expected) Registration PO Number
T | 31/08/2023
View/Edit Apprentices Registration Invoice EPAPO Number
‘ ‘ ASSESSOR
LAM ] MANAGEMENT EPAInvoice Assessor / Tutor Name
‘ A /ASSESSMENT CENTRE
©m | MANAGEMENT Line Manager Name Line Manager Contact
EMPLOYER
Em | MANAGEMENT Apprentice Coordinator Funding Type

| — Please Select v

Add Employer
View/Edit Employers

Has EPA Membership? ()

‘T TRAINING PROVIDER REASONABLE ADJUSTMENTS
[Pm | MANAGEMENT

Are Reasonable Adjustments Required? (J

Select the ‘Apprenticeship Start Date’ field. This is the date the apprenticeship formally started, it
should be the same as the enrolment/registration date you have provided to the ESFA.
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The ‘Apprenticeship End Date (expected)’ — is the Gateway date. Make sure you forecast and plan
this date according to when the expected on-programme training and all of the requirements of the
apprenticeship are complete. All progress check points between the employer and Training Provider
should be working towards keeping the apprentice on track for this date. Before entering this date on
SEPA make sure it has been planned in diaries and can realistically be achieved. It should not be
scheduled around peak trading periods, holiday and significant calender events. The employer,
apprentice and training provider should all be commited to completion on this date.

All Gateway documents must be uploaded onto SEPA on the ‘Apprentice End Date (expected)’.
See Chapter 5 entitled ‘The Gateway Checklist’ for details on uploading Gateway evidence.

Occasionally there will be circumstances that prevent completion of the on-programme training on this
original expected date. For these circumstances a new Apprenticeship End Date/Gateway date must
be established and entered within this field. It is essential to keep up-to-date apprenticeship
assessment records, so as soon as a change is confimred the ‘Apprenticeship End Date (expected)’
field must be updated to reflect the change.

Changes to the ‘Apprentice End Date (expected)’ field will create automatic adjustements to the
‘Appreniceship Length’ field.

I e 0 leowebstercipd '
p

SETTING EMPLOYMENT/ TRAINING DETAILS
MANAGEMENT

USER
MANAGEMENT

APPRENTICE
MANAGEMENT

Add Apprentice: STANDARD DETAILS

View/Edit Apprentioes Stendars

EMPLOYER | HR Consuitant / Pariner - Level 5 (180 - v1.00)
MANAGEMENT

skt Employer STANDARD INFORMATION

View/Edit Employers

AZSESSMENT TYFES LR CODE

| TRAINING PROVIDER @

Pm| MANAGEMENT 180 18 August 2017
C]
COMMUNICATION
B = ®

o
2
]
W
?
it
B
o]
5
m

I 2 Months: I 0 Days

EPA DETAILS

All Gateway documents must be uploaded onto SEPA on the ‘Apprentice End Date (expected)’.
See Chapter 5 entitled ‘The Gateway Checklist’ for details on uploading Gateway evidence.

Enter the ‘EPA Start Date’ field. This field should contain the date on which the Apprentice wants to
have their assessment. The ‘EPA Start Date’ should be estimated when the apprentice’s record is
first created and updated as the apprentice approaches Gateway. This will ensure the assessment is
booked on a day that works for the apprentice to attend.

Note: The registration invoice, EPA invoice, Registration Purchase Order (PO) number, EPA PO
number, Apprentice Coordinator and ‘Has EPA membership?’ tickbox are all optional fields.

Select and complete ‘Line Manager Name’ and ‘Line Manager Contact’.
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On the ‘Funding Type’ field select the correct option from the dropdown menu.

Funding Type

— Please Select — ~

— Please Select —

Government Funded
Employer Funded
1pdated 1o correspond.

Once all mandatory fields are complete and the line on the left of the box/es is green, click ‘Save’.

Apprentice details will now be successfully saved (and the EPA Services are ordered)

Once the apprentice details have been successful saved, three new tabs will appear — ‘Documents,
Checklist and Bookings/Resits’. These subjects are covered in the following sections.

Requesting Reasonable Adjustments
If the apprentice requires reasonable adjustments tick the box next to ‘Are reasonable Adjustments
Required?’. A new box will appear which allows you to select from a list.

Scribe or Speech Recognition Technology

Computer Reader or Speech Recognition Technology Enabled
Transcriber

Modified Paper Request: Enlarged Faper

Maodified Paper Request: Coloured Paper

8| Reader or Computer Reader

Other (Please specify)

Bilingual Translation Dictionary (with extra time up to 25%)
Extra Time: up to 100%

Extra Time: up to 50%

Maodified Language Paper

Practical Assistant

Braille Papers and/or Tactile Diagrams

Extra Time: up to 25%

Oral Language Modifier

— Please Select - i ADD REASO

o
=

L)

o+

ACTIONS

Click the green box to ‘Add Resonable Adjustment’. See CIPD reasonable adjustments and special
considerations policy (End Point Assessments) for evidence requirements. Click the green box
entitled ‘Evidence’ to upload evidence file/s.
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Bulk Upload Apprentice Details
To bulk upload apprentice details, download the ‘Bulk Upload Apprentice Import’ template.

This can be found from the Navigation Menu in ‘Resources/Vie Resources’.

fepa. CIPD

| ‘ APPRENTICE
Am | MANAGEMENT

| | EMPLOYER
(i=my

MANAGEMENT

|T ‘ TRAINING PROVIDER
Pm | MANAGEMENT

| E
Pa EPA

| COMMUNICATION
Ch | HISTORY

|Re ‘ REPORTING

| Re ‘ RESOQURCES

View Resources

DASHBOARD

Welcome Back, Leowebstercipd

Dashboard Resources # | =

DASHEOARD

leowebstercipd

bo

[ & My Profile ] (@ Logout

CLOSE ALL TABS T

—Please Select— v

Type bulk into the search bar the select the ‘Bulk Upload Apprentice Import’ document.

