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INTRODUCTION TO ACW

FEDERATION FOR INDUSTRY SECTOR SKILLS AND STANDARDS (FISSS)
AND THE ACW SYSTEM

FISSS is the certifying authority for apprenticeships in Wales and hosts Apprenticeship Certificates
Wales (ACW).

Working in partnership with the UK Commission for Employment and Skills (UKCES), FISSS shares the
belief that a sectoral approach is the best way to create the conditions for increased investment in skills

which will, in turn, drive enterprise, create jobs and deliver sustainable economic growth.

ACW is a web based system that is designed to enable access to training providers, employers and

apprentices to request Apprenticeship completion certificates.

FISSS sits in the middle of a hub and spoke model where SSC/SSBs use ACW to:

e Receive requests for certificates from learning providers, employers or apprentices.

e Review submitted requests and evidence provided and either approve or reject, with appropriate

reason/s and certification requests.

e Print and issue Apprenticeship completion certificates, providing that all of the current Apprenticeship

framework requirements have been met.

It is unlikely that many individual apprentices will be directly requesting their completion certificate via
ACW and they are more likely to do this via their training provider. However, the ACW system does

facilitate apprentices applying directly for their own completion certificates.

NB: The Completion Certificate Claim form must be completed by the person who is submitting the
Apprenticeship Completion Certificate Claim (also known as claimant) to confirm that all components
of the Apprenticeship framework have been completed. You can locate the form on the home page of
the ACW home page: http://www.acwcerts.co.uk/. When the form has been completed it will need to be

uploaded to the Apprenticeship Certification Wales (ACW) system.
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Providers (known as Centres) need to register to get access to
ACW. This is done by completing an online registration request
form which can be accessed via:
www.acwcerts.co.uk/register_centre

Centres select all of the SSCs/SSBs (known as Certification Bodies)
they need to work with and once the registration form is submitted,
the ACW access request is sent to the Administrator at each
of the selected Certification Bodies.

v

ACW Administrators at each of the relevant Certification Bodies
register the Centre and create an Administrator account and
password which is then sent to the e-mail address provided

on the submitted ACW access request form.

Certification Bodies also assign centres the necessary
access to the required frameworks.

v

Centre Administrators can now access ACW and can create
additional user accounts within their organisation.

They can now use ACW to input learner data and load the evidence
required to claim an Apprenticeship completion certificate.

FISSS is the Certifying Authority for Apprenticeships in Wales as set out in the Apprenticeships, Skills, Children and Learning Act (ASCL) enacted in November 2010. The network of SSCs/SSBs (Certification Bodies) act as nominated

agents of FISSS to issue Apprenticeship Completion Certificates, on their behalf. Each Certification Body is authorised to issue Apprenticeship completion certificates for all the frameworks within their sectorial remit.


www.acwcerts.co.uk/register_centre

1. LOGGING IN
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e Go to www.acwcerts.co.uk

e (Click on the Login Button, which will reveal
a drop down for you to login @.

e Enter your Username and Password*
e Click the Login Button to enter @.

¢ Please refer to the system checker tool to
make sure your system meets the ACW
system requirements Q3.

- Green ticks # are confirmation your
system is compatible.

- Red ¥ denotes incompatibility

Should you have any problems logging in with
your username and password, please contact
the relevant Certification Body.

Alternatively please contact the ACW
Support Team:

Telephone: 0844 326 7565
E-mail: acw@fisss.org

Please be aware that the Username and
Password are both case sensitive.

Keep all passwords in a safe place and
do not reveal them to anyone. ACW
follows the history of each Apprentice
by tracking login details.

If additional user accounts need to be added
then the Admin User will be able to set up
accounts for colleagues to access the system.

Apprenticeship Certification
Wales

Welcome to the new
ACW website
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Once you have logged in to ACW, you will see this home
screen with the following options:

1. Apprentices — View, Add or Bulk Upload
apprentices, search for and edit apprentice details.

2. Rejected — View and update apprentices for certification.

3. Awaiting Certification — View and update apprentices
awaiting certification.

4. Payment Pending — View and update which apprentice
certificates are still to be paid for (if applicable).

5. Certificate Approved — View apprentices that are
waiting for their certificate to be printed. Once they have
been printed the apprentice will be removed from this folder.

NB:- The numbers in brackets, on each of the tabs,
indicates the number of records currently active within each
of the tabbed categories.

