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1. Log on to the system and find ‘My account’ in the top left-hand corner – you will see the 

assessments you are enrolled on in the drop-down menu revealed. 

  
 

2. Click on the Assessment you want details for (Improvement Practitioner L4 in this 

example) and the assessment page is revealed. 

 

 
 

 

3. Click on: ‘Participants’ on the right-hand side.  The screen below is shown. 
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4. Click on the name of the learner you want to see details for and their details are shown. 

 

 
 

 

5. Select the ‘More’ tab and click on the option for the report you want to see.  The Complete 

report includes details of log-ins for the learner and access to their uploaded evidence files.  

Scroll through it to view details for each element of an assessment.  The screen image 

below shows an example. 
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Register your learners 

 

6. Log-in as a Training Provider and Select CoI-Registration from the ‘My account’ drop-

down manager. 

 
 

 

 



Advance Assessments Training Provider User Start Guide 

Date reviewed: 05/01/2023 | By: GM | Page 4 of 6 | Version:2024/01 | Next review: Oct. 2025 

 

7. Click on the link to download a new Conflict of Interest and Registration Form 

 

 
 

8. Complete the form and upload to the Training Provider/Employer upload area.  The 

Training Provider upload area is accessed from the drop-down menu on the home page (see 

below. 
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9. Select the Conflict of Interest/Registration Form Upload area, the screen below is shown. 

 

 
 

 

10. On selection of the Upload area, the screen below will be shown.   

 

 
 

 

11. Click on ‘Edit Submission’ to view the upload panel. 
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12. Drag and drop files into the upload panel and then click on ‘Save changes’ to upload 

your registration form. 

 
13. Advance Assessments are automatically informed of the upload and will review the 

details on the form and inform you once Conflict of Interest checks are complete, then 

register your learners on the platform, they will each receive a personal upload/work area. 

 

At Gateway 

 

14.  Select the Gateway form for … section from the relevant Assessment Area for the 

Apprenticeship and download a blank form. One Gateway form per apprentice. 

 

 
 

15.  Upload the completed Gateway Form and certificates of achievement for the apprentice 

to the ‘Apprentice Gateway Completion and Certificates Upload area’, see item 9 for an 

image of the access screen.  The upload process is shown in items 10 - 12. 

 

16.  Once the Gateway form and other certificates are received and validated, Advance 

Assessments will review them and contact the apprentice to arrange their online EPA. 


