


Signing up to the portal

Welcome to the first guide in the series of user guides for CITB's online portal.
The guides provide step-by-step instructions for setting up your account,
managing access, and overseeing grant applications.

Whether you're adding new users, applying for grants or managing requests,
these guides will walk you through the process.

Setting up

Before we begin, make sure you have:

An emall address to use for signing up and future logins.
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Section 1. Signing In

o Click on the ‘Sign in’ button at ° Below the Sign in button,
the top right corner of the portal. click 'Sign up now’,

° Home \ English ~
citb

Welcome to CITB Online Services

This online portal allows you to submit & view grant applications, access grant reports, and authorise automated grants.

L L
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 S I n I n
be asked to log in again.

Grant applications Sign in with your email address

-

Apply for a grant My grant applications

Apply for grants online for apprenticeships, View your saved or submitted online grant Email Address
qualifications, or short courses. applications.

Password

LY

Other grant services Forgot your password?

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 Sign in

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. Don't have an account? S_'gn UR_now
entitiement.
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Section 2. Creating your account

Please enter your emall address ° Click 'Send verification code
In the first field.

User Detalils
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An email with a unique code will be Then click the 'Verify code’ button.
sent to your emall account. Please

check your emall and enter the code
you've been emailed on the portal.

Verification code has been sent to your inbox. Please copy it
to the input box below.

[ onlineservices+user1@citb.co.uk } *

178688 *

Verify your email address
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o Once your emall has been verified, set a
password meeting the below criteria:

» The password must be between 8 and 64 characters.

» The password must have at least 3 of the following:

- a lowercase letter

- an uppercase letter
- a digit

- a symbol.

° Now enter your first and last name.

° Click ‘Create’.
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When you first log In to the portal,
you will be directed to the ‘'Update
user details’ page. You must first
confirm your detalls are correct, or
update them If they are incorrect,
before continuing.

Review and update your profile
details If needed.

° Click ‘Confirm’ to update your details or
to confirm the current detalls are correct.

Click the 'CITB logo' to return to the
portal homepage.