ADDITIONAL OPTIONS — along bottom of screen

6. Top — Takes you back to the top of the current screen.

7. Contact Us — Contact details for Federation for Industry
Sector Skills and Standards Managers of ACW.

8. Users - Allows users of ACW to be created.
More information can be found on page 7

9. Organisation Details - Check organisation details

10. Search Tools - You can use the search tools to filter
information. More information can be found on page 14

P e © @ @ -

Apprentices | Hejected (1) | Awamhng Certification (1) | Payment Pending {0}

View Apprentices Add Apprentice Bulk Upload
Framework : Ctatus Reterence number
-~ Any -

Date of Birth (from) Date of Birth (to) Registration Crate (from)

@ seleatrl & Deseicatan @ snowdcietea | &G Printview | 5 Exportall

Active  NINumber  Forename Sumame Doo
) AB123456C  John Evans 23-01-1999
ﬁ? AB1323456C  Micholas Charm 01-02-1903
r{) CRA543714  Rrenda Clements N3-04-1985
@') AHESA3ZIC Wiliam Thaw 05 U6 1990
o AB123458TC  Gemima Wenham 19-01-1985
of AC1234560  Abi Cvans 17-11-1909
\f,‘? AB1L34060  Billy Melonald 23071983
15 = | W 4 Pagel oft| F H %

| Contact Ue | Usere | Qrgamication detaile |

® © ®

=

Cartiticate Approved [1)

Prentisiaethau
5}_\\ Apprenticeships

Longout

Keyword

Registration Cate (o) Certification Date {from) Certification Date (to)

B Search

Status Framework Days Iflansed Reject
Pending cerification  Business & Administration 0 -
Certificate printad Busimass & Administration o

Cerificate authorisec Business & Administration 0

Pending certification  Business & Administration u

Celilicale printed Business & adminishalion a

Cntered Cusiness & Adminisiration

Entered Busimess & Adminisiraton

Displaying 1 to 7 of 7 items.
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3.1 ADD/EDIT USERS

To add a new user:

e Select the Users Tab O
and click Add User @.

e Enter all of the information ensuring that
the contact details are correct 3.

e Once complete, select Create Item @.
To edit an existing User:

e Under View Users, double click on the
username and amend the detail, then
select Update Item.

Rejected 1} Awaiting Cortification (1) | Payment Pending {0} = Certificate Approved (1]

Add User —@

Apprentices

View Users

Prentisiaethau
\\\ Apprenticeships

Lagout

Please note only admin logins can add
and amend User details.

@ Delete ) SclectAll & DeSclect Al
R
I Full Name Username User Role Cenfre Email Last Visit
18320 Watthew Corbelt CrAtestt centre admin CTA Training Test test@testcom 2013-05-21 00:31:10
18934 Joan Yicar JvSkills01 centre user CFATraining Test ivicar@skills.com
15~ A pagel of1 B M %  Displaying: 1to 2 of 2 items.
Jop | ContactUs | Users | O datails |
\\‘\\ Prentisiaethau
== Apprenticeships
Apprentices | Rejected (1) | Awaiting Gertifisation (1) | Payment Pending (0} | Gerfilivale Approved (1) Lugout

View Users

Basic information

Add USER
Full name
Email
L ngin
Password

Repeat Fassword

® Back

Top | ContactUs | Users | Croomsobon detals |
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3.2 DISABLE USER ACCOUNTS

The Certification Body Administration

User can disable account on the system. By
disabling the account this will mean that the
record of previous work is kept

but the User will no longer have access

to the system. If the Certification Body
Administration User details need to be
amended, you will need to contact:

ACW Support Team
Telephone: 0844 326 7565

E-mail: acw@fisss.org

e To disable an account, double click on

Apprentioss | Rejeoted (1) Awaiting Certification (1] | Payment Pending (0} | Certificate Appraved (0]

Add User

View Users

&) Delete () SelectAll ) DeSelact Al

i
Ir  Full Name

Lisername User Raole Centre
18928 Matthew Corbatt —@ CFRatact] cantre_admin CRATraining Test
18934 Joan Yicar JvGkills01 centré_user CrATraining Teat
A | (5= 4 |page 1 oft P M %  Displaying: 1o 2 of 2items.

