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Important
As an ATO you must upload learners’ achievements to the Construction Training Register within 10 working days after the achievement of a course.
 



Submitting individual achievements 
One of the vital functions of ATOs is to upload learners’ achievements to the Construction Training Register within 10 days of achievement of a course. 
ATO’s must capture the Company CITB Levy number to enable automatic grant payment for CITB levy registered employers.

You can upload achievements individually or in bulk. Once they are uploaded you have 48 hours to make changes or delete them. After 48 hours they will be processed and cannot then be changed without contacting CITB. 
CITB will upload achievements to the Construction Training Register (CTR) on behalf of the ATO for the following products: Site Safety Plus (SSP), Health, safety and environment (HS&E) tests.
To upload an individual achievement, you will need to supply information about the learner. We need to know the learners: 

• name 
• date of birth 
• home address and postcode 
• National Insurance Number or Individual ID/Registration number
• Unique Learner Number 
• employer registration number (if a grant is to be paid) 
• completed course title
• course achievement date 


You should share our Fair Processing Notice with learners outlining how their details will be used.
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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 Individual Achievement”.

4. Search for the learner following the instructions on the page. 
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5. You will then be presented with the relevant learner profile or be prompted to create one if it doesn’t already exist. 

6. When the learner profile is ready, click on the “Add Achievement” button.

Important
The employer CITB Levy registration number is required for the automated grant process to work. 
 




7. Supply the details of the training course such as standard, the employer registration number and achievement award date. The employer registration number is needed for the automated grant process to work. 

8. Check that the employer registration number is correct. Tick the relevant box if the employee is employed by a different employer from the one receiving the grant. Failure to do so may mean that the grant payment is paid to the wrong employer. Click “Submit” when you are ready and have accepted the data use statement.
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