New Customer
Portal launched
September 24™




Launch of online grant portal

CITB’s new online services platform launched on Wednesday 24 September.

This is the first phase of a modernised system designed to make accessing
CITB’s Grant Scheme simpler and more efficient. With the new platform,
employers will be able to:

* Apply for Apprenticeship and Qualification grants online
« Track the status of grant applications

- Have greater control over online access to their account.
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o Click on the ‘Sign in’ button at Below the Sign in button,
the top right corner of the portal. click ‘Sign up now’.
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If you're not connected to an
employer yet, you'll see the ‘Request
access to an employer’ screen.

Request access to an employer

Complete the farm below 1o request access o a CITH registered employer. If access i granted, this will enable you to act on behalf of the emplayer within the anline
portal. You can request the speciic level of access you requine

If the: empioyer akmady has at least one user with administrative access, your request will ba sent ta them for their appraval in their anfire acoount
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o Click on the 'Employer admin' You will be directed to the 'Manage
button in the header area. access to this employer' page.

) ) Manage access to this employer
Home ‘ Em ployer admln ‘ EngllSh hd Demo User‘l i This page allows you o see who else has access to this employer in the cnline portal.

¥aou can add or remove access from here ar I'I'IDGW user roles. This incudes giving other users administrative pemission o they can also access this page.

In addition, you can see and respond to requests from other users to be linked to your employer. If you do not recognise an individual requesting access, make sura

you reject the nequest.

Log in audit trail Add user against employer User access request management

Users with acoess to this employer

10w Eriries per page

Date added

Full name Emall address
Diema Uiserd anlinesenvicessuser! @i, co.uk v 2212024 Grank Adimin J Manage
Deeeni Liser aninessracessuser2foib. co.ub htive 2024 Grant Lis=r L

Showing 190 2 of 2 emiries




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

be asked to log in agzin.

Welcome 1o CITB Online Services

This online portal allows you to submit & view grant applications, access grant reports, and authcrise autom|

We are working on adding more services 1o this site over time. While under development. some Inks below

Grant applications

Apply for a grant

Apply for grants online for apprenticeships,
qualifications, or shorl courses.

My grant applications

View your saved or submitted online grant
applications.

Apprentici ship Grants
Apprentice: hip attend
We pay grants | ¢ attendirg approved

Apprentcaships That 10Cut O COfE CONSIFUCHON
skilis needed ac 08 e Irduslry

Apprentice: hip achie

W pay grants | ¢ achieving approved
Apprenticaships Tiat 1o0us On COMe CONSTUCHON
skilis needed ac 033 e Irdustry

Qualification Grants
Short qualification achievement

We pay grants for the achievermnent of approved
Short Qualitcations (Which Dike |ess than one year
to complete)

Long qualification atendance
We pay grants for attending approved, higher level

Quolications (which taks rore than one year 1o
complete)

Long qualification azhievement

We pay grants for achieving approved. higher kvel
QUAITICAtONS (Which 1aks more Than one yar 1o
completo)

Into Work
We pay grants for work expenance compieted s

pan of an approved Further Ecucation cournse, and
wbsequent drect employrent

Advanced craft certificate (Scotland)

We pay grants ‘or aftendance and achieverment on
A course that lads % the Scottish Asvanced Craft
Cettécato

Short course grants
Short course achievement

We pay grants for the achievement of approved
hort courses which are focused on the core
consiruction skdils needed BCross the INdustry.

<Back

Satety
wOma an appicaton
Before you start

You'll need

Apply for short qualification achievement grant

o e loarnec's name. date of beth. National Insuance number, and date Ty joined tho empioye:

o evidance of the achievernent Rom the awardng body that you Can UPIoad Wilh your applcation

Thes evioence s usually b copy of the achlevement certificate Dut COUE Do an achvevement NOSRCAn0nN emad
If yOur @viGence 15 &N emad, ensure yOU TrEt S3ve T omal 10 your Sevios S0 yYOU Can UPIOad It Aganst the agplcaton
Chen DOW DOlOW 10 BOOE yOur ppication . You Can abermativaly apply in Dulh if yOou wash 10 apply f0r multple oamers OF MTvamants 1000ther

Apply for grant for the achieverment of an approved short quatiications, nciluding NYQs. SVQs. and 1w NEBOSH Natonal Contficate » Consiruction Meaih and
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Apply for Short qualification achievement grant

Step 1 of 2 - Application details
Chok the Add meew’ bution bedoa b0 @0d the delals of T sl counse and leamen. Conbinus o add @i mamy New noss 0s Fou nesd.

