
  Skills Development Scotland - Funding Information and Processing System                                                              
 
Skills Development Scotland has delivered a series of webinars to provide awareness training for Training Provider staff on the new Funding 
Information and Processing System (FIPS).  During these sessions we encouraged you to record any questions you might have and we made a 
commitment to you that we would create this question and answers document which we would publish and share with you. 

 
  

Session 1 - How to log on the FIPS and enter a start 

     Questions Answers 
1 Do we use the passwords we have at the 

moment? We have not received any 
passwords as of yet? 

No.  The password you currently have is only for CTS.  Your company contract signatory must return the 
signed Licensing Agreement and the Delegated authority spreadsheet detailing system users.  Once the 
system users have participate in the 4 Awareness sessions offered via webinar you will be issued with new 
FIPS logins and passwords just prior to the go live date. 

2 Can we run reports based on Training Provider 
Custom Data? 

Yes.  There are standard CRM views (reports) in FIPS which will allow you to filter based on the Training 
Providers custom data. 

3 How do you amend the payment point dates? The payment point dates can be amended before and after approval by selecting the appropriate assignment 
then opening up the individual payment plan, selecting the initial milestone you wish to change then double 
clicking to enter, you can then change the expected claim date in the payment claim screen and save, then 
use the downward arrow in the payment claim to move to the next milestone.  Please be aware that you can 
also change the expected claim date of the outcome using this process.  It is important that this information is 
up to date.   

4 Is there a quick print option to print the MA 
payment plan once application approved? 

The payment plan forms part of the Training Agreement which can be printed from within the assignment by 
selecting Run Report and then MA training agreement.  The training agreement can also be printed from the 
active assignments screen by selecting on the check box on the left hand-side of the screen to select all those 
to be printed and then select run report and MA Training Agreement.  A how to guide - "How to Print a 
Training Agreement" will be available to show this process. 

5 New Training Agreement stated to be used 
from 29 October.  Please advise is this the 
correct date? 

Yes.  The new Modern Apprenticeship Training Agreement version 2 is only to be used for all new MA starts to 
be entered on FIPS from the go live date which is now 29 October.  A copy can be accessed on provider 
central. 

6 What does CRM mean? Customer Relationship Management 



7 How do you transmit a start via maytas? Release one of FIPS does not include any IDX facility.  We are working with software suppliers to develop an 
excel extract facility.  In the meantime IDX users will need to enter data directly into FIPS. 

8 What if an employer doesn't have an email 
address? Do they need to create one before 
we are able to add them to the system? 

Yes.  This is a mandatory field. 

9 Will we be able to run reports on equalities 
from FIPS for review and monitoring in line 
with the Equalities Action Plan? 

No, equalities information is highly sensitive.  SDS will provide relevant reports based on requirements from 
the SDS Equality and Diversity team. 

10 It is unrealistic to register candidates for SVQ 
and MA prior to getting approval from SDS. 

Training Providers must confirm that a Participant is registered for the SVQ and MA prior to making a 
milestone claim not prior to an assignment being approved by SDS. 

11 In the training agreement if the candidate you 
are recruiting is an existing employee to the 
company should we tick the not applicable 
box at the how long unemployed section? 

Question 15 on the training agreement refers to How long unemployed before commencement of the MA 
and there is the option to select not applicable.  Question 19 on the training agreement asks about pre-
employment status (what were you doing before starting to work for your employer?) but doesn't include the 
option of not applicable.  Please refer to the Training Agreement Guidance on provider central to guide you 
through each of the questions. 

12 How long will approval for a new start take? Anticipated turn around during the first release of FIPS when all starts will be manually approved by SDS, it is 
anticipated it will take up to 5 working days to approve depending on prior training history. 

13 If you are unable to attend all 4 sessions this 
week when would you get the opportunity to 
mop up any sessions that were missed? 

We will communicate details of any mop up Awareness Session once we are able to quantify the outstanding 
demand. 

14 Will occupational groupings be broken down 
further to allow for more accurate reporting 
e.g., Sport, Health & Social Care? 

Yes reports will also include MA framework and qualification details. 