‘epaC|PD

SETTING
MANAGEMENT

USER
MANAGEMENT

APPRENTICE
MANAGEMENT

Add Apprentice
ViewlEdit Apprenices

curLover
wencever @

Add Employer

View/Edit Employers

EPA ®
[; SE’:;I;?\MT\DM @
R )

(=)

leowebstercipd '

Resource Type File U Category - Please Select — v -
Assessment Centre Please Select - v Assessor - Plesse Select — v
Employar Plesse Select - v Training Provider - Plasse Seisct - v
Document Name Document Type — Plasse Seiect — v
Document Created T Standard - Plasse Select - v
REFRESH
RESCURCE TYPE NAME URL CATEGORY UPLOADED WHEN LAST EDITED EDITED BY USER 1S ACTIVE?
File Bulk Upload Employer Import Template v1.1.dsx Training Provider Docs. 04072018 @ 10:27 081172018 @ 1318 Kristyberesford@ncie.org.uk Yes
File How to bulk uploed spprentices.mp4 Training Provider Docs. 18102013 @ 11.08 181020138 @ 11:.07 Hristyberesford@ncie.org.uk Yes
Previous ‘f‘ Next

Showing 1 to 3 of 3 enfries (filtersd from 5D total entries)

Select ‘Download’ and download the ‘Bulk Upload Apprentice Import’ spreadsheet.
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I e Q leowebstercipd '
p

s
[AkVIIC]  DASHBOARD
~ Welcome Back, Leowebstercipd cLose aLL Tass I
PSR O]
Deshboard  Resources # (%
iR )
RESOURCE m
o
MANAGEMENT @
Date Created 04/07/2018 08:45:52 by BenStobbs@ncfe org uk
E TRAINING PROVIDER @
MANAGEMENT LestUpdsted  28/11/2018 12:24:39 by Kristyberesford@ncfe org uk
= @ Resource Categary Training Provider Docs. A
S
g] EEESRLI‘:I\E‘AT\DN @
Resource Type File
REPORTING @ Versions
RESOURCES @ CURRENT VERSION FILENAME TYPE CREATED DOCUMENT DATE
e “ Bulk Upload Appreniice Import Templste v20xisx  xdsx  28/11/2013 12:24:26 by Kristyberesford@noie.org.uk 281112018 12:24:04 E Download &, | Email =
smartepa.co.uk/.../370bf2cc-bal3-4d98-91ce-3586fbdB63bd versionld=2b4732ec-... -
Open the ‘Bulk Upload Apprentice Import’ spreadsheet and complete all relevant apprentice
information.
AutoSave (@ off) ® v <  Bulk Upload Apprentice Impor - Excel £ Search (Alt+Q)
File Home Insert Draw Page Layout Formulas Data Review View Help Acrobat
E12 < Je
1 Training Provider UKPRN * ULN * Standard Name* Title * Forename * Surname *
2
3
4
5
6
7
8
9

Note: The fields on the spreadsheet correspond to the fields in SEPA. They are the same as the
fields detailed in the section on adding apprentice details. For clarification on the correct information
to enter in specific fields, please refer to this section.

Once completed, save the spreadsheet.
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Within the SEPA platform select ‘Setting Management’ then ‘Import Data’.

Iepo leowebstercipd '
Smart End W Peint Assessi [ﬁ My Profile H:(-t Logout |

SETTING

| | DASHBOARD

Welcome Back, Leowebstercipd CLOSEALL TABS T

Import Data ‘“

USER Dashboard Resources #  x Edit Resource

MANAGEMENT
| APPRENTICE RESOURCE
Am | MANAGEMENT

T EMPLOYER Date Created 04/07/2018 08:45:52 by BenStobbs@ncfe org.uk

| Em | MANAGEMENT
Last Updated 28/11/2018 12:24:39 by Kristyberesford@ncfe.org.uk

TRAINING PROVIDER

| | ANAGEMEN Resource Cate: Prov 05
LPm| M/ ource Category raining Provider Doc:

E
|Pd | EPA Standard

Resource Type File
COMMUNICATION

| ch | HISTORY

Versions

Select ‘Browse File’ then select the complete bulk upload file from your computer.

Iepo LeoWebster '
Smart End B Point Assessm | & My Profile || & Support ticket H:(v Logout |

SETTING

MANAGEMENT DASHBOARD

Welcome Back, LeoWebster CLOSEALLTABS T

IMPORTDATA  © ]

USER
MANAGEMENT

APPRENTICE
MANAGEMENT

ASSESSOR

MANAGEMENT

Select the Excel document (s or

Brows¢file

xlsx) to import
ASSESSMENT CENTRE An import file must be specified
MANAGEMENT @

Select an Import Template | — Please Select .
EMPLOYER An Import Template must be specified

Em | MANAGEMENT @

Import Options
| T TRAINING PROVIDER @
LBm | MANAGEMENT Update, if exists? (except for importing

Assessor(s])

||Fi-; EPA @

Select the ‘Bulk Upload Apprentice Import’ file.
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Smart End

Q

LeoWebster '
[I. My Profile ][E Support t\cket][[-v Lugout]
[ seTTING

‘ﬂ_ MANAGEMENT DASHBOARD

Welcome Back, LeoWebster CLOSE ALL TABS T
USER

Dashboard Import Data ~
‘ ‘ APPRENTICE
Am | MANAGEMENT

IMPORTDATA  © Upload Data

Select the Excel document (.xls or
x¥lsx) to import

A ] ASSESSMENT GENTRE An import file must be specified
|€m | MANAGEMENT @

] ASSESSOR
Am | MANAGEMENT
Browse file

Select an Import Template | e Selert .
EMPLOYER -
‘ Em | MANAGEMENT @ — Please Select —
Import Options Import Apprentices

‘T TRAINING PROVIDER ®
Pm | MANAGEMENT

Import Employers

Update. if exists? (excapt for imporing

Assessor(s])

‘FL‘ EPA @

Select ‘Upload Data’. The system will now upload all of the requested apprentices to the SEPA
platform.