Top | Contact Us | Users | Qrganieation detaile |

Frnail
test@tact.com

jvicar@skills.com

Prentisiaethau
§ Apprenticeships

Logout

| askVisit

2013-08-21 08:31:18

the User to open the record @.

e (Click on the drop down arrow next to
User Status and select Inactive @.

e C(Click Update Item to save changes Q.

Mppentices  Rujected (1) | Aowvaiieg Cortification (1) Payment Pending (0} | CerSScate Azpeosesd (0}

View Users Add User Editing User

Prentisiaethau
\\g& Apprenticeships

Basic information

Fullname loan Vicar
Email jvicar@skills.com
Login M5killsO1

Password

ftepeat Password

User Stalus  Active

Last wisil

® Back

Too | Conia | Users | Qroanusaton details |

+ Update item —@
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3.3 VIEW/AMEND
ORGANISATION DETAILS

This is where you can view the organisation
details. If there are any amendments required
please contact the relevant Certification Body.

3.4 DOWNLOAD REPORTS

Within the Organisation Details tab
select the yellow Report tab . Here
you can use the drop down menus @
to select the information you would like
detailed in the report.

e (Click on the Download Report
button 3 and this will open a
CSV file for you to download.

The document can then be opened in Excel
and standard functionality such as sorting and
filtering can then be applied.

Prentisiaethau
\é\k‘ Apprenticeships

Apprenoes | Peieted (1] Awailiog Coriibsaiion (1] Paymend Pending [ Ceviibuaie Appraved (1} Loyl
Editing Cenire

Centrez: CFA Training Test  Related Body: Skils CFA

| osicinformaton %_

Matthew Corbett

Centre Mame CFA Training Test

W\ Prentisiaethau
== Apprenticeships

Centre: Test Centre  Related Body: Test Body

l Basicnformation | Reports _

% Back

Too | ContactUs | Users | Croanisation defails | Nobfisations (31 |
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4.1 ADD A SINGLE APPRENTICE

There are two ways to add an apprentice —
one at a time using the form or a bulk upload
via a CSV file.

e To add a single apprentice, ensure
that you are in the Apprentice Tab @,
click Add Apprentice @ button.

Prentisiaethau
\:\t\}\ Apprenticeships

P

Apprentices | Rejected (1} @ng Certification (1)~ Mayment Pending {0} | Certificate Approwed (1} Logout
View Apprentices Add Apprentice Dulk Upload
Framework Status Reterence number Keyword
*  Any -
Date of Birth (from) Date of Birth (to) Registration Date (from) Registration Date (to) Certification Date (from) Certification Date (to)
A Search

() SelectAll & DeSelectAll @ Show deleted &5 Printview ‘ﬂ Export all

Aclive NI Mumber Fuorenams Sumarne DoB Slalus Framework Days Elapsed Rejecl

@' AB123456C  lohn Evans 23-01-1999  Pending cerification Business & Administration 0 —
o AB123456C  Nicholas Charm 01-02-1993  Certificate printed Business & Administration 0

Q'}? CHtib43d1A  Hrenda Clements U3-04-1985  Cerimcate authonsec Business & Administration u

o ABG54321C  Willam Thaw 05-06-1990  Pending cerification  Busingss & Administration 0

Qf AB1234567C  Gemima Wenham 19-01-1995 Cerlificale prinled Business & Adminislration (v}

J AC1234560  Abi Cvans 17-11-1909  Cntered Dusiness & Administration

\4" MB123456C  Billy MecDonald 23011983 Entered Buszincss & Administration

b | 13 ~ | M 4  Page 1 oft B M 2  Displaying 1107 of 7 ilems.

Top | Contoct Us | Users | Organisation details |
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4.1 ADDING A SINGLE APPRENTICE

The Apprentice record is now ready to be completed:

- Basic Information
- Employer Details

- ldentifiers
(NI Number, other unique identifiers
and NOT the ACW No.)

