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Logging into SEPA 
 

Go to the website - https://smartepa.co.uk 

 

Type your username and password into the login box and click Login 

 

https://smartepa.co.uk/
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Forgotten Password 
 

If you are unsure of your password for SEPA, there is a forgotten password 
link on the SEPA homepage - https://smartepa.co.uk 
 

 
 
You username is usually your email address and once you have clicked the 
link an email should be sent through within an hour.  

https://smartepa.co.uk/


 

6 
 

Navigation Menu 
 

On the left side of the page is the Navigation Menu. This displays areas 

relating to the access level youôve been given. 

 

 

 

To expand specific areas of the Navigation Menu, select the arrow to the right 

of the area you would like to review.  
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On the expanded area click the relevant text to open a sub-area. 

 

 

 

The sub-area displays a page in the main part of the window. 

 

 

 

 
 
 



 

8 
 

The tabs across the top of the page show current and open pages. 

 

 

 

To view the previous page, click the relevant tab on the top row. 
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An asterisk on the tab shows a page has been edited but not saved. Edits 

must be saved before navigating away.  

 

 

You will be prompted to save edits before you leave the page. 
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Mandatory fields show a red line on the left side of the text box.  They turn 

green when they have been completed correctly. 
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My Profile 
 

If you need to change any of your personal details or reset your password, use 

the óMy Profileô tab available on any screen 
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Register Apprentices by Bulk Upload 
There are two ways to register apprentices on SEPA; individual registration or 

bulk upload, both options request the same information. 

 

To bulk upload apprentice details, download the Bulk Upload Apprentice 

Import Template by typing óbulkô into the Resources section. 

 

 

 

Open the óBulk Upload Apprentice Import Templateô spreadsheet and 

complete all mandatory fields.  
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Within the SEPA platform select óSetting Managementô then óImport Dataô. 

 

 

 

Select Browse file then select the completed bulk upload file from your 

computer. 
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Select óImport Apprenticesô from the drop down. 

 

Select óUpload Dataô. 

 

The system will now upload the apprentices and confirm when the apprentices 

are registered. Any apprentices that are not successfully registered will be 

highlighted in a pop up box with details of the specific issues. 

 

For more tips on how to use the bulk upload facility click on the 

ótroubleshootingô button on this page. 
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User Management  
 

Add User 
You can create more users for colleagues who you feel would benefit from 
having access to SEPA. 
 
In the óUser Managementô tab, click add user 
 

 

 
Personal Details Tab 
 
On the óPersonal Detailsô tab complete all the fields, mandatory fields are 

identified by the red bar on the left of the box. We recommend as best practice 

to use each persons email address as their username.  
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If you get an alert advising the username is already registered, please contact 
us on 0191 240 8950 for further investigation. 
 
Once all fields have been completed, select the óis Training 
Provider/Collegeô box underneath the ójob titleô field at the bottom of the 
page. Select your training provider from the drop down box 
 

 
 
 
 






















































































































