[image: ]AMENDMENTS TO ACHIEVEMENTS


Achievements
[image: ]Once you submit an achievement you have 48 hours to edit or delete it before it is processed. After 48 hours, you will not be able to make any amendments without contacting CITB.
1. Log in to CITB Online Services. 
[bookmark: _GoBack]2. Click on the “ATO” button on the top menu bar. 

3. On the left-hand menu, click “View Achievements”.
[image: ]



4. You will see a list of all achievements, divided between those that are awaiting processing and those that have been processed.


[image: ]
5. Click the arrow to the right of an achievement awaiting processing to reveal options to edit or delete it.

[image: ]

6. Select “Edit” to make amendments. You can change the Employer Registration Number, Sub Employer Registration Number, and the achievement award date. 

[image: ]Select “Delete” to delete the achievement. A dialogue box will appear asking you to confirm that you want to delete the achievement.                                                                                       Click “Delete” to delete the achievement.
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Use this page to see all the achievements you have uploaded for your courses. If you have Issues with any of the information
Yyou have submitted please email: ctdservices@citd.co.uk
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