Once all of the mandatory fields have been
completed (these are marked with a * ) select
Create Item . This will then reveal 3 new tabs:

- Framework
- Status

- Current Evidence

Apprentices | Rejected (1) Awaiting Certification (1) | Payment Pending [0} = Certificate Approved [1)

Wiewr Apgr enlices Rulk Hpload

S

e

Prentisiaethau
Apprenticeships

Logout

Apprentice Detalls

Prefly -
*Gender -
* Forename
* surname
Middlename
* Daate OF Birth E

* Ethnic Group

B

* Start date

&l

Complation date

A Training Agreement is hald on file [

Top | Contad Us | Ussrs | Organisation delails |

Notes

B =

[=]
|T|
[x]
[=]
L=l
[=]
* Back

Apprentice Contact Detalls

* Streat

* Town

* Pusicode
Lountry
Phone

E-rriail

| v Create item —@
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4.1 ADDING A SINGLE APPRENTICE Prentisiaethau

\H\::\}k Apprenticeships

Apprenbices | fiejected(1)  Awmiting Cerffication (1)  Paymest ending (1] = Certificate Appraved [1) Logaut
FRAM EWORKS View Apprentices Ak Apprentice Editing Apprentice
Se|eCt Wthh Framework and Framework Components Apprentice: John Evans  Centre: CFA Training Test  System Number: ACEQ00038

have been Completed by the Apprentice. i Basic information I Employer details I Frameweork ] Status [ Identifiers l Certification Evidence _

STATUS

This tab shows the Status of the Apprentice. When Preix Mr “Siwet. Castle street

you add an Apprentice it will automatically be given “Gender Male =l

the status Entered. There is further explanation of the * Forename John “Towm Edinburgh

Status later in the manual “ Sumame Evans - postcoda EH2 SHE

CERTIFICATE EVIDENCE SR - :
“Date OfBINN 23 =] January [z] 1999 [=] Phtne

The Frameworks selected will determine which evidence

* Ethnic Growp Mot known 1=l E-mail johnedt

is required for certification. There is further explanation
of uploading certificate evidence on page 15

* Start date

( x| Apri

Completion date 15 =| May

Priar learming recorded ¢

A Training Agréeament ks held onfile (¥

Mates

Delete Apprentice
Reason ForLeaving --- A

Dzt Apprentice i

® Back + Update item —@

Teo | Contast Vs | Usars | Orosnisstion detsils |
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4.2 BULK UPLOAD APPRENTICES

Under the Apprentices tab @ you have the facility
to bulk upload @ apprentices to the ACW system.

There is a template available for you to download
and populate. Once complete you will need to
save the document as a CSV file before uploading

to the system.

Once the file has been loaded to ACW you will need

to enter the framework details for each apprentice.

Prentisiaethau
%\k Apprenticeships

?

Apprentices | Rejected (1) Aweaiting Certification (1) | Payment Pending [0} Certificate Approved [1) Logout

View Apprentices Add Apprentice Bulk Upload —@
Bulk upload

Choose afile | Upload Download atemplate  Comma Separated Values (CSV) empty template
Excel(XLS) empty template
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4.3 SEARCH FOR
AN APPRENTICE

The Apprentice Tab allows you to search for and view all
apprentices registered on ACW.

There are a variety of search options, using both text and
drop down menus @. This allows you to set the required
search criteria. You can search by:

Framework

Status

- Ref No. (ACW No. or NI No.)
- Keyword

- Date of Birth (from/to)

- Registration Date (from/to)

- Certification Date (from/to)

e When you have set your required search criteria click
the Search Button @.

e Or click the Magnifying Glass @ to reveal the
Find @ option. The drop down menu ® allows
you to search by:

- Surname
- Forename

- NI Number

e Once you have entered your search criteria you must
then press the enter key to initiate the search.

e To navigate between pages you can use the blue
arrow keys or type in the white box area to specify
a page ®.

e The Displaying information text shows how many
items there are in total and what page is showing @.

Apprentices  Rejeoted (1) Awaiting Certification (8) | Payment Pending (0} Certificate Approwed (0]

View Apprentices

Framewark

v | Any [+]
Ciate of Birth (from) mate of Birth {tn) Registratinon Date (from)

