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Introduction

epaPRO is NCFEOG platform that manages every aspect of end-point
assessments (EPASs); from registering your apprentices, uploading
evidence, requesting EPA, monitoring apprentice progress, viewing
results of assessments and feedback and accessing their statement of
achievement.



Logging into epaPRO

epaPRO webpage link: https://ncfe.epapro.co.uk/login

€parro.

Sign in to your account

Type your username and password into the login box and click &ign in6

Forgotten password

If you are unsure of your password for epaPRO, there is a forgotten password link on the

epaPRO homepage.

Your username is usually your email address and once you have clicked the link, an email
should be sent through within an hour. If you do not receive the email, please contact your
primary user or the EPA Relationship Team.


https://ncfe.epapro.co.uk/login
https://ncfe.epapro.co.uk/login

Navigation Menu

On the left side of the page, you will see the navigation menu.

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

area you would like to view.

NCFE

Dashboard

To-do's & Notifications -
Apprentices

Employers

Issue Management -
Gatewsy Review -
Planning =
Assessment -
Support Materials -

Reporting -




Dashboard

When you log into epaPRO, you will see your dashboard which includes Area Performance,
Latest News and the EPA calendar.
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Section Description

Area Performance This highlights key information regarding apprentice
statuses. You can see how many apprentices are
currently in EPA, how many apprentices for the current
month have been accepted through to EPA and how
many apprentices have been certificated in the current

month.

Latest News NCFE will provide you with important communications
and updates. These updates will feature a new icon next
to the title until you click on the natification to view the

details.

EPA Calendar The EPA calendar enables you to view scheduled

assessments by month, week, or day.




NCFE
To-dos and Notifications

1. To access your to-dos and notifications, s etb-@os and nitific at i onsdé i n t
navigation panel on the left-hand side.

NCFE
E ] Dashboard
To-do's & Notifications =
My To-do's
Notifications

Apprentices

Employers

2. Selecti n@o'6My WwWiol |l show you thatgenatydti ons V¢

N C F E [+ Return to your account. search for use Q £ 8 @ '™ ;‘“s.‘\
My To-Do's
Dashboard
To-da's & Notifications seart Filter by Type - Not paused - Filter By Area - Filter By Status
My To-do's Apply Filters | Clear Filters
Task Type Area Due * Status Actions

Notifications



NCFE

3. Selecting O0Notifi

including gateway audit outcomes, results released, certification completed among

various other actions.

A Notifications
Dashboard
To-do's & Notifications - Filter By Type v Filter By Area -

aearcr
- Apprentices LEER N Notification

Caitlin Wymer's gateway has been approved.
Employers

Gateway Review

[ ]
Pl Issue Management
[

Certification completed for Hallie Jackson
~

Planning s Project / Improvement Presentation result available for Hallie Jackson

4, Selecting O6Viewbd

1 apprentice was due for gateway on 13/10/2024 but was not processed.

1 apprentice was due for gateway on 08/10/2024 but was not processed.

Area Type
Certification Available
[

next t o

Date » Actions

2 days ago Delete
3days ago e
1week ago m Delete
1week ago Delete
1week ago T

these not
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Gateway Start Date.

a

ce



NCFE

My Profile

Setting up my signature

When you setup your profile, you will need to add in your signature to support administrative

activities when signing off checklists and requesting reasonable adjustments etc.

1. Click your username in the top righthand corner

> epapR0 x [+
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2. Click Edit your profile

A @ Calendar

A

< | > | rods October 2024 A week | oy



NCFE

3. Type in your signature name

€3 0 a & un

szar O &®

= “[-Mmp:m T
k C F E & Edit My Profile

€paPro
4. Sign in the signature box.
# Issue Management = Email *
Pl Gatevay Review = Test@Testing com
Ll Planning - Purchase Order Number
| Bl Assessment v
[ W support Materials = Signature Name
T Lopez
>4l Reporting -
Signature
5. Click update my profile.
E & Edit My Profile
User Details



Changing my password

Within the Edit My Profile section, you can also change your epaPRO password.
Click on Security.

Desntn

& Edit My Profile

Security Details

Updee My Profie

Add in your existing password, new password and then confirm new password and then
click Update My Profile.



Training provider management and users

Only Primary Users can update Training Provider information and manage user accounts. If

you need to change your Primary User, please contact the Relationship Team.