Any apprentices that are not successfully uploaded will be highlighted in a pop up box with details of
why the upload was not successful.
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5. The Gateway Checklist

This section is completed on the date entered for ‘Apprentice End Date’ found in ‘Add
Apprentice/Personal details’.

When the apprentice, Training Provider and employer meet for Gateway, they will review the
apprentice’s progress, decide whether the apprentice has met all the requirements of the standard
and is occupational competent and therefore ready to move on to End Point Assessment. They
confirm all the evidence required for ‘The Gateway Checklist’ is accurate and complete. It is then
uploaded to this section within SEPA.

Uploading Gateway Evidence

From the Navigation Menu select ‘Apprentice Management'. Then select ‘View/Edit Apprentices’

| | APPRENTICE
Am | MANAGEMENT “ @

SETTING

[ﬁ MANAGEMENT DASHBOARD

Welcome Back, SA Admin
USER
Um | MANAGEMENT

Dashboard
APPRENTICE

LAL' MANAGEMENT ‘
DASHBOARD — Please Seled|

Add Apprentice

View/Edit Apprentices ‘u

ASSESSOR
(Am | MANAGEMENT @

A ASSESSMENT CENTRE
€m | MANAGEMENT @

EMPLOYER
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Find your apprentices using the filter at the top of the page and select ‘Search.

Employer

Training Provider

Standard

Apprentice Status

PO No# or Invoice References

Show Inactive?

- Please Select -

- Please Select -

- Please Select -

- Please Select -

Click on the apprentice you would like to view.

SETTING

Sm | MANAGEMENT
USER

Um | MANAGEMENT
APPRENTICE

Am | MANAGEMENT

Add Apprentice

View/Edit Apprentic

.A ASSESSMENT CENTRE
[€m | MANAGEMENT

[ EMPLOYER

Em | MANAGEMENT

T ‘TI’U\ININGFRD\"DEH
Pm | MANAGEMENT

®
O]
@

®
®

SA Admin

bo

PO No# or Invoice References PO No#, Registration Invoice Ref, Epa P 0 Epa Resit
Show Inactive?
APPRENTICES SEARCH: |
REFRESH
ULN NAME EMAIL ADDRESS EPA EXP START DATE STATUS LAST UPDATED DATE IS ACTIVE?

2345678966 Hannwong hannah@iong.com 15/08/2019 New 15/08/2018 Yes
5634563456 Jon Johnson jonjohnson@arnail.com 25/07/2019 Gateway Unassigned 1310872018 Yes
Showing 1 to 2 of 2 entries Previous 1 Next
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Once the apprentice’s data has loaded you will be able to update the Gateway evidence by clicking
on the ‘Checklist’ tab.

Note: The tab entitled checklist is referred to as ‘the Gateway checklist’ within CIPD’s guidance and
resources.

The Gateway evidence must be uploaded no later than the ’Apprentice End Date (expected)’.

Please ensure that the ‘EPA Start Date (expected)’ is updated, as this is the date for which CIPD will
book the apprentice’s assessment. Check with the apprentice they are available at the time and date
the assessments are scheduled by the CIPD once booked to avoid rescheduling the assessment.

Please ensure the EPA PO is updated if you use PO numbers for your apprentices as we will need to
include this on the invoice.

There are three sections to the ‘Checklist’ tab: ‘ltems’, ‘Sign Off’ and ‘Details’.

Checklist

ITEMS

CHECKLIST CHECKLIST DOCUMENT COUNT -0

form (add project seope here) o

| confirm tht the "EPR Start Dats (expectad)” apprentice st for the  this can b o

SIGN OFF
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In the items section, work through the list and tick each box.

‘epa CIPD

SIGN OFF
®

Signed Off by Employer?
USER
MANAGEMENT @

APPRENTICE
MANAGEMENT ®

LeoWebster '
& My Profile ][ 5 Support ticket

SETTING
MANAGEMENT

Signad Gff by Training Provider?
Signas Off by AssessoriAssessment Centra?

DETAILS

Completed On

Add Apprentioe
ViewlEdit Apprentices ITEMS
CHECKLIST CHECKLIST DOCUMENT COUNT -0
QUESTION ANSIWER

MENT CENTRE
MANAGEMENT

EMPLOYER
MANAGEMENT

Apprentice has been on the programme for

Apprentice has a Level 2 in Maths and English
TRAINING PROVIDER
MANAGEMENT
COMMUNICATION
HISTORY

E REPORTING

hieved the

C]

Consultantive Project Synopsis

Signed statement of competence from employer

®
(©]

Where evidence is required, an ‘Evidence’ pop up will be displayed with an option to ‘Add Document’.

CHECKLIST EVIDENCE ADD DOCUMENT €

DOCUMENT NAME TYPE UPLOADED BY DATE UPLOADED ACTIONS

Click ‘Add Document’ to upload the appropriate evidence.Please refer to the guidance document.

To find the evidence select ‘Browse File’ and choose the correct document from your computer’.

| 2 [} « Madeline » New falder v|© [ Search Newfolde ) 72
Organise = New folder =+ M @
B Gubien A HName f Dste modified Type SA Admin .
2° Bemple?
B 30 Objects &8 Euarpled -
B Desitop
%] Documents
& Downloads
Hm CHECKLIST DOCUMENT COUNT -0
usic
& Pictures
B videos
25 Local Disk (C)
= Public (\server) [iLIsT
e 2l 2
File name: | Example] v [anies v EEE ADD DOCUMENT &
ICUMENT  TYPE UPLOADED BY DATE ACTIONS
NAME UPLOADED
A7]| ASSESSMENT CENTRE
(€m | MANAGEMENT ®
saadmin@smartassessorcouk  15/08/2018 Delete Tl
\ EMPLOYER ®
Em | MANAGEMENT e

()

TRAINING PROVIDER
MANAGEMENT

©

Example 2: Has Learner

Passed Level 2 Functional
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When the evidence has been uploaded and all the checklist fields are complete you must sign off the
Gateway Checklist. Go to the section entitled ‘Sign Off’ and tick and ‘Signed Off by Training Provider’
prior to submission for Gateway.

