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Logging into SEPA

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

Smart End lF'-::umL Assessment

Il Username

"W Password

Forgot Password

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

.ie



https://smartepa.co.uk/

epaplus®

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

x4+ =@

# 8 kristyberesford@ncfe.org.uk

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

Forgot Password

Enter your username below and you will be sent an email with a link to reset your password.

Username I

Send Reset Email

@ 2018 - SA |dentity Server
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Navigation Menu

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

relating to the access | evel youdbve been

ncfewebinarkKB

ncfe. | cache +

| &y Profile | ® Logout

[ sermne
‘ﬂ‘ MANAGEMENT ® DASHBOARD

Welcome Back, NcfewebinarkB

Dashboard

DASHBOARD ~ Please Select —

‘u ‘ USER MANAGEMENT @

‘ ‘ APPRENTICE @
Am | MANAGEMENT

‘ ‘ EMPLOYER ®
Em | MANAGEMENT

T TRAINING PROVIDER @
Pm | MANAGEMENT

©}

COMMUNICATION
HISTORY

©
©

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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‘_‘ SETTING @
Sm | MANAGEMENT DASHBOARD

Welcome Back, NcfewebinarkB

Dashboard

DASHBOARD ~ Please Select —

‘u ‘uSERMANAGEMEMT ®

APPRENTIGE
‘ Am ‘ MANAGEMENT @

EMPLOYER
‘ Em ‘ MANAGEMENT @

TRAINING PROVIDER @
Pm | MANAGEMENT

‘E‘ EPA @

COMMUNICATION

‘i‘ HISTORY ®
©

‘ Re ‘ RESOURCES
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On the expanded area click the relevant text to open a sub-area.
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[ &y Profile | [ ® Logout

SETTING
MANAGEMENT © DASHBOARD
Welcome Back, NcfewebinarkKB

Dashboard

DASHBOARD ~ Please Select — v

ISER MANAGEMENT @

APPRENTICE ®
Am | MANAGEMENT
Add Apprentice

View/ESt Apprantices

EMPLOYER @

‘ Em | MANAGEMENT

T TRAINING PROVIDER @
MANAGEMENT

‘i‘ EPA ©

‘ COMMUNICATION ®

‘ Re ‘ RESOURCES @

The sub-area displays a page in the main part of the window.
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(& my Profile | (@ Logou

SETTING
MANAGEMENT ©] DASHBOARD

Welcome Back, NcfewebinarkB CLOSEALL TABS T
Um | USER MANAGEMENT @

RESINELEN  Add Apprentice  [B)
APPRENTICE
All\‘ MANAGEMENT @
Add Apprentice
View/Edit Apprentices
ESEEET  £pa Details  Other

EMPLOYER
| Em | MANAGEMENT @

Create User

TRAINING PROVIDER
MANAGEMENT
ULN

B - © I

Tite Email
COMMUNICATION

cn ‘ HISTORY ©] - Flease Select ~ M
Given Name Phone Number

| Re | RESOURCES © I I =
Famiy Name Mobile Number
DOB Ethnic Origin
I 13/08/2003 # 16 year(s) old ~ Please Select v
Gender NI Number
I ~ Please Select ~ v

This field is required
Other (Gender)
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The tabs across the top of the page show current and open pages.
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Smart End

SETTING
MANAGEMENT ©] DASHBOARD

Welcome Back, NcfewebinarkB

USER MANAGEMENT ®

Dashboard Add Apprentice * Apprentices # | x Employers »# | x Resources # x

APPRENTICE
MANAGEMENT @

Add Apprentice

ADD APPRENTICE

View/Edit Apprentics
Personal Details  [STNE=T IR elIE

EMPLOYER
Em | MANAGEMENT ®
Create User
T TRAINING PROVIDER
Pm | MANAGEMENT
ULN
Title
COMMUNICATION
commoron o) I [
Given Name
RESOURCES © I Jom
Family Name
I Smith
DOB
I 13 16 year(s) old

Flease S

This field s required

ncfewebinarkB ‘

(& My Profile |

CLOSE ALLTABS T

[oon [oomc | e

Email

Phone Number

Mobile Number

Ethnic Origin

~ Pleas:

NI Number

To view the previous page, click the relevant tab on the top row.
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Smart End