15 Am I right in understanding that a payment 
won't be made to provider until authenticated 
by employer/participant. 

No.  The payment for starts and milestones will be processed prior to the verification SMS/email being sent, 
however if not verified after 30 days the payments will be undone and the starts will be reversed out.  These 
can be reclaimed and the verification process will recommence when transferred across to finance. 

16 How do I get a copy of the documentation? The documents that were attached to the webinar were a copy of the new MA Training Agreement v2 and 
guidance on how to complete.  The new TA must be used for all new MA starts to be processed on FIPS from 
29 October and a copy is available on Provider Central. 

17 When will the videos be available? How to access to the pre-recorded videos will be communicated to Training providers by 24 October. 



18 Sam Smith is linked to Pamela Lockhart how? As these participant records were mocked up, the reason Sam Smith came up when filtered using the wild 
card is because Pamela Lockhart was included in the email address of the participant record. 

19 I've never heard of an MA Centre Number.  
I've checked on MA online and no Centre 
Number is included under organisation's 
details or on MA records.  FISSS has never 
notified us of a Centre Number. 

These are issued by FISSS, however SDS will issue you with your MA centre number for each Awarding Body 
you work with.  SDS compliance have created MA Centre numbers for the small number of training providers 
delivering MA frameworks not administered through MA online. 

20 Does the contract show you how many places 
remain & in what age group? 

The contract shows total contract starts used only, however there is a CRM view (report) within the 
assignment section called starts approved against active contract.  This report provides more detail including; 
occupational group, framework, age group and level.  There is also the facility to export this report to Excel if 
required and a chart displaying volumes by age group. 

21 MA Training Agreement & Guidance - 
Question No.31  (priority sector) - For 
contracting purposes, the Hairdressing & 
Barbering framework is regarded as the 
Personal Services sector, however, for MA 
registration purposes with FISS, Hairdressing 
& Barbering is included in the Hospitality, 
Tourism & Sport sector.  For the purpose of 
the TA, is Hairdressing & Barbering regarded 
as a priority sector under Hospitality & 
Tourism? 

No.  This relates to the SDS Funding Policy. 

22 Will the contract page show the number of 
places moved, i.e. 16-19 year old up to 20+? 

No, this is not included in release 1 of FIPS. 

23 Trainee search, if this is the correct person & 
in training shows 'N', do you select this person 
to add a progression? 

Yes.  Please be aware that a progression is counted as a start against your contracted volumes. 

24 If employer details are not on the system do 
we follow the current procedure of emailing 
the employer form to NTP hub? 

No, Training Providers are required to add the new company in FIPS, the new company details will then be 
checked and verified by the NTP hub.  Please be aware that any claims processed will be placed on hold until 
the company is verified.   A how to guide - "How to Add New Employer Details" will be available to show this 
process. 

25 Will there be a facility to bulk upload large 
numbers of MA starts using a pre-populated 
spreadsheet? 

No.  



26 Your section showing Male/Female what if 
someone is an intersex person and doesn't 
identify as either of the above? 

At present, SDS only report on male / female for MAs, however we are currently reviewing all of our equality 
categories and will ensure that changes made meet evolving best practice advice for future recording.  

27 Can you email a copy of the slide deck  These will be included in the videos that we publish. 

28 Can FIPS be used on Apple Macs? SDS has published compatibility information from Microsoft; this provides full details of compatible web 
browsers to access FIPS.  Microsoft only support Internet Explorer version 10 and above. 

29 Will the actual permitted claim date be on the 
record for those on quarterly review? 

No. 

30 When will transfer from CTS to FIPS be 
completed i.e. how long will providers need to 
operate with 2 systems? 

A communication will be issued once FIPS is fully operational and bedding in period has taken place. 

31 SVQ Levels 1,2 3 etc are now obsolete and 
have been replaced with SCQF levels only, will 
this be reflected in the new FIPS system as the 
webinar is showing a level 2 qualification? 

The introduction of the new SCQF levels is on a phased basis and FIPS has designed to accommodate both.  