&3 Printview | 5] Export all

Ard Apprentice Rulk Upload

Status Reference number Keyword

& Select Al @ Deselectal & Show delated

Artive NIMumper  Forename sumame DOB Status
of JR203212D  John Maorris 24-01-1905  Certificate authorisec
t/ JR4D12320 Dave12d Fion 127 12-04-1998 Cerlificale prinled
V’ JRADTIZZD Dave129 Fon130 15-04-1096  Certilcate pnintad
‘;;'J JR401232D  forenamed? sumame17 17-01-1990  Certificate printed
V ARAD2320 forename 18 sumAme 18 18-01-1990  Cerlificale printed
V? JRA012320  forenameld sumameg 19-01-1920 Certificate printad
o JR401232D  forenameZ20 sumameZz0 20-01-1990  Certlificate printed
Q;?' JR4DAP32ND  farename?q sumame?1 21-01-1980  Cedificate printed
gﬂ" JRAD1232D  Davel27 Flon12g 13-04-1096  Certificate printad
v JR4012320  Dave128 Fion129 14041096  Certificate printed
of JR4012320  Dave130 Fion131 16-04-19956  Cerlificate printed
Q/ JR4012320  Davel3d Floni32 17-04-1995  Ceriificate printed
J JHAUTZE20  forenamed sumame 01011990 Certihcate pninted
of JR4012320  forename2 sumame2 02-01-1990  Cerlificate printed
v JRADN1232D  Torenamed suimame3 02-01-1990  Cerlificale printed
@_ FE Sumame Z—@
@— A 15 Z| 4  Page 1 of12 B M %  Displaying 1to 15 0f 175 items

Tup | Contact Us | Users | :“.u.n-:i-.-u.:ué;é;.ﬁ:q.::m {211

Registration Date (o)

Framewark

larketing & Communications (DM
Construdion Building (Wales)
Construction [echnical and Frofes
Marketing & Communications (OF
Iarkeling & Communiczlions (AP
larkating & Communications (BF
Marketing & Communications (DF
Construction Technical and Profe:
Construction Technical and Profes
Construction Technical and Profe:
Construction Civil Engineering (W
Construction Technical and Profes
Marketing & Communications (BF
Marketing & Communications (BF

Conshudion Technical and Profes

cerification Dare (from)

Days Elapsed  Reject

Certificatinn Dare (to)

3
0

o

Prentisiaethau
Apprenticeships

Logout

£ search _@

Lockad
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4.4 ADDING EVIDENCE TO
AN APPRENTICE RECORD =
Prentisiaethau

The Certificate Evidence tab provides a §_\§ APPI‘EI’ItiCEShiPS
list of all evidence required for certification. All —
evidence must be loaded separately next to

Apprentices  Rejeoted [1) | Awaiting Certification (1) ¥ Pending [0} Certificate Approved (1) Logout

each requirement.

Vicw Apprenticca Add Apprentice Editing Apprentice

e Select the Browse button, a pop up will open
. . Apprentice: Abi Evans  Centre: CFA Training Test  System Number: ACEQ00029
where you can select the appropriate file from

your SyStem- i Basic information Employer details Framework Status Identifiers Certification Evidence _

e (Click Open and the file will be uploaded — -
to ACW.
Document Name File Action Checked
Level 2 NVQ Certificate in Business & Administration  BOILER PLATES.docx [ Browse.. ] Upload 6 U

Functional Skils in Crglish Level 1 | Browse.. || Upload
Funlional Skills in Maths Level 1 Bruwse... | Upload
Funtional Skills in ICT Level 1 Browse... Upload
Level 7 Certificate in Principals of Business & Administra Firowse: Upload

tion or Level 2 Certificate for Legal Secretaries or Level 2
Diploma for Legal Secretaries or Level 7 Diploma for Me

dical Administration (depending on pathway)

CRR Workbook (Legal & Medical ONLY) Drowse..
Learner Authorisation form Browse... |

Additional Documents e.g. Marriage certificate. Evidence | Browse.. | Upload

for RPL, name change document

*® Back v Update item

Please note, the maximum file size is 3Mb.
Any larger and the system will not
accept the upload.
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4.5 SUBMIT AN APPRENTICE
FOR CERTIFICATION

Once you have uploaded all evidence:

e Go to the Status tab and change the status
to Pending Certification. This will open a
validation box where you can check:

Mandatory fields have been completed.
- All evidence has been uploaded.
- Completion date has been entered.

- Any missing information will be
highlighted in red.

The 10-day turnaround time starts from the date
the apprentice is submitted for certification. You
can view this in the days elapsed column on

the View Apprentices page.