Viewing and updating your Training Provider profile.

1. Click on your company profile.

B |3 n (2 =
A @ Calendar 2
< > | ods October 2024 ) ook | oy

2. Within the details tab, you can amend any fields that are not greyed out. If you need
to change your primary user, please contact the Relationship Team.

o Rewrn o your sccoure
NCFE
- AR Edit Provider Top Tier Training Provider

Provider Detail




|
NCFE
Viewing standards you have within your contract

1. Click on standards to view the standards you have within your contract, please
contact the Relationship Team if you wish to add any additional standards.

([ Return to your account.
NCFE
- AR Edit Provider Top Tier Training Provider

Dashboard

DetaijsmmStandards ~ Conwracts  Gateway Forecasting  Users
To-do's & Notifications - Standards
Apprentices
Eppiyes STO00S Level 2 Adult Care Worker
Issue Management & + Standard Options
Gateway Review . ST0215 Level 5 Assistant Practitioner (§E)
4 Standard Options
Planning -
ST0310 Level 4 Associate Project Manager
Assessment 2 ce C)

+ Standard Options
Support Materials

ST0087 Level 5 Children, Young People and Families Manager (§I3)
Reporting -

+ Standard Options

ST0072 Level 2 Customer Service Practitioner (KD
+ Standard Opions

ST0071 Level 3 Customer Service Specialis: (EED)

Creating Users

Only your Primary User can create new users on epaPRO.

1. Click on your company profile.

Search for user... Q

N @ Calendar A

< > today October 2024 monthr week day




NCFE

2. Click the users tab.
_VJ W epaPRU x

€ 2 € [ 2% uatncfeepapro.co.uk/modules/users/provider/edit/profile/7

NCFE

(# Retumn to your account.

AR Edit Provider Top Tier Training Provider

Dashboard

Deddils Standards Contracts G Forecasting Users
To-do's & Notifications - Users
Appremtices Search Nothing selected - Filter By Locked Status - F
Issue Management -
Gateway Review -

Name Username Job Role Con
Planning <

Tina Lopez Tinalopez 012
pseeent N Jernifer Turner JenniferTurner 012
Support Materials -
Reporting =

3. Click Create new provider user.

Tier Training Provider

cts  GatewsyForecasting  Users
Nothing selected - Filter By Locked Status - Filter By Provider Job Role -
Username Job Role Contact Number Created Status Actions
TinaLopez 01234567890 27/09/2024 [ Actve ]
JenniferTurner 01234567890 27/0912024 c



NCFE

4. Enter the mandatory fields marked with an asterisk. We recommend using the users
email address as their username.

1paPRO x [

C M 23 uat.ncfe.epapro.co.uk/modules/users/provider/7/users/create

CFE

[+ Return to your account.

e Create Provider User
Top Tier Training Provider

0ard

User Details Permissions Sub-User Standards Apprentices
's & Notifications -

User Details
intices

Username * Pronouns
fit5 Username Please select
Management -

Email = Given Name *
i3y Review - Ema Given Name
ing 2 Purchase Order Number Preferred Name
sment - Purchase Order Number Preferred Nam
¥t Materials 5 Allowed login methods Pronunciation
ting . @ Login using username/password Pronunciation

Middie Name

Middle Name

Family Name *

Familv Name

5. Click save provider user.

Middie Name

Middie Name

Family Name *

Test

Telephone *

0191 239 8450

Save Providet User




NCFE
Assigning standards to a user

1. Click on the user you would like to add standards to by selecting the ellipses.

at.ncfe.epapro.co.uk

(o Recumn 1o your accourt
Provider sub user craated.

AR Edit Provider Top Tier Training Provider

Users

Users
= L
oo | o e
Name Username Job Role Contact Number Created Status Actions
Tina Lope: X9 Tinalopez [ o} :
Jen ner je ner [hcone } 1
Test 01912398450 [ i | i
0
2. Click edit.
v FIEr By FrovIOer JoD Koie -
Create New Provider User
Contact Number Created Status Actions
01234567890 27/09/2024 [ Active |
01234567890 27/09/2024 [ Active |
0191 239 8450 11/10/2024 [ Active | D
# Ed
@ View



3. Click on standards.

4, Select the standards from the drop-down menu.




































































































