32 Does FIPS operate from Google Chrome as 
this is the preferred GUI in our organisation? 

SDS has published compatibility information from Microsoft; this provides full details of compatible web 
browsers to access FIPS.  Microsoft only support Internet Explorer version 10 and above. 

33 Disability headings in FIPS differ significantly 
from the Equality Forms. Are these going to 
be properly aligned? 

FIPS data fields are aligned to the Equality Monitoring Form, however to view the full question you need to 
hover over each heading to display. 

34 What does SDS require providers to keep on 
file for audit purposes? 

Please refer to the MA Programme Rules 

35 Change to Training Category  Covered in the video for Awareness Session 3 - How to Update Assignment Changes. 

36 Training history – will we be able to view this 
prior to adding start to FIPS 

In the first release of FIPS there is no training history available, this is planned for release 2.  

  



  

 

Session 2 – How to Make Claims and Process Leavers 
 

  Questions Answers 
1 Are training agreements required? Yes 

2 Is there a test site that we can use to 
get use to using the new claims 
system? 

No 

3 Will we still receive a payment 
remittance from SDS by e-mail? 

Yes 

4 How do you differentiate between 
the milestone aims (rather than just 
one, two, three) etc? 

A how to guide - "How to View Qualification Information" will be made available. 

5 Why are the date fields in 
alphabetical order rather than 
chronological order? 

The fields can be sorted in a various ways based on the user requirements. 

6 Is it possible to claim multiple 
milestones in one selection? 

No 

7 Why would we put claims on hold if 
we've received the paperwork to put 
the claim through? 

This facility is available to SDS staff and we have made this available to Training Providers.  Examples of when you may 
wish to use this function is where you have a new member of staff and want to perform initial checks prior to claims 
being transferred to SDS finance system for payment or you operate a second level quality sample check. 

8 If a candidate has completed all 
milestones ahead of the end date, is 
there a way of claiming the 
remaining milestones along with the 
outcome claim at the same time? 

Yes.  The process is to claim on an individual basis therefore you simply claim remaining milestone in sequential order 
then add leaving details before claiming the outcome. 

9 If a claim is decline does it get 
claimed at the end? 

No, if you decline a claim it is removed permanently. 

10 Do we print trainee records after 
each input for instance when I make 
a claim I will print out a record to 
show is this still the same with FIPS? 

There is no SDS requirement for this process to be followed this may be an operating business requirement for your 
organisation.  Please refer to the MA Programme Rules. 

11 Will the data that we input onto CTS 
during September and October be 
automatically transferred to FIPS? 

No 



12 Will these webinar videos be 
available in the future when I begin 
to undertake this work, so as I can 
access them for help? 

Yes, a video library will be accessible on Provider Central after the webinar sessions have been delivered. 

13 What day in the week will claims be 
processed to finance? 

There will be a cut off on a Thursday evening with a transfer to finance on the Friday. 

14 Will we be provided with a hard 
copy "How to guide" instead of 
having to scroll through the videos 
again on Provider Central? 

No 

15 When would the decline claim 
function ever be used? 

This may never be used by your organisation however SDS has previously been asked by Training Providers to remove 
milestones therefore this function has been added for your use. 

16 Am I right in thinking that we should 
forecast travel expenses for each 
client at the start of their journey? 

Yes, however this field on the Assignment can be updated during training. 

17 If you don't meet a claim do you 
have to amend claim date? 

These are expected claim dates only so it is anticipated that a change would be made when the timescales differ 
significantly. 

18 Do milestones have to be claimed in 
order..1,2,3 etc?   

Yes 

19 Why is there no link in with City & 
Guilds? 

This is not available currently but may be available in the future. 

20 How do you change between 
Quarterly Progress Review & SOAR? 

It is not expected that you will require a change to the claim type defined in the payment plan, however in exceptional 
circumstances if you select no you have the option to change to an alternative evidence type. 

21 Why do administrators have to keep 
agreeing to the declaration 
throughout the process, can this not 
be something they agree at the sign 
on/login rather than several times 
during each claim? It would appear 
that the onus is being put on the 
administrator to validate all claims 
are accurate prior to submission 

It is an audit requirement to ensure the person processing the claim has checked the evidence requirements have been 
met and are available prior to making each claim. 