I you expenencs [S5uns USing this page, you may proor to Uge the individwal application fom o upload 4 spreadehest o populate theferm for vou
Emvmure wou attach and salec] sadesrcs for avery row vou complels.

| Uplcad svidence i suppord your appication: | Uplead Ewdance Filss uphomscad: [ Appdyto all v Manage Ml

L] Oinly shacay erToms Tolal ermers O Todal applications O Clear grid

Artions salect evdence Learner first name  Leamer last name  Learner date of birtk  Mational insuramce rumber  Date joined employer  Qualificaton file & leeel  Ashizverans deie

M noivs Sakesiod.

1< € Pageiof1 3 3

Save & Exit withoul submiiting m




Add new >

Learner first name g Learner last name g
Sarah | Sample
Learner date of birth g Mational Insurance number g
22/11/1977 i | | Q1234564
Date joined employer a Cualification title & lewvel ﬁ
15/03/2015 | | Level & NVQ in Construction Site Management

Achievement date g

20/09/2024 [




Step 1 of 2 - Application details

Click the "Add new’ button below 1o add the details of the first course and eamer, Continue o add a8 many ew rows as you need,

If you exparience issues using this page, you may prafer to use the individual application form o

Ensure you altach and select evidence for every row you complete,

upload a spreadsheet to populate the form for you.

Bulk upload via template

Upload a spreadsheet to apply for Short qualification achievement grant

Uploading a spreadsheet will overwrite any rows of data you have already added to the application form.

Please limit your upload to 100 rows.

Download template
O this page you can upload a spreadsheet to populate the
bulk application form for yow. Follow the steps below to Uplcad completed template

complete this process.

1. Download the template file on this page to your computer, The template
varies by grant type so always ensure you are using the comect version.

2. Open the template spreadsheet on your computer, add your application
detaila, and then aawve it o your computer. Remember that all rewa in the
spreadsheet must be for the same type of grant.

3. On this page, upload the completed template from your computer.

4. Once uploaded, click the "Complete upload” button to use your file to
populate the bulk application form,

5. You will be returned to the bulk application form. Corect any errors
highlighted, upload evidence to support your application, and then continue
to submission.

Cancel

Complete upload




Welcome to CITB Online Services

This online portal allows you to submit & view grant applications, access grant reparts, and authorise auto

We are working orn adding more services to this site over time. While under development, some links below
be asked to log in again

Grant applications

Apply for a grant My grant applications
Apply for grants online for apprenticeships, View your saved or submitted onfine grant
qualifications, or short courses. applications.

My Grant Applications

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

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.grantf@citb.co.uk

Draft applications

Draft unsubmitied apphcations are automatically deleted after a penod of time 10 make sure we're only holding on to information we need 1o

10w eniries par page Searchc

Application eherence Laal mavwead Sranl Ty Lmimed Mams

A0 TR0 22024 Agpreniceshio sTlencare L Deall Wiew Bulk Appiscalion

Showing 1 4o 1 of 1 endry 1

Submitted applications
View all applications you hasve submitted throwgh this poral within the Last year,

10  + eniries per page Search:

Appacation relerence Subemitted by GrEnt typs Lewrner rams # of SppsCEOnT

AZ00003TONE 2024 Demo Userl Shaort qualfication achicwoment Saah Sampis [ Submiticd Witw apEdcation
AOCDOITONE ZH2024 Dherras Ugert S qualfication acfievemens A SsbniTied Wi Bulh, Applicatisn

Showing 1 1o 2 of 2 enfines 1




CITB Online Services - CITB

Sign up
Signing up fo the portal £

User guide: = Signing up to the portal (FDF, 10.1ME)

Apply for a single grant

Single grant appiication [

‘Upload Evidence’,
navigate to the
evidence saved on
your device and
click ‘Open’

User guide: & Apply for 3 single grant (PDF, 15.3MB)

My grant applications
My grant appéica =

Request access to your employer
Request access [

Compiete all

fields marked
with an asterisk

User guide: & Reguestaccass to your employsr (PDF, 24 SMB)_

Apply for grant in bulk
Buik grant appiicstion £

You can
amend any
incorrect rows

by clicking the
pencil icon

User guide: & Apply for grant In bulk (PDF, 24 4MB)

Employer admin

Employsr admin £

displays all draft

and submitted
grant applications
for your employer

Any rogquests will

appear here and

can be approved
or rejected

User guide: = Reviewing draft and submitted grant appiications (PDF,
15.3MB)

User guide: & Belng an aodmin user (PDF, 17 SMB)


https://www.citb.co.uk/about-citb/customer-portal/
https://www.citb.co.uk/about-citb/customer-portal/
https://www.citb.co.uk/about-citb/customer-portal/
https://www.citb.co.uk/about-citb/customer-portal/

Thank you for
listening
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