Select ‘Save’ to update the Apprentice’s record.
CIPD will complete the signing off process by ticking the ‘Signed off by CIPD’.

The ‘Details/Completed On'’ field will be completed once the gateway checklist has been formally
signed off by CIPD

SIGN OFF

Signed Off by Training Frovider?
Signed Off by CIPD?

DETAILS

Completed On

Note: Once sign off has been completed by the Training Provider, you must also Request EPA for the
apprentice. CIPD will complete the sign off once ‘Request for EPA’ has been completed.
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6. Requesting EPA

EPA must be requested at the same time the Gateway Checklist is submitted. Once the apprentices
record is saved with a completed gateway checklist, a ‘Request EPA’ option will be displayed.

fepa. CIPD

sermo
Bl Sees ©
B ese ©

DASHBOARD

elcome Back. MyEPATProviderDum

Edit Apprentice RequestEPA* #  x

Apprentice Status - Gateway

Dashboard  Apprentices #  x

EDIT APPRENTICE

MyEPA. TProvider.Dummy

PREVIEW FEATURES

CLOSEALLTABS i

1 T T e T

Add Apprentice Unassigned
ViewlEdt Apprentices
(OSSR craDetals  Documents  Checkist  Booking(s)/Resis)  Tracked Changes  Ofher  Notes
EMPLOYER
BSs: ©
N Added On 181072019
TRAINING PROVIDER B
| oeted [ rosraes
Tite Email
Bl © e 7 [
Given Name Phone Number
COMMUNICATION
e o) I
Family Name Mobile Number
D08 Ethnic Origin
@ e (©) | 18/07/2000 22 year(s) old Please Select ~ v

When the ‘Request EPA’ page has loaded, click on the drop down

‘epa CIPD

() sermo
sl wsoevenr  ©

DASHBOARD

T

un) usermmcevent ©

Dashboard  Apprentices # x  EditApprentice + |« [EEETISEIN
[ APPRENTICE

wacwent O
. REQUEST EPA

View/Edit Apprentices
ewrLoveR
O]

(F77] TRAINING PROVIDER 0)
MANAGEMENT

We have been unable to pre-populate some of the fieids on this form. This could be due to one or more of the following reasons

= Logged in User does not have access to the Standard, Employer and/or Training Provider
= No default EPA Location has been specified for the Standard

Dependent on the Apprentices status, you can continue to s this form as normal.

e ©

Standard |——P\sasese\e:t——

Standard must be specified
COMMUNICATION
HISTORY

list on the field entitled ‘Standard’.

MyEPA. TProvider.Dummy

&y Profie]  PREVIEW FEATURES

Get Apprentice(s) Q

SELECT APPRENTICE(S) - Please Select -

‘Add Apprentice(s) @

[Re] resounces

APPRENTICE NAME EMPLOYER TRAINING PROVIDER

©)
e | reporno (O)
©

EXPECTED EPADATE ACTIONS

Select the correct apprentice’s Standard from the ‘Standard’

drop down list.
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Sepa e mmsennes 4
i PREVIEW FEATURES

—
[P ASNEOY  DASHBOARD

4 T 8
um] userwoeenr ©

Dashboard  Apprentices # x|  EditApprentice # |« [EEEIEIEZN
APPRENTICE ®

MANAGEMENT

p— REQUEST £PA

View/Edit Apprentices

We have been unable to pre-populate some of the fields on this form. This could be due to one or more of the following reasons:
’_ EMPLOYER ©

WD | MANACEMERT + Logged in User does not have access to the Standard, Employer and/or Training Provider

« No default EPA Location has been specified for the Standard

S| TRAINING PROVIDER

Pm | MANAGEMENT Dependent on the Apprentices status, you can continue to use this form as normal,

© | :
< Selec

Pleas
Administration
HR Suppor - Level 3 (191 -v1.00)
Learing and Development
Learning and Development Pra

_ COMMUNICATION
€h | HISTORY

(©)
©

tant /Business Pai
cttioner Standards - Levs

tner Standards - Level 5 (20002020 - v1.00
/1 3 (20001920 - v1.00

Even though the standards CIPD assesses are conducted by remote assessment. Select the
appropriate location from the drop down list for ‘EPA Location’; the EPA location will always remain as
‘Remote’ regardless if the discussion is taking place at work, home or training provider location..

fepo CI P D MYEPA TProvider Durmy 1

[&MyProfie] - pReviEw FEATURES
f‘ SETTING
e IO)  DASHBOARD

ome Bac AYEPATProviderD
& e unvseren @

Dashboard  Apprentices » x Edit Apprentice # = RequestEPA* [
APPRENTICE
an| et @
e REQUEST EPA

View/Edit Apprentices

Stndard | 1R suppon-Levr 3 101 -v1.00 v
EMPLOYER ©
Em | MANAGEMENT epaLocaion |~ prease s M
TNLEEETE ‘Apprentice's Training Provider
MANAGEMENT fice's Work Place

S
Assessment Centre

E ‘ ©) " SmartRoom
Pa | EPA
SELECT APPRENTICE(S) -- Please Select -- Add Apprentice(s) @

comuicATon
en ] wstony ©
RepoRTNG ©
we] resorces  ©

APPRENTICE NAVE EMPLOYER TRAINING PROVIDER EXPECTED EPADATE ACTIONS

Select the correct details from the options available. For example, if ‘Apprentice Work Place’ was
selected — choose ‘Employer’ from the drop down list.

epa. CIPD

MyEPA. TProvider.Dummy ‘

&My Profile | PREVIEW FEATURES

sermo
wwcever O

[ ——

©

DASHBOARD
c B AyEl

/elcome Bac PATProviderD

Dashboard  Apprentices # x Edit Apprentice # = RequestEPA* [

APPRENTICE
wwscevenr @
Close
. REQUEST EPA
ViewlEGit Apprentices
Stndard | 1R suppon-Levr 3 101 -v10m v
EMPLOYER @
Bl MANAGEMENT EPA Location v
TRAINING PROVIDER Empl .
MANAGEMENT mployer Please Select .
~ Please Select -
= Employer Address Leo's Test Emp
E ‘ " Test Employer
B -
COMMUNICATION Get Apprentice(s) Q
an wsrory C]
SELECT APPRENTICE(S) ~ Please Select - Add Apprentice(s) ©
reromo ©
APPRENTICE NAME EVPLOYER TRAINING PROVIDER ACTIONS
we] resorces  ©
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Now select the appropriate address from the ‘Address’ drop down list.

