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Click on the 'Sign in' button at 
the top right corner of the portal.

You will be directed to the 
Sign in page.
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Section 1. Signing in
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Enter your email address and password.

Click on 'Sign in' to access the portal. 
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This guide takes you through how to submit a bulk grant application 
and attach evidence.

Bulk applications are for when you have multiple learners or 
achievements and want to apply for them all at once.

If you would like to use an Excel spreadsheet template to upload 
multiple entries onto the portal in one go, Go to Section 3. When 
using an Excel spreadsheet, it is recommended to use a PC/laptop.

If you would like to input entries one at a time directly on the portal, 
follow the steps outlined in Section 2. 

Apply for grant in bulk
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       Find and click on the tile labelled 
'Apply for a grant' on the portal's 
main page, under Grant applications.

1

Section 2. Apply for a grant – individual portal entries
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Choose the grant you’re applying 
for. 

If you're applying for a ‘short 
course achievement’ grant, you 
will be redirected to a diff erent 
page. Go to citb.co.uk/grant for 
help with this grant. 

Continue in this guide for all other 
grants.
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Once on the selected grant page, read 
the guidance and ensure you have 
everything you need before starting 
your application.

Click the ‘Apply in bulk’ button 
and you will be presented with the 
selected bulk application page.

Bulk applications appear on screen 
as rows in a table. To add your first 
learner and course, click the ‘Add 
new’ button.
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You will be presented with a pop-up 
with all the relevant fields for the 
selected application.

Complete all the mandatory fields 
and click ‘Save’.

If any fields are outlined in red 
when you enter data, it means 
the information is invalid i.e. 
incorrect dates or National 
Insurance number format. The 
form will not save until this is 
corrected. 
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The page will highlight any 
missing information or validation 
errors before continuing with your 
application. If there is no further 
required information, you will return 
to the main application form view. 

Click ‘Add new’ and add as many 
subsequent entries, as necessary.

Once you are happy with all the 
application form entries, go to 
'Section 4'.
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Find and click on the tile labelled 
'Apply for a grant' on the portal's 
main page, under Grant applications.

1

Section 3. Apply for a grant – template
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Choose the grant you're applying 
for. 

If you're applying for a ‘short 
course achievement’ grant, you 
will be redirected to a diff erent 
page. Go to citb.co.uk/grant for 
help with this grant. 

Continue in this guide for all other 
grants.

2



Apply for grant in bulk 

12

Once on the selected grant page, 
read the guidance and ensure you 
have everything you need before 
starting your application.

Click the ‘Apply in bulk’ button 
and you will be presented with the 
selected bulk application page.
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Click 'upload a spreadsheet to 
populate the form for you'.

You will then be presented with a 
'Bulk upload via template' pop-up.

Click ‘Download template’ and 
ensure it is saved to your device.

Find the downloaded template on 
your device and open the file.
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Return to the portal and click the 
'Upload completed template' 
button.

10

Complete all the fields in the Excel 
template and save the completed 
template to your device.  

Navigate to the folder where the 
Excel template is saved and upload 
the completed template.
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9 The file name of the uploaded template 
will appear below the 'Upload 
completed template' button.  

Click 'Complete upload' within the 
pop up.
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To view only those rows which 
require attention, click on the toggle 
named 'only show errors'.

You can now amend the row by 
clicking on the pencil icon to correct 
the error or delete the row using the 
trashcan icon.

14 16

15 17

All the rows completed on the 
Excel template will upload to the 
application form.

Any rows with missing information 
or validation errors are indicated 
with a red exclamation mark.
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On the application page you will see 
several completed rows on the bulk 
application. 

If you want to start again, click the 
‘Clear grid’ button. 
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Section 4. Adding evidence
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When you are happy with the rows, 
click on ‘Upload Evidence’. 

Navigate to the evidence saved on your device 
and select all the evidence you want to upload. 
Once selected click 'Open'.
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Supported file types include:
Emails: .msg, eml
Images: .jpeg, .jpg, .png, .gif, .webp, .tiff, .
bmp, .heic, .heif, .svg 
Documents: .pdf, .docx, .doc, .rtf, .pages, 
.xlsx, .xls, .numbers, .pptx, .ppt
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You will see the files uploaded.

Repeat the above three steps if there is more 
evidence to upload. 

If a single piece of evidence applies to all rows in 
the bulk application, click the 'Apply to all rows' 
button. 

Or

Click 'Select evidence' next to one of the rows.
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You will be presented with a Select 
evidence pop-up.

Check the tick box and click 'Select'.

You will now see that the evidence 
has been attached to the row.
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When evidence is attached to 
each row and all the details in 
the application are correct, click 
'Continue'.

You will be directed to Step 2 of 2 - 
Application details page.
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To save the application as a draft and 
return to completing it later, click the 
'Save & Exit without submitting' button.

If you leave the page using the back 
button or home link, you’ll see a data loss 
warning. If you continue, you’ll need to 
start the application form again.
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Read and complete the ‘Employer 
declaration’ section and click 'Submit 
application' to submit the application.
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You will receive confirmation that the application has 
been submitted, along with information about the 
next steps in the application process.
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