\ Prentisiaethau

\_\\_g Apprenticeships
=
Awating (1] Payment Pending (U]  Certificate Approved 1] Lo-gout
Viewr A tices Add A i Fditing A

Apprentice: Abl Evans  Centre: CFA Training Test  System Number: ACE000029

l Basic information I Employer details I Framework l Status ] Identifiers I Certification Evidence _

Apprentice Status Details

Staus  Entered 3
| Pending certification
Status History
»  Entersd &
% Back v Update item

Click OK to confirm changing status

You have entered the following information:

¢ Name: Abl Evans

* NI Number: AC123456D

s Framework: Business & Administration
* Level: Foundation

« Pathway: Business & Administration

& Start Date: 23-01-2011

» End Date: 31-03-2013

s Ewidence uploaded: OK

Please Note: The printed certificate will take the
Infermation exactly as you have Input it. Please
check now and correct any spelling or formatting
mistakes before submission.

Do you wish to proceed?

cancel
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When the Certifying Body has reviewed the submission,
they will change the status to one of the following:

e CERTIFICATE AUTHORISED @
This means that the Certification Body is satisfied

that all of the components within the Apprenticeship
Certificate claim have been successfully completed by
the apprentice. The certificate is now ready to print,
once the certificate has been printed the apprentice
record will be removed from the tab

and the status will say certificate printed.

e PAYMENT PENDING @
This means that the Certification Body is satisfied

that all of the components within the Apprenticeship
Certificate claim have been successfully completed
by the apprentice. However they need to receive
either payment or a purchase order number before
they can process the certificate. You will need to
discuss payment with the Certification Body.

e REJECTED ®
This means that the Certification Body is not satisfied
that all of the components within the Apprenticeship
Certificate claim have been successfully completed
by the apprentice. The reason for the rejection will be
e-mailed to the main admin user and the person
who submitted the submission. Refer to page 19
for further information.
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Prentisiaethau
E\\ Apprenticeships

® 2 0

Apprentices  Hejacted [1) | Awaiting Certifieation (1} | Payment Pending (Il | Carhhicate Approved (1) Lingout

View Apprentices Add Apprentice Bulk Upload
Framework Slatus Relerence number Keyword
- | Any -

Date of Birth (from) Date of Birth (to) Hegistration Date (from) HRegistration Date (to) Certification Date (from) Certification Date (to)

A Scarch :

) Seled Al G DeSeled All 1 Show deleled é Prinl virw ‘Yg Fxponl All

Days Elapsed Reject

Active MiMumber  Forename Surname DoB Status Framework
of AB123456C  John Evans 23-01-1999  Pending certification Business & Administration 0 -
o AB123456C  NMicholas Charm 01-02-1993 Certificale printed ~ Business & Administration 0
of CBGS4321A  Brenda Clements 03-04-1985 Certificate authorisec Business & Administration 0
o ABGS4321C  William Thaw 05-06-1930  Pending cerification Business & Administration 0
o AB1234567C  Gemma Wenham 18-01-1995  Certificate printed ~ Business & Administration 0
o AC123456D  Abi Cvans 17-11-1989 Entered Dusiness & Administration
o AD123456C  Dilly McDaonald 23-01-1863 Cntered Dusiness & Administration
L 15 » | W A page1 of1 ¥ Pl % Displaying 1to 7 of 7 lems.

Tov | Contad Us | Users | Oroanisation details |

Please note it is important to keep email addresses up to date on the system so you don’t miss the notifications.
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4.6 PRINT/EXPORTING
APPRENTICE DATA

Use the drop-down @ to select the number of

Apprentices to print (up to maximum of 100). Prentisiaethau

%\K Apprenticeships

e Select Print View @ to print the list view
of the selected number of Apprentices

Apprenlices i {1} ilting Certification (1) || Payment Pending [0} || Cerlificale Approved (1) Luyoul
e Select the Export All button ® to export " ’ ’ " “"

the apprentices listed on screen. This will View Apprentices Add Apprentice Bulk Upload
open as an Excel spread sheet.

Framework Status Reference number Keyword

» | Any b
Date of Birth (from) Date of Birth (to) Registration Date (from) Registration Date (to) Certification Date (from) Certification Date (to)
A search

(@ select Al @ Deselect Al @ Show deleted @ Prntview < Export all

Aetive MIMNumber  Forename Surname @ DA@ Status Framework Days élapsn d Reject
o AD123456C  John Cvans 23-01° Pending cerification Dusiness & Administration 0 -
q{-’ AB123456C  Micholas Charm 01-02-1993  Certificate printed Buginese & Administration 0
& CB654321A  Brenda Clements 03-04-1985 Ceriificate authorlsec Business & Administration 1]