Jepa I
Smart End (&MyProfie] | preview FEATURES | (& Logout]
.

-
[P ASNEOY  DASHBOARD

un] userwacenent ©

AePRENTICE
wwrcevenr @

Dasmoowa  Apprenices # < EatApprentce ¢ (x
REQUEST EPA

sundord | 1R suppon-Levet3 911100

EMPLOYER
Em | MANAGEMENT EPA Location rentice’s Wor M

TRAINING PROVIDER
T mployer
Employer I

‘Add Apprentice

View/Edit Apprentices

MANAGEMENT

© EmplyerAdress [t 05, Nowcasto spon e N2 557
Ex — Please Select —

e 5 Naycaets upon e NETE BT
[T communcarion
en | wstory (©)
R rerorTiNG ©]
resources ©

Get Apprentice(s) Q
SELECT APPRENTICE(S) ~ Please Select - Add Apprentice(s) ©

APPRENTICE NAVE EMPLOYER TRAINING PROVIDER EXPECTED EPADATE ACTIONS

Next go to ‘Select Apprentice(s)’ and click the blue box entitled ‘Get Apprentice(s)’.

IQPO weea rovcerounmy
Smart End A (&MyProfie] | preview FEATURES | (& Logout]

—
[P FAYSNNICY .\ s1B0ARD

IYEPAT

un] vsermncenenr ©
Dashboard ~ Apprentices # x Edit Apprentice # = RequestePA* [

APPRENTICE ®

MANAGEMENT
REQUEST EPA

Stndard | 1R uppon-Levr3 101 -v1om

Add Appr

View/Edit Apprentices

EMPLOYER
Em | MANAGEMENT EPALocaion | sopretcss worcpice -

T TRAINING PROVIDER - S
Pm | MANAGEMENT ployer est Employer .

o @ Employer Address. Ncfe, Q6, Newcastle upon Tyne, NE12 8BT
e ©
B oo ©
resources ©

SELECT APPRENTICE(S) - Please Select -~ Add Apprentice(s) ©

APRENTICE NAVE ewpLoveR TRANING PROVDER ExeEoTED EPADATE senons |

If apprentices are available with the applied drop down criteria a blue banner will appear with the
message ‘Apprentice List Updated’.

If the message does not appear, recheck your drop down options and try again.
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fepa CIPD

sermie
sl wsoovenr O
] - C)

AePRENTICE
wwrcevenr @

Add Apprentice

View/Edit Apprentices

]

T TRAINING PROVIDER
Pm | MANAGEMENT

EMPLOYER
MANAGEMENT

©
& ©
B eome  ©

©

COMMUNICATION
HISTORY

RESOURCES

MyEPA. TProvider.Dummy ’

PREVIEW FEATURES
DASHBOARD
e ; CLOSEALLTABS B
Dastboard  Appreniices # x| EditApprentice » [ [EESSTRIINY
REQUEST EPA
Apprentice st updated
Standard I HR Support - Level 3 (191 - v1.00 v
EPALocation I Apprentie's Work Place v
Employer I Test Employer v
Employer Address I Nefe, 05, Newcastie upon Tyne, NE12 8ET v
Get Apprentice(s) Q
SELECT APPRENTICE(S) - Please Select - Add Apprentice(s) © |

APPRENTICE NAVE

ewpLoven TRANING PROVIDER expecTED EPADATE serons |

Now click ‘Please Select’ within the ‘Select Apprentice’ and select the apprentice.

fepa CIPD

2. ©
=
B e ©

Add Apprentice

usermansoemenr O

View/Edit Apprentices
aover
wwcaer O

TRAINING PROVIDER ©
MANAGEMENT

©)

2

COMMUNICATION
| HISTORY

BEE D

REPORTING

Re

(©)
(©)
©]

MyEPA. TProvider.Dummy ’

PREVIEW FEATURES
DASHBOARD
Back. MyEPATProviderD CLosE AL
Dashboard  Apprentices » x| EditApprentice » » [ESTSSYIINY
REQUEST EPA
Standard I HR Suppor - Level 3 (191 -v1.00 v
EPA Location I Apprentice's Work Place v
Employer I Test Employer v
Employer Address I Nefe, 06, Newcastle upon Tyne, NET2 88T v
Get Apprentice(s) Q.
SELECT APPRENTICE(S) ~ Please Select - Add Apprentice(s) © |

APPRENTICE NAVE

CIPD Test

senons |

More than one apprentice can be requested.

Once the apprentices who are requesting EPA have been chosen, select ‘Add Apprentice(s)'.

%epa CIPD

sermio
B S ©
[ pEeeme—_C)
o)

‘Add Apprentice

ViewEdit Apprentices
EMPLOYER

Em | MANAGEMENT
TRAINING PROVIDER
MANAGEMENT

3

Pa | EPA
‘ COMMUNICATION

€h | HISTORY

Re | REPORTING

RESOURCES

©)

©}

©
©
©

DASHBOARD

Dashboard  Apprentices #

Edit Apprentice #  x

MyEPA.TProvider.Dummy .