SETTING
Sm| MANAGEMENT (©] DASHBOARD

Welcome Back, NcfewebinarkB

um ‘ USER MANAGEMENT @

ncfewebinarkKB ‘

(@ My Profile ) (@ Logot

CLOSE ALL TABS T

ERVWEN | Add Apprentice = » [ | Apprentices Employers # Resources # x
APPRENTICE
‘Aﬂ\ MANAGEMENT ®
Add Apprentice FILTER
View/Edit Apprentices
Name e
EMPLOYER ®
MANAGEMENT Employer  — Please Select —
TRAINING PROVIDER Training Provider | - Please Select —
MANAGEMENT
Standard | - Please Selec!
Apprentice Status | Please Select
‘ COMMUNICATION @
€h | HISTORY PO No# or Invoice References PO No¥. a PO No#, & *
Custom Field Value Custom Field Value
‘ Re ‘ RESOURCES (O]
Show Inactive?
APPRENTICES SEARCH |
REFRESH
ULN NAME EMAIL ADDRESS EPA EXP START DATE STATUS LAST UPDATED DATE IS ACTIVE?
o
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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.

fe[?p_ ncfe.

Smart End
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(& My Profile ) (@ Logout

SETTING
MANAGEMENT ©] DASHBOARD

Welcome Back, NcfewebinarkB CLOSE ALL TABS T

USER MANAGEMENT @

RECINEISIN  Add Apprentice *

APPRENTICE @ S

MANAGEMENT

Add Apprentice.
Viaw/Edit Apprentices
Personal Details EPA Details Other

Apprentices # |« Employers # Resources # |

EMPLOYER
MANAGEMENT @
Create User
TRAINING PROVIDER
MANAGEMENT
ULN
: I
Pa EPA @
Title Email
COMMUNICATION
ol oo o) [ R o
Given Name Phone Number
‘ Re ‘ RESOURCES ©] Ext. | +
This field is required Mobile Number
Family Name
Ethnic Origin
This field is required
- Please Select - v
NI Number
I 13/08/2003 #E 16 year(s) old
Gender
— Please Select — v

This field is required

You will be prompted to save edits before you leave the page.
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USER MANAGEMENT @

Dasnboarn Apprenices
APPRENTICE ® ARE YOU SURE?

MANAGEMENT

ADD APPRENTICE m Save and Ciose
Add Apprentice If you choose to Cancel, this record will not be saved. Are you sure you wish to cancel?

View/Edit Apprentices
Personal Details EPA Details Other
EMPLOYER Cancel !ig! ‘
MANAGEMENT @

Create User

TRAINING PROVIDER @
MANAGEMENT
ULN

EPA ®

This field is required

COMMUNICATION () Title Email
HISTORY
~Please Select — v
Given Name Phone Number
‘ Re ‘ RESOURCES ® .
— | Ext. | 1234
This field is required Mobile Number
Family Name
I Ethnic Origin
DOB
~ Please Select - v
I 13/08/2003 H 16 year(s) old NI Number
Gender
— Please Select — v

This field is required
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Mandatory fields show a red line on the left side of the text box.

green when they have been completed correctly.
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ADD APPRENTICE

APPRENTICE
‘ Am ‘ MANAGEMENT @

Add Apprentice

ViewfEdit Apprentices
Personal Details S NeETENNNN eI

EMPLOYER
‘Eln MANAGEMENT (©)
Create User
‘, ‘TRA\NINGPRO\’IDER @
Pm | MANAGEMENT —
uid
; I
Pa ‘ EPA (©)
it

COMMUNICATION

cn ‘ HISTORY' | - Please Select —

Givpn Name

©
©

hn
3ty Name

mith

‘ Re ‘ RESOURCES

3/08/2003 16 year(s)oid
efder

- Please Select -

|10 fieid is required
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Email
Phone Number

Mabile Number
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My Profile

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

the My P r dab avhailabfe on any screen
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Welcome Back, NcfewebinarkB

- |

Tile | s
GivenName  Kiisy
Family Nam Berestond
Company Nai N
Job Tile .

Mobile Number

Phone Number I 01912408950

Preferred Time Zone (UTC+00:00) Dublin, Edinburgh, Lisbon, London
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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 Templateb y t ybplkdn gi nOResourcksesection.