({/" ABGD4321C  William Thaw 05-006-1990 Pending cerification Business & Administration 0
gﬁ AB1234567C Gemma ‘Wenham 19-01-1995  Cerificate printed Business & Administration 0
N ALZ1Z34561) ANl Fvans 1/-11-1989  Fnteren HUSINESS K AAMIRISTAtON
Q{" AB123456C  Billy McDonald 23-01-1983  Entered Business & Administration

4 15 r M {4 pPagel of1 ¥ W S  Displaving: 1107 of 7 items.

g
E

| Cd} Us | Users | Organisation details |

We recommend that you limit the list for
printing or exporting to 100 apprentices as
anymore may slow the system down.
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4.7 MANAGE REJECTED
APPRENTICES

* The Rejected tab (D allows you to view all
of the Apprentices that have been rejected
for certification, by the Certification Body.
The number in brackets on the tab indicates
the number of Apprentices that are currently
in this category.

e To view a rejected Apprentice, double click
on their name and their record will open.

e (Click on the Status Tab @ and the Status
History will be displayed.

e (Click on Rejected Request @ and
the date of, and reason for rejection
will be recorded.

e  Once changes have been made, return to
the Status tab.

* You are able to add additional comments to
the rejection history in the comment box and
select Add Comment @ before navigating
away from the page.

e Once the changes have been made,
re-submit the apprentice in the
Status tab 0.

\ Prentisiaethau
%}:}k Apprenticeships

@

Apprentices  Rejected (1) Awaiting Certification (1) Payment Pending [0}  Certificate Approwed [1) Lagout
View Apprentices Add Apprentice Editing Apprentice

Apprenticet John Evans  Centre: CFA Training Test  System Number: ACEO00038

i Baslc information I Employer detalls ] Framework ] Status I Identifiers I Certification Evidence ﬁ

Apprentice Status Details
Statlus  Pending certification m Request rejected |
Status History
@_ » Entered 20130521
+  Pending cenification 201306-23
| - Rejected request 20130523
Certification Body (5kills CFA) 2013-05-23

/ Body & 2013-05-23 094757
ﬁ‘i‘%‘%ﬁ%ﬁ’gﬁgﬂ’% e T e ra e by Kl CFA
bt
Names John Evans

¥ k- Huganess & Ad

[t
= Admi
?HFV:‘.F-J WHNESS 5 ministration

enice mussin

Your comment:

% Back + Update item

Top | ContactUs | Users | OQroanisation details |
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4.8 MANAGE APPRENTICES
AWAITING CERTIFICATION

The system prevents two users editing an
apprentice’s record at the same time. This will
appear as being Locked . The second user
will be able to open the record, however they will
be presented with a read-only view @.

You can see who has the record open under the
apprentice tab. If that person is unavailable then
please contact the ACW Support Team to unlock
the record.

4.9 CHECKING EVIDENCE &
CHANGING THE STATUS

If there are queries raised by either the training
provider or Certification Body regarding certain
pieces of evidence the FISSS have the

final say.

FISSS will look at the evidence on the system
and if accepted will add a note under the
individual evidence to provide clarity on why

the evidence has been accepted and this will be
locked so that the training provider is unable to
amend the evidence once accepted. This could
happen prior to the certification body reviewing
the evidence but you will be able to see the
comment added by FISSS.

Contres  Agprentices  Rejected (1) | Awaiting Certification (1) | Papment Pending (0] | Cestificate Appeoved () Frameworks

View Apprentices

Prentisiaethau
%\K Apprenticeships

Loguut

Centre Framewark Status Reference number Keyward
- »  Any -
Date of Birth (from) Date of Birth (to) Registration Date (from) i ion Date (to) Certifi Date (from)  Certifi Duate (ta)
&2 search
@ Selectall @ DeSelect Al @ Snow deleted | g Printuiow 57 Feport all |
Aclive HiNumber  Forename Sumame ooe Cenbre Status Framework Days Elapsed Rejed Locked
‘!-"? CBAS43214  Orenda Claments 03-04-1905 CFA Traindng Test Certificate prined Business & Aaminisation i} Matthew Carbet
g7 AB123456C  John Evans 23-01-1899 CFA Training Test Pending cedificaion Business & Administration 0 -
o AB123456C  Michalas Charm 01-02-1993  CFA Training Test Certificate printed  Business & Asministration ]
o ABGSAIZIC  William Thaw 05-0G-1880  CFA Training Test Pending cedification Business & Administration 0
o  AB1234867C Gemma Wenaham 19-01-1995  CFA Training Test Certificate printed  Business & Agministation i
gfj‘ ACIZHIGD A Evans 711888 CFA Trainang Test Entered Business & Adminiskrabion
5 s
W\ Prentisiaethau
. *
== Apprenticeships
Cénkes  Apprestices | Rejeched [1] | Rwaiting Comification [1)  Payment Panding [} Codiicats Appraved [I] | Framawnrks Logead
Vimw Appreniices Exliting Apprentice