&My Profile | PREVIEW FEATURES

Request EPA *

REQUEST EPA
sundad | v suppon-Love3 151 v10 .
EpaLocaton | osrntces i pce .
Employer | Test Employer v
EmplyerAddress |t 6, Newcaste voon e, N2 857 v
*CIPD TEST .
SELECT APPRENTICE(S)
APPRENTICE NAME EMPLOYER TRAINING PROVIDER EXPECTED EPADATE AcTIoNs
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These apprentices now show within the ‘Select Apprentices’ section on the screen. You should see

the ‘Apprentice Name’, ‘Employer’, ‘Training Provider’ and ‘Expected EPA Date’.

If the details are correct, select ‘Match Assessor’.

fepa CIPD

) semo
sn) wnvorverr  ©
um] vseruavcenenr ©

AePRENTICE
wwrcevenr @

‘Add Apprentice

View/Edit Apprentices
ewpLoven
em] wncever @

T TRAINING PROVIDER
Pm | MANAGEMENT

E] o (©)
B e ©
resources ©)

DASHBOARD
IYEPAT

Dashboard ~ Apprentices # x Edit Apprentice # = RequestePA* [
REQUEST EPA

Stndard | 1R suppon-Levr3 101 -v10m

EPALocaton | soprentcss worcpice
Empioyer | Testem
Employeraddress | oo, 05 Newcaste

MyEPA. TProvider.Dummy

PREVIEW FEATURES

Get Apprentice(s) Q

SELECT APPRENTICE(S) - Please Select -~
APPRENTICE NAVE EMPLOYER TRAINING PROVIDER EXPECTED EPADATE ACTIONS
P Test rass7at458) Test Empoyer CIPD test provider 1n072020

Match Assessor(s) Q

M

When all apprentices have been matched with an assessor, a message within a green banner will
show the following message: “We have successfully allocated Assessor(s) to your Apprentice(s)”.
This will happen instantly.

fepa CIPD

serme
sn) wovcenen: @
vm] vserumvenenr ©

AePRENTICE
wrcevenr @
prp—

View/Edit Apprentices

avrLover
en] wincever  ©

T TRAINING PROVIDER
Pm | MANAGEMENT

®
[&] e ©
B o ©
wesources ©

DASHBOARD

4 T
Dasmoars  Apprentces # x| Edt Apprice #
REQUEST EPA

We have successfully allocated Assessor(s) o all your Apprentice(s)

Standard I Please Select -

MyEPA. TProvider.Dummy

&My Profie ] PREVIEW FEATURES

Get Apprentice(s) Q

SELECT APPRENTICE(S) - Please Select -~ Add Apprentice(s) ©
APPRENTICE NAVE EMPLOYER TRAINING PROVIDER EXPECTED EPADATE ACTIONS

The request EPA process is now complete.
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7. Uploading the EPA Evidence

From the Navigation Menu select ‘Apprentice Management'.

| I APPRENTICE
Am | MANAGEMENT ‘b @

Select ‘View/Edit Apprentices’.

Jepa_

(7] SETTING
[£ MANAGEMENT @ DASHBOARD

Welcome Back, SA Admin

Dashboard

[ APPRENTICE
\&l MANAGEMENT @ ‘
DASHBOARD ~ Please Sele(]

Add Apprentice 1

USER
Um | MANAGEMENT @

View/Edit Apprentices ‘u

ASSESSOR
Am | MANAGEMENT @

ASSESSMENT CENTRE
€m | MANAGEMENT @

EMPLOYER

Your apprentices will be displayed on the page. If you have a large number of apprentices you may
filter the list using the filter at the tip of the page. Once you’ve applied the filters, select ‘Search’.
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Employer | — Please Select —

Training Provider - Please Select —

Standard — Please Select —
Apprentice Status — Please Select —

PO No# or Invoice References

Show Inactive?

The lower portion of the page will show all apprentices within the parameters of the applied filter.

SA Admin .

SETTING .
[ PO No# or Invoice References PO No#, Registration Invoice R lo# Ref, Epa Resit PO No#

USER Show Inactive?
| Um | MANAGEMENT

APPRENTICE
Am | MANAGEMENT

APPRENTICES SEARCH: |
Add Apprentice I,
View/Edit Apprentices
REFRESH
@ ULN NAME EMAIL ADDRESS EPA EXP START DATE STATUS LAST UPDATED DATE 18 ACTIVE?
ENACERIRE ® 2345678066  Hannahlong  hannah@long.com 1510812019 New 151082012 Yes
| EMPLOYER 5634563456 Jon Johnson jonjohnson@gmail com 2510772018 Gateway Unassigned 13/082018 Yes
Em | MANAGEMENT @
Showing 1 l? 2 of 2 entries Previous 1 Next

Click on the apprentice who’s evidence is to be uploaded.
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Apprentice Status Fiease Select E
APPRENTICES SEARCH |
REFRESH

ULN FORENAME SURNAME EMAIL ADDRESS EPA START DATE (EXPECTED STATUS 1S ACTIVE?
7667766787 w a asa@sa com 220272019 Naw Yes
0101010111 tester Adam ap@sa com 261022019 Pending Confrmaton ves
4982980421 Look Alika ap@sa com 0210372019 Naw ves
TBTGTETITG asas -ngj sasag@taa com 220018 Now Yor
3253524203 aadam asas stsat@asas com 2210212018 Gateway Unassigned Yes
2345676542 asd asd asd@asd ssd 021032019 N ves
6543234567 asd asd asa@asd asd 0210372019 New Yes

Once the document is loaded on the system, select the ‘Document’ tab within the ‘Edit Apprentice’.

Documents

Select ‘Add Document’.
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DASHBOARD

Veicome Back, Adam Pittaway CLOSEALLTABS

APPRENTICE

Schedule Assessment
\ DOCUMENTS ADD DOCUMENT ©
| DOCUMENT KRAME 1S EVIDENCE? TYPE UPLOADED BY DATE UPLOADED ACTIONS

To upload the evidence either drag and drop files from your computer into the box or use the ‘Select
Files’ button.

