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Section 1. Signing In cith

Welcome to CITB Online Services

C , Fo¥ = !
| I C k O n th e S I g n I n b u ttO n at This online portal allows you to submit & view grant applications, access grant reports, and authorise automated grants.
We are working on adding more services to this site over time. While under development, some links below may redirect you to the existing online portal, and you may
| f
the top right corner of the portal.

be asked to log in again.

Grant applications

. . Apply for a grant My grant applications
YO u W I I I b e d I re Cte d to t h e Apply for grants online for apprenticeships, View your saved or submitted online grant
qualifications, or short courses. applications.

Sign In page.

Other grant services

These links may redirect you to our legacy portal in a new tab or window.

Authorise automated grants Grant report request Grant statement Short course grants

Authorise an attendance grant Request grant reports and access View the total value of grants paid for View and apply for short course grants.
payment, or tell us about a change to passwords for encrypted reports. the current and previous year.
entitlement.
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° Enter your email and password.

o Click 'Sign In’ to access the portal.

Sign In

Sign in with your email address

Email Address

Password

Forgot your password?

Don't have an account? Sign up now
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Section 2. View saved draft grant applications

You can see applications which have o Click on the ‘My grant applications' tile.
been saved as a draft against your

employer in the portal. This includes Welcome to CITB Online Services
thOse Saved by Other gra nt users This online portal allows you to submit & view grant applications, access grant reports, and authorise autom

We are working on adding more services to this site over time. While under development, some links below

who have access to your employer. be asked tolog i again
You can continue and submit draft Grant applications
apphcat'OnS 0l pel‘maﬂently delete Apply for a grant My grant applications

Apply for grants online for apprenticeships, View your saved or submitted online grant

them |f they are no |Onger reqU|red, qualifications, or short courses. applications.




Reviewing draft and submitted grant applications

° This page will display draft and Click 'View Bulk Application’
submitted applications. against a row In the draft
applications table.

View the grant applications you have submitted through this online portal. This page does not show whether your application was accepted or rejected, or when the
grant paid. You will be notified separately through email or post of the outcome of your application.

We typically process applications within 4 weeks of submission. If you have any questions regarding a submission, contact us on 0344 994 4455 or
levy.grant@citb.co.uk.

Draft applications

Draft unsubmitted applications are automatically deleted after a period of time to make sure we're only holding on to information we need to.

‘ 10 w k.-ntries per page Search: ‘

Application reference Last saved Grant type Learner name # of applications

A2000037020 22/11/2024 Apprenticeship attendance View Bulk Application

Showing 1 to 1 of 1 entry

Submitted applications

View all applications you have submitted through this portal within the last year.

‘ 10 W |entries per page Search:

Application reference Submitted Submitted by Grant type Learner name # of applications Status

A2000037019 22/11/2024 Demo User1 Short qualification achievement Sarah Sample Submitted View application

A2000037018 22/11/2024 Demo User1 Short qualification achievement Submitted View Bulk Application

Showing 1 to 2 of 2 entries
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o You will be presented with the
saved draft grant application form.

You can continue the application
form through the submission, or
permanently delete the application
as needed.

Apply for Apprenticeship attendance grant

Step 1 of 2 - Application details

Click the 'Add new' button below to add the details of the first course and learner. Continue to add as many new rows as you need.

If you experience issues using this page, you may prefer to use the individual application form or upload a spreadsheet to populate the form for you.

Ensure you attach and select evidence for every row you complete.

Upload evidence to support your application: Upload Evidence Files uploaded: 0 Apply to all rows Manage files

{:.: :} Only show errors Total errors 0 Total applications 1

Actions Select evidence Learner first name  Learner last name  Learner date of birth  National Insurance number Date joined employer  Apprenticeship title & level

/ ]ﬁ[ Select evidence Sam Sample 15/05/2006 AA123456B 20/11/2024 Level 2 Stonemason

4

No rows selected.

|I{ <« Pagetoft » 3|

Clear grid

Original course start date

20/11/2024

E>

2(

»

Save & Exit without submitting ‘
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Section 3. View submitted grant application status

You can see applications which have been submitted against your employer In
the portal. This includes those submitted by other grant users who have access
to your employer. When you first submit an application form, you have one hour
to edit or withdraw the application should you notice a mistake. If more than one

hour has passed and you notice an issue with a submitted application, contact our
Customer Operations team.

o Follow steps 1 and 2 from Section 2.




Reviewing draft and submitted grant applications

° Submitted applications will be listed, ordered newest to oldest.

Submitted applications

View all applications you have submitted through this portal within the last year.

| 10 |entries per page

A2000037019 22/11/2024 Demo User1 Short qualification achievement Submitted View ﬁpplicatiun

A2000037018 22/11/2024 Demo User1 Short qualification achievement Submitted View Bulk Applicati |

Showing 1 to 2 of 2 entries « ¢ ‘ 1 ‘ ) »

° Click "View application’ against a row In the submitted
application table to view the application form in full.

o You will be shown the detalls of that application.
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Section 4. Updating/withdrawing a submitted application

o If you are viewing the application within one hour of submission,
you can click ‘Edit’ to make any amendments to the application,
or ‘'Withdraw' to remove the application.

° If yOU CIiCk lWithdraW’ d Waming Short qualification achievement grant application
message IIAre yOu Sure yOU Want fage1on-AppIicationdetails

to withdraw the application?” will
appear. Click ‘OK' for confirmation.
This will permanently delete the
application form.

You will be presented with confirmation that the application has been withdrawn.