Apprentice: Crenda Clements  Centre: CFA Training Test  System Number: ACWO00026

Thiss record i currently read-only as it i heing edited by Matthew Corbett - last updated 10:17 on 06/06/2013. —@

l Basic information ] Employer details ]

[ [Py ey

Dolomite Avenue

Bridgwater

United Kingdom

Apprentice Detalls Apprentice Contact Detalls
Prefit - * Street
" Gender Male = Town
*Forename Qrenda * Postcode DAS GEH
° Surmname  Clements Country
Middleniume Fhone
" Date OTBIAN (3/04/1985 E-ma

* Fihnic Group  Agian — Pakistani

brendac@example.co.uk
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4.10 AWAITING CERTIFICATION
(also referred to as Pending Certification)
e The Awaiting Certification Tab (D allows you to view
all of the Apprentices that are awaiting certification. The
number in brackets on the tab indicates the number of
Apprentices that are currently in this category. —_
\\\ Prentisiaethau
e You will be able to see how many days have elapsed 5‘-._'*-. APPrenuceSh'Ps
since submission in line with the 10-day turnaround @. @ =
Apprentices | Rejected (1)  Awalting Certification (3] | Payment Pending {0}  Cerificate Approuved [0 Lnggourt
4.11 PAYMENT PENDING
View Apprentices Add Apprentice Dulk Upload
(This tab is NOT used by all Bodies)
Outbox
e The number in brackets on the tab indicates the number & Selec Al © Deselect Al
of Apprentices that are currently in this category. Acive  NIMumber | Forename Sumame DoB  Saus Framework @. EapE i oo
o JRA012320  Daved Fion10 17-12-1885  Pending cerification Marketing & Communications (BF 1
. Where it is in use, it shows the list of Apprentices o  JR012320  Daves Flong 16-12-1905  Pending certification Marketing & Communications (BF} 0
that have had their uploaded evidence checked and o JR4012320  Dave? Fiond 15-12-1905 Pending cerification Markefing & Communications (BP) 0
approved and that everything iS in order_ However, Q‘,‘? JR4012320  Daved Fion7 14-12-1995  Pending cerliicalion  Karkeling & Communicalions (BP) 1]
. . o JR4012320  Dawed Fiong 13121995  Pending cerification  Marketing & Communications (BP) 0
payment for the Certlfloate haS nOt yet been recelved' :é’ JRA012320D  Daved Fiom5 12-12-1995  Pending ceriizalion  Markeling & Communicalions (BP) 1]
Until payment is received, the Apprentice status will o  JR0IZI0  Daves Fiona 11121995 Pending certification  Marketing & Communications (BF) 0
not be upda‘ted to Certificate Authorised, enab”ng the of  JR4D1232D  Dave? Fion3 10-17-1985  Pending cerdification  Construction Technical and Professio [
Certiﬁoate tO be pl’inted. q’f‘ JRAD1Z232D Daval Flonz 08-12-1995 Pending cerification Construction Tl Enginearing (Wales o
15 |;| I+ 4  page o1 P M Displaying: 1to 9 of 9 tems.
° Please contact the Certlfylng BOdy for their payment Top | Contact Us | Users | Organisation details | Notifications (3) |
process to find out if this tab is used. E
4.12 CERTIFICATE APPROVED
e The Certificate Approved Tab allows you to view
all of the Apprentices that have been authorised for
certification and waiting for their certificate to be printed.
The number in brackets on the tab indicates the number
of Apprentices that are currently in this category.
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If you have any further queries or you are experiencing a problem, please contact the ACW Support Team:

Telephone: 0844 326 7565 E-mail: acw@fisss.org



mailto:acw%40fisss.org?subject=ACW%20Operational%20Support

Apprenticeship Certification
Wales
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