DASHBOARD
Welcome Back. Adam Pittaway CLOSE ALL TABS

ADD APPRENTICE DOCUMENTS

Lo

CENTRE
N @ ADD DOCUMENT @

EMPL R ACTIONS
1| MANA

1| MANAGEMENT

| EPa

| COMMUNICATION
\€h | HISTORY

Once uploaded, tick the box entitled ‘Is Evidence?’
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Select the relevant ‘Assessment Type’ from the drop down list.

@ Dashboard  Apprentice List # | % Edit Apprentice *

USER
MANAGEMENT

PRENTICE
MANAGEMENT

Add Apprentioe
VieudEdit Apprentices

OR
MANAGEMENT

VENT (IMTRE@
MANAGEMENT

EMPLOYER
MANAGEMENT

Add Apprentice

View/Edit Apprentices
OR
MANAGEMENT
MENT CENTRE
\GEMENT

EMPLOYER
MANAGEMENT

TRAINING PROVIDER
MANAGEMENT

COMMUNICATION
HISTORY
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EDIT APPREI

Personal Detai

©

DOCUMENT

®

ADD APPRENTICE DOCUMENTS

Is Evidence? ¥

Assessment Tyoe — Plesse Select -

Comment — Please Select -

Frofessionsl Dissussion/inteniew

Select files

= -

Delete Apprentice @ | Deactivate Apprentice &

ADD DOCUMENT @ ‘

PLOADED ACTIONS I

EDIT APPRENR

Personal Detaik

@ DOCUM EJ,

DOCUMENT

@

©]

Copyright @ 2018 Smart Apprentices Ltd. All rights reserved. v.1.8.3044 (SANDBOX)

Dashboard  Apprentice List # x| [P

ADD APPRENTICE DOCUMENTS

's Evidence? [
Assessment Type Project
Comment L completed consultative Project

Select files

EPA Evidence docx

Cancsl

% Close

Copyright ® 2018 Smart Apprentices Ltd. All rights reserved. v.1.8.3044 (SANDBOX)

Smart Apprentices

helete Apprentice @ | Deaclivate Apprentice &

ADD DOCUMENT |

LOADED ACTIONS |

Smart Apprentices
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Once all files and comments are complete, select ‘Save’.

= Apprentice List # ice =
== Dashboard pprentice List x Edit Apprentice [ <]

ADD APPRENTICE DOCUMENTS B ® _ ice &
MANAGEMENT
Personal Detail

DOCUMENT Comment LW completed consultative Project ADD DOCUMENT @& |
“

DOCUMENT LOADED ACTIONS

Select files

EMPLOYER
pree O]
EPA Evidence.docx Cancel
77| TRAINING PROVIDER
MANAGEMENT

EPA (©)] .
% Close
COMMUNICATION
@ HISTORY (©)]

= Copyright © 2018 Smart Apprentices Ltd. All rights reserved. v.1.8 3044 (SANDBOX) Smart Apprentices

The EPA evidence is now be available for the assessor.

Note: Make sure the EPA evidence is uploaded in time on the assessment date. Late submissions
will be graded as fail and cancellation charges will be applied.

asi Apprentice List # % B
= @ Dashboard pprentice List Edit Apprentice [

MANAGEMENT
Apprentice Status - New Save and Close | S d N Cancel X | Detete Apprentice ® | Deactivat fice ®
APRENTICE EDIT APPRENTIGE Save andNew | Canc e s e
wascaenr @
At Aoprentioe Personsl Detsis  EPA Details Gheskist  Booking(s) /Resis)  Productis)  Other
[ Ty e—
DOCUMENTS ADD DOCUMENT
M= ©
DOTUMENT HaE s EviDENCE? SVIDENCE CONTAINS SVDENCEUNGUE  TYPE  URLOADEDSY ot ACTIoNS
@ NT CENTRS UNIQUE ID? D UPLOADED
IENT

[:IVETR D SRl EPA Evidence.docx ) docx leowebster@nefe.org.uk 171272018 Delete T
EMPLOYER
MANAGEMENT @
E TRAINING PROVIDER @ LW completed
MANAGEMENT consultative Project
®
COMMUNICATION
@ HISTORY @
R Q)

Uploaded projects will display as above. They will be stamped with the identity of the uploaded as well
as the submission date and time.
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8. Accessing Results

EPA results are shared 2-3 weeks following completion of the last assessment. Once feedback has
been logged on the Smart EPA system this will generate an email that goes to the apprentice,
Training Provider and apprentice’s organisation.

The email details the result given and information regarding certification.

As an Apprentice
To view the EPA results first click ‘View/Edit Apprentices’ from under the ‘Apprentice Management’
option in the navigation bar.

APPRENTICE
MANAGEMENT

View/Edit Apprentices

COMMUNICATION
HISTORY

RESOURCES

Once in your area, a number of tabs will show and to view results you can click the
‘Booking(s)/Resit(s) tab.

!QPQ WyEPA TProvider Dummy '
B AP0 | preview FeaTURES

sETTING

MANAGEMENT DASHBOARD

[ p——
~ Dashboard  Apprentices # EditApprentice [
APPRENTICE -
[sve [ [ i | comix 1

[Am| manaceEMENT

‘Add Apprentice

ViewEdt Appreices
[DOUSLSEN EpaDetals  Documents  Checkist [GSSTUMOVERSCTOM Tracked Changes  Other  Notes

EMPLOYER
Em | MANAGEMENT

o IR eteon izt
7] TRANING PROVIDER |,m,33,,3
B e
&) Title Email
(©) Given Name Phone Number
Re | REPORTING oumeend
Y D B et .
] oncs RN
- .
DISABILITIES ~ Please Select v

At the bottom of the tab the overall grade issued and ‘Date Cert Awarded’ will show.
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bo

Iepo victoria hilton
st v W Poine Awsasarmart &y Frofie [@Help )| pRevIEW FEATURES [ Logout

DASHBOARD

Dasntoard  Appremices # [«
£ T T T e
Personal Details EPA Details Documents Checklist BOOKING(S) / Resi(s) Product(s] Tracked Changes Other Notes

BOOKING{S) | RESIT(S)

ASSESSMENT TYPE SCHEDULED FOR sTATUS MODERATION STATUS ASSESSOR | ASSESSMENT CENTRE PONOR INVOICE NO # ACTIONS

Professional Discussion Day 1 - 1210572020 13:00 unfl 121052020 14:15 [ Caecied | Kay Willams HiA NiA m

Overall Grade Date Cart Awarded

Pa | EPR

To see the feedback provided, this is saved in the ‘Documents’ tab.