RESOURCES

Resource T o File o U Category ~ Please Select —
Assessment Centre ~ Please Select — v Assessor ~ Please Select -
Employer ~ Please Select — v Training Provider ~ Please Select -

Document Name Document Type — Please Select -
D ent Created Standard - Please Select -
‘Apply Filter
RESOURCES SEARCH: | bulk ‘
REFRESH
RESOURCE TYPE NAME CATEGCRY UPLOADED WHEN LAST EDITED EDITED BY USER 18 ACTIVE?
File Bulk Upload Apprentice Import Template v4.xisx {b Training Provider Docs  Q4/07/2018 @ 08:45 191032018 @ 14:18  Kristyberesford@ncfe. org.uk Yes
File How to bulk upload apprentices.mpd Training Provider Docs 1941012018 @ 11:08 191102018 @ 11:07  Kristyberesford@ncfe.org.uk
File Bulk Upload Employer Import Template v3.xisx Training Provider Docs  D4/07/2018 @ 10:27 1411212018 @ 1417 Kristyberesford@nefe. org.uk
Showing 1 to 3 of 3 entries (filtered from 14,165 total entries) Previous | 1 Next

Openthe B u | k

complete all mandatory fields.

Upl oad Apprent i sppeadshegband t Te mp | |
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Within the SEPA platform select& et t i ng Ma rthergéelmepnotrét Dat a6

chr'le ncfewebinarkB

| &y Profile | [ ® Logout

.f epPaQ ncfe.

SETTING

ﬂ‘ MANAGEMENT @ DASHBOARD

Welcome Back, NcfewebinarkB
Import Data

@ Dashboard
Um | USER MANAGEMENT

APPRENTICE
‘Aln MANAGEMENT @

DASHBOARD — Please Select —

] EMPLOYER
‘ MANAGEMENT @

TRAINING PROVIDER ®
MANAGEMENT

Ei EPA ©

‘ ‘ COMMUNICATION ®
Ch | HISTORY

‘Re ‘ RESOURCES

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

Jepa  ncfe. | cache -

(& My Profite | @ Logout

SETTING
[Sm| MANAGEMENT ® DASHBOARD

Welcome Back, NcfewebinarkB CLOSE ALL TABS T
Import Data

Dashboard Import Data x

J——
APPRENTICE O
MANAGEMENT ® IMPORT DATA H |

EMPLOYER ® Select the Excel document (.xis or xlsx) to import E——
MANAGEMENT ol
An impd- file must be specified

T TRAINING PROVIDER @ Select an Import Template
Pm | MANAGEMENT

g| EPA ®

COMMUNICATION
‘cn | HISTORY @

I ~ Please Select ~ N

An Import Template must be specified

The list of available Import Template(s) you can select from, contains Import Template(s) you have access to; this is based upon the Import Template's creator and whether you have
the relevant create permission(s) to all of the entity type(s) which would be imported

Import Option(s)

‘ Re | RESOURCES
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Select6 | mport Ap framehe tdropcmva.b

DASHBOARD
. &, Mty L]
IMPCRT DATA | Tntancotng @ l.hlﬂ cne O
Saact i [aned dogamand | o or o | & o m
|
Impoant Option{s)

SelectdJpl oad Dat ad.

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

0t r oub | ebsttoroonm this paged

| & My Profile | @ Logout

Jepa  ncfe. | cache s
; DASHBOARD

IMPORT DATA

e | o0

Import Option(s)
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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.

InthedJ s er Manage,dekatdousdr a b

SETTING

[ PANNINCY ) sHE0ARD

Welcome Back, NcfewebinarkB

‘Hm| USER MANAGEMENT @

Dashboard
Add i&er

APPRENTICE I -
B © DASHBOARD R
EMPLOYER
‘ Em | MANAGEMENT @

‘, |m,\|mm:< PROVIDER ©
Pm | MANAGEMENT

‘E| EPA @

COMMUNICATION
ch | HISTORY

©
©

‘ Re | RESOURCES

Personal Details Tab

Onthed® er s on al tddeomplatelalktide 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.

Personal Details

15
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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, selectthe6i s Tr ai ni ng
Provi der /b@oxl luengdeebr neat h t he o6job titled f
page. Select your training provider from the drop down box

16
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