
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   
 

 Click on ‘Create Account’ 

SETTING UP AN APPRENTICESHIP SERVICE ACCOUNT 

     

 Enter your details and 
email address 

 Create a password 

https://accounts.manage-apprenticeships.service.gov.uk/service/index 
 

https://accounts.manage-apprenticeships.service.gov.uk/service/index


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

     
  

    

 You will be sent an email with a 
confirmation code 

 Enter this code in the box and 
click ‘continue’ 

         
  

        
  

 If your wage bill is less than 
£3million per year, the easiest 
way is to choose : 

 ‘Use accounts office reference 
number’ 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 You will need to enter the office reference 
alongside your PAYE scheme reference 
number 

 Doing so will confirm you are a non-levy 
paying employer 

 (wage bill less that £3m per year) 

 Once you have entered your details, the system will do a 
background check to find your organisation details against the 
reference numbers provided 

 If you need to change the details, you will be able to do so by 
searching for the correct details through the service 

 If you feel the details are still incorrect, you will need to check 
your record with which your organisation was first registered, 
e.g. Companies House 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Once you confirm the organisation details 
are correct, you will be asked to view the 
Employer Agreement 

 You will need to view and accept this to 
have access to all functionalities of the 
website 

 Please read and if you are happy with the 
Employer Agreement, please accept and 
you will be taken to the Home Screen 

 

 Your account is now set up 