The feedback will show as a document with the name ‘Feedback’ in the title as the most recent
document uploaded

Iepo victoria.hilton ’
ot £t o acsesamant &y Profie [@Help) | pReviEW FEATURES

-
MANAGEMENT Dashboard  Apprentices # < R ]
SRR o S 1 e I I e s 1 5]

APPRENTICE -
MaAoMENT Personal Detalls  EPA Details Checkist  Booking(s) /Resit(s)  Product(s)  Tracked Changes  Other  Notes

‘Add Apprentice

ViewEdit Apprenices.

) Documents for Samuel Marney
[ oty

This area provides a location for you to upload documents or evidence for your Apprentice. Any changes made in this area are automatically saved.

®
ASSESSMENT CENTRE
MANAGEMENT Document name Evidence details Uploaded

EMPLOYER - ‘Samuel Marney_L3 LD Successful Feedback pdf MARK AS EVIDENCE 2 months ago
MANAGEMENT

As a Training Provider

To view the EPA results of your apprentice first click ‘View/Edit Apprentices’ from under the
‘Apprentice Management’ option in the navigation bar.

Smart End

SETTING
@ MANAGEMENT @
@ usermanacement (0

APPRENTICE
@ MANAGEMENT @

Add Apprentice

View/Edit Apprentices

You can then scroll or search for the apprentice’s results you are looking for. You can search by using
the ‘Name’ field and then clicking the blue ‘Search’ button
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Jepa weonroson §
tend Braint (&myProfie]) | preview FEATUREs | (@ Logout]

—
[P FAVSNOY  \<1E0ARD

A T CLOSE ALLTABS
[ [P———)

Dashboard  [EIEITSESRE - |
APPRENTICE
BEs o

Add Apprentice FILTER
ViewlEdit Apprertices
Name
EMPLOYER ®
MANAGEMENT B
TRAINING PROVIDER oo
T v * CIPD test provide
e ®© Training Provider CIPD test provider

£
Pa | EPA @ Matched Assessor — Please Select -

COMMUNICATION

Standard
€h | HISTORY

Apprentice Status lease Select

PO No# or Invoice References

©
[ee] rerornis ©
[oe] resources  ©@

Custom Field Value
Expected EPA Start Date Between and

Show Inactive?

APPRENTICES SEARCH | reFresH |

Once you have searched, the page will refresh an show the apprentice you’re looking for. You can
click their name which will open up the apprentice’s information.

IQ PO T |
i oreview rearures | (@ Logot
—

| [ DASHBOARD

[ —
© oestiead
rermemce

MANAGEMENT

e FILTER

(U
Q EMPLOYER
®

] TanmpRovoeR
Bon] waoacenenT

®
3
B o

®

commmcaTon

& rrorr

[ p—

®

o] nesounces

®

REFRESH

APPRENTICES

un

i

Showing 110 1of 1 enties Previous | 1 | Next

Once in the apprentice’s area, a number of tabs will show and to view results you can click the
‘Booking(s)/Resit(s) tab.

SEPA Guidance | CIPD Assessment Team | September 2022 | v3.0 |© CIPD
Page 42 of 43



Jepa s rerseone §
' : PREVIEW FEATURES | (@ Logout]

SETTING
MANAGEMENT DASHBOARD

Dashboard  Apprentices # <
[ [ e [ | coix 12

JSER MANAGEMENT

APPRENTICE
[Am| wanacemENT

‘Add Apprentice

ViewEit Appreriices.
UL cpADetals  Documents  Checkiist [GSSUNOVLESIOM Tracked Changes  Other  Notes

EMPLOYER
[Em| manacement

un Added On 11032021
T TRAnNG PROVIDER -
B MANAGEMENT
Tie Emai
€
Ba eon Unknoum v | ek Tomsensopacou
Given Name Phone Number
[ communacamo
T commemmon = =
Famiy Name Mobie Number
Tounsena
[ — |
S 008 £t Orign
| 1810511982 40 year(s) old — Prease Select - .
Re | Resources e
| v v
Giter (Gender)
DISABILITIES Plase Slect v ‘

At the bottom of the tab the overall grade issued and ‘Date Cert Awarded’ will show.

Iepo victoria_hilton '
st Eret Wi A Prole [@Heip ] PREVIEW FEATURES | Logout

SWSIINCY  DASHEOARD
elcome Bac toria £ ALLTABS T
runwacenent (O

Dasnboars  Apprentices » «| [EAEES

£ ) e T e )

Personal De EPADetalls  Documenis  Ches Booking(s) / Resijs) [ERSTTatS Tracked Ch: Ofher  Noles
‘© BOOKING(S) | RESIT(S)
Overall Grade Date Cert Awarded
o S O | c

To see the feedback provided, this is saved in the ‘Documents’ tab.

The feedback will show as a document with the name ‘Feedback’ in the title as the most recent
document uploaded

IQPO ictoiahiton '
el e &Pt [@FR) | eview eatones

Dashboard  Apprenticss # *

[ ApprReNTICE
B werncamnr Personal Details  EPADetails Checkist ~ Booking(s)/Resit(s) ~ Product(s) ~ Tracked Changes ~ Other  Notes

‘Add Apprentice

N
- Documents for Samuel Marney

Am| MANAGEMENT
This area provides a location for you to upload documents or evidence for your Apprentice. Any changes made in this area are automatically saved
R| ASSESSMENT CENTRE
T Document name Evidence details Uploaded

(7 EempLover - Samuel Marney_L3 LD Successful Feedback pdf MARK AS EVIDENCE 2 months ago
Em| MANAGEMENT
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