
User Guide for  
Prospective Apprentices

SIGNING UP AND SIGNING IN

The initial screen that you will see requires you to fill in your name,  
email and create a password to sign up to the account. If you already  
have an account, click in the top left corner to bring you to the sign in screen

APPLICANT DASHBOARD

Once you have signed in, you will be presented with your applicant dashboard. On the left you will be able to see your 
applications which have most recently had their status changed by a provider you submitted to (e.g. if they’ve changed 
the status of your application to under review or approved). On the right you will be able to see your applications where a 
provider have added or updated notes for you to read.



PROVIDERS LIST

Clicking on the ‘View Providers’ tab brings up the providers list. This will show the list of providers that are  
currently accepting applications. You can also search these providers by standard to make it easier to find  
the ones applicable to you.

Clicking on the ‘shortlist’ button next to each provider allows you to build up a list of providers, who you can then  
attach to an application. Pressing the ‘shortlist’ button also lets you to remove the provider if you don’t want them  
on your list anymore.

If you are not familiar with the providers, it could be helpful to see a few more details about the provider before deciding 
whether to shortlist them. Clicking ‘view’ will bring up some more details about the provider such as the apprenticeship 
standards they offer, their address and contact details to help you decide whether to shortlist them or not.

APPLICATIONS LIST

Click on the ‘My Applications’ tab in the toggle menu to bring up your full list of applications. This is split into two parts:

> �	�In Progress Applications – applications that you have started but not submitted yet
	 - �Please note: you can have a maximum of 5 in progress applications at one time. If you wish to create more, you must 

either submit or delete one of your existing in progress applications

> �	�Submitted Applications – applications that you have submitted to training providers, which will also show you their 
status. You can click into these submitted applications to view more information and any notes that may have been 
added by a training provider

The Applications list tab is also where to go to create new applications or search for existing ones.



MY PROFILE

Click on the ‘My Profile’ tab to bring up and update information about yourself, including the sectors you are interested in. 
Ticking these sectors means you will receive notification about new availabilities within those sectors when they become 
available. You will only ever receive notifications regarding promoted providers within the sectors that you have ticked as 
having an interested in. If you don’t want to receive any marketing notifications, that’s no problem. Just uncheck the box 
that says, ‘receive marketing notifications such as promoted apprenticeship offers.’ You will still receive notifications about 
the status or notes of an application being updated.

What’s great about the ‘My Profile’ section is that once you fill in this information, it will be auto filled into each new 
application you create, saving you lots of time manually inputting the same information in each application!

YOU’RE NOW READY 
TO CREATE AN APPLICATION! 😊 

CREATING AN APPLICATION

In the My Application tab, after clicking ‘start a new application’, you will be taken to a single application page to edit. If 
you have filled in the ‘My Profile’ section already, your name, address, DOB, phone and email will already be automatically 
populated. You will then just need to fill in your education and any work experience history on the application. In the 
‘About Me’ section further down the page you can also add a summary about yourself and your cover letter (a.k.a your 
expression of interest). 

Some helpful tips when writing your cover letter are to:

>	 Make it about 3-4 paragraphs

>	� Tailor your cover letter to the type of industry you are expressing an interest in

>	� Be clear, to the point and honest

>	� Check your spelling and grammar

>	� The box for the cover letter is a free text box but sometimes it’s easier to write it on a separate word 
document first and then copy and paste it into the application

At the bottom of the application, you can then attach the providers you want from your shortlist to the application. Depending 
on the Apprenticeship standard you want to express your interest in you might chose different providers.

 



 


