[image: ]SUBMITTING BULK LEARNER ACHIEVEMENTS



You can share our Fair Processing Notice with learners outlining how their details will be used.
[bookmark: _GoBack]Submitting bulk learner achievements
[image: ]1. Log in to CITB Online Services. 
2. Click on the “ATO” button on the top menu bar. 



3. On the left-hand menu, click “Submit Bulk Achievements”.


You will see four buttons at the top of the page, chose option 4 or 5 below dependant on if you have your own system to export the information or not: 
4. [image: ]If you have your own system to export the information - this is where you can download our technical CSV scheme and guidance notes to help you set up your own system. Once you have done this, you can click “Upload a new bulk achievement”. 







5. If you don’t have your own system to export the information - click “Download blank CSV file”. A blank template will download for you to complete. If you see a yellow “read only” bar along the top of the screen, click “Enable editing” to allow you to input your information.

[image: ]
6. Above each of the columns you will see guidance notes about the data required for each. For example, enter the course code in column B; see our list of short duration course codes for more details. 
· Mandatory fields are highlighted in blue.
· Yellow fields require at least 1 section to be completed. 
· Don’t forget to use the employer CITB levy registration number – this will automate the employers grant payment.
· Notes column is optional and can be used to add information that will be replicated on the employer grant payment system (speak to the CITB levy paying employer to find out what optional information they may require in this field, if any).
[image: ]

7. Once you have entered the data, click on the “Export” button and save the file on your computer. (Once saved do not open the file)

[image: ]

8. Once saved, go back onto the “Submit Bulk Achievements” page of the portal and click “Upload a new bulk achievement”. Locate the file and click “Upload”. 


9. Accept the terms and conditions in the upload dialogue box. 
10. It can take a few minutes to upload the data. If the upload is successful, the upload status will change to passed, and you will see the number of rows uploaded and the file name. When the process is complete, a message will say that the data is valid.
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