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FIPS QUICK START GUIDE

Enhanced Funding

Participants that are eligible for Enhanced Funding must be approved by the Skills Development Scotland NTP
Equality team. Enhanced Funding application guidance is available on the SDS Corporate Website. This guide will
provide details on how to update FIPS to ensure any relevant applications / assignments are updated with the
Enhanced Funding information to ensure the correct funding is applied. The NTP Equality team email address is:
Equality.Apprenticeships@sds.co.uk

1. Enhanced Funding applications must be approved by the SDS Equality team. Once approval has been
confirmed by SDS, the Training Provider can input or update the participant details on FIPS so that the
funding allocated is set to Enhanced Funding. Approval by the Equality team must be given before the
details are input or updated on FIPS.

2. Providers are required to ensure that the relevant Enhanced Funding details are input in the application
before an assignment is generated for a participant. This means the application must be updated manually
to ensure the enhanced funding details are captured during the application submission. If the information
is not input during the application phase, Providers are unable to make this change once an assignment
has been created. In these instances, SDS must manually retrospectively amend the funding details — this
scenario is covered on the last page of this guide.

3. Begin by performing the Individual Search for the participant. When Create New Application is selected on
the individual search, a popup will appear on screen to confirm that a new application has been created
and will prompt you to select OK to view. Click on OK to open the draft application:

skillsdevelopmentscotland.crm4.dynamics.com says |

& new application has been created, press QK to view,

| “

10. When the application opens, input the relevant information required for the participant. To ensure the
application is flagged as Enhanced Funding, the following steps must be completed in the application. Under the
Training Details tab, ensure the following fields are set per the screenshot below.
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B8 Age at Start

Change to Training - _ Training Category Comment:
Category Required Enter: Enhanced 1, Enhanced 2 or
Enhanced 3

Training Category
Comment

Traming Category

Off the Job Traming
as part of MaA7Z

B Training Vienue Traini ng catﬂgﬂw:
— Change to 16-19

Expenses (@ )Mo

- “Change to Training Category Required” toggle — change this from No to Yes

- Once set to yes, the “Training Category Comment” field will become visible. Input the relevant
comment e.g., Enhanced 1/2/3

- Training Category — manually set this field to 16-19 age group

4. Once all the application details have been input, it can be submitted to a Draft Assignment. Under the
Application Submission tab, the Submit Application button will be displayed. Once in Draft Assighment
status, the relevant Enhanced Funding documents must be uploaded. It this step is missed, the assignment
may be rejected by SDS as the required supporting documents have not been included in the submission.
This must be done at Draft Assignment — uploads should not be added during the Application stage.
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5. In the Draft Assignment, click into the Attachments tab. This may be in the ellipsis menu:

<« B Save @ Save &Close [i] Delete () Refresh © Check Access Hd Process ~ &, Assign 2 Flow “~ @& Word Templates : & Share v
Ewan Farrell - Industry Training Board) - MA - 2023 - Ewan Farrell  Industry Training Board) - MA - 2023 Draft

_ Saved Individual Contract Status Reason
Assignment - Information -

Actions  Actions (Canvas App)  Training Provider Details  Participant Details ~ Update Equalities Informatior

. Training Details
Equality

Update Training Venue
Parent Ethnic Group Individual Payment Plan
Sexual Orientation General

Approval and Rejection
Religion or Belief

Leavers
Religion or Belief Attachments
Detail -

Incentive Claims
Transgender - Care Experience

Related - Common

Update Employer

2] Activities

The screenshot above shows the status reason of the assignment is “Draft”. The ellipsis menu is
highlighted and the Attachments tab is within the menu.

Click into the Attachments tab to access the document upload area. When the tab opens, click on the
paperclip icon to access the upload wizard:

Assignment - Information -

Actions  Actions

Timeline

(Canvas App)  Training Provider Details  Participant Details ~ Update Equalities Information ~ Attachments

+
-
il

L Search timeline

& Enteranote..

No results found

Try adjusting your search or filter to find what you're looking for.

The upload wizard will launch and you can select the relevant document(s) from your computer. If you
are uploading multiple documents, you will need to complete the steps each time. Documents cannot
be uploaded in bulk.
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<~ [y Save @ Save & Close [i] Delete (D Refresh @, CheckAccess Ha Process ~ &, Assign & Flow ~ €2 Word Templates : 1#¥ Share
e Open X
- MA-2023  Draft v
) . - Status Reason
&« v 1 > This PC > Desktop » Enhanced Funding v O A Search Enhanced Funding
Organise ~ New folder =- m @
~
i Name Date modified Type Size
c — Enhanced Funding Evidence 1 13 ext Document
€ Enh. d Funding Evid 4/07/2023 13:40 Text D 0 KB
i + Y =
a
L |
@V
File name: |New Text Document ~ ‘ All files >

- Once the file has been selected, it will show at the bottom of the upload timeline. This is highlighted
below:

Actions  Actions (Canvas App)  Training Provider Details ~ Participant Details ~ Update Equalities Information ~ Attachments

Timeline + v

il
in

£ Search timeline

reate a note N
Enhanced Funding Supporting Documenﬂ
»

Enter text.

- &l g T D b EH- H 7

i
\‘h
(]
(i
i
&

< Font - Size - B [ U &£- A- =

| B Enhanced Funding Evidence Doc 1.docx X

] Cancel

- If the wrong file has been selected, click on the “X” to remove it, and click on Cancel to access the
paperclip which will enable you to upload again.
- Input a title to the document upload — in this example, “Enhanced Funding Supporting Document” has

been added.
- To complete the document upload, which will attach it to the draft assignment, click on “Add note”.
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When a document has been successfully uploaded, it will look like this:

Actions  Actions (Canvas App)  Training Provider Details ~ Participant Details ~ Update Equalities Information ~ Attachments -

Timeline

+ ¥ IE
2 Search timeline
& Enter anote... ]
Modified on: 13:52
= Note modified by 2 S D W

Enhanced Funding Supporting Document

B85 Enhanced Funding Evidence Doc 1.docx

View more

- To upload an additional document(s), repeat the steps above.
- Once all the required documents have been attached, the Draft Assignment can be submitted for

approval. This will submit the assignment for approval by SDS and the Enhanced Funding details will be
reviewed as part of the assighment approval process.

6. When uploading documents, errors may be returned if the format / file is not suitable. An example of a
message that may be returned is shown below:

() Invalid attachment

This file is not a valid attachment. The minimum file size
must be 1 byte.

Show Details

- FIPS will not accept documents that do not meet the upload standard. Ensure the correct file has been
selected or re-save the file as a different file type and attempt the upload again to resolve this issue.

If a participant has been approved for retrospective Enhanced Funding (when they are already in training and
they have an existing assignment in FIPS) Training Providers will be unable to update the training details in FIPS.
The supporting documentation should be added to the assignment in the same way as described in this guide
and then a request submitted via the User Requests entity to manually change the training category and input
the Enhanced Funding comment. Please ensure when raising this request, all relevant informaiton is provided for
the change to be made e.g., Training Category Comment.
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