22 What do we do about m/s claims 
that are out with 21 days of the 
expected achievement date? 

Milestone claims based on completion of a Summary of Achievement Record (SOAR) can be claimed when the unit(s) 
are achieved.  However milestone achievement dates should be adjusted to reflect changes to anticipated achievement 
dates.  Where the milestone payment is based on a Quarterly Progress Review (QPR) they must be claimed within the 
time limits as defined in the MA Programme Rules. 



23 System does not seem to be very 
streamlined.  Inputting same info i.e. 
redundancy and leaving dates twice. 

Where the MA has been made redundant and is leaving training the Training Provider should use the leaver process 
button to select redundancy as the leaving code and add the leaving date.  If the MA has been made redundant and the 
training provider has SDS approval to continue training for up to 12 weeks the Training Provider should use the 
redundancy process button to enter the date the MA was made redundant. This allows SDS to provide additional 
support to the individual to secure alternative employment by triggering the PACE response.  The actual leaving date 
will be different and not added until they leave training. 

24 Will there be any function to place 
learners as "Suspended" for long 
term sick, pregnancy, secondment 
etc, this will save having an inactive 
report, this works well on the SFA 
funding as I work with both funding 
authorities 

No, please see the MA programme rules for guidance regarding interruptions to training. 

25 Unfortunately I'm not available for 
sessions 3 & 4 tomorrow. Can I just 
watch the videos for these sessions? 

Mop up sessions have been scheduled for 25 October. 

26 What do you do if the address is not 
in the Postcode Database (both 
individual and employer)? 

Please contact the helpdesk in these rare instances. 

27 Will each member of staff receive 
individual log in details as with CTS? 

Yes 

28 Since evidence for payments may be 
required to be uploaded to FIPS 
within one working day of request, is 
it best practice to always upload 
evidence?  Just thinking of scenarios 
where no FIPS users may be 
available for a day i.e. team meeting 

No this should be restricted to samples requested. 

29 Does this mean no 
paperwork/signatures are required 
to make a claim? 

No, these are auditable records that have defined retention periods as per the MA Programme Rules. 

30 SCQF level from previous 
qualifications – to ensure accuracy it 
would be worthwhile having a drop 
down in terms of how this connects 
with VQ levels 

SCQF Framework should be used as reference given this is wider than VQs 



31 When Claim status is set at "ready to 
send to Finance" how does this then 
change status to "sent to finance" is 
this automatic? 

Yes this is an automated process.  The status of "ready to send to finance" is linked to claims in the preposting report.   
When claims are transferred to finance following the weekly transfer process the status is changed to "sent to finance" 
and the claims are removed from the preposting report. 

32 Will confirmation of certificate 
printed shown on MA online be 
acceptable to claim outcome, or 
does Training Provider have to wait 
for certificate to arrive. 

Please refer to the MA Programme Rules regarding evidence requirements. 

33 If an MA has had a start or a 
milestone claim with another 
organisation - will this show on the 
claim submission screen? 

No 

 

 

 

Session 3 - How to Update Assignment Changes  

     Questions Answers 
1 After you've updated a field & forget to 

save, the button is so insignificant, will 
you get a warning message to remind 
you to click save? 

Yes a warning message appears and additionally FIPS automatically saves every 30 seconds. 

2 If a trainee starts on a  MA and then a 
year into the course moves to a 
different MA same level for some 
reason, will changing this affect the 
contract value i.e. would  this classified 
as a new start on FIPS? 

A change of circumstance for qualification can be used.  If used FIPS will automatically deduct any funding paid 
linked to the original qualification.  Training Providers can flag any milestones they wish FIPS to automatically 
reclaim when the change of circumstance is approved by SDS.  This change will not be deducted as a start from their 
contract volume.  If they were on the correct qualification and this is a change in job role which has prompted the 
change to qualification this original Assignment can be retained with leaving details being added and the partipant 
entered as a start.  The start once approved would be deducted from the Training Providers contract and the leaver 
also counted. 

3 What is the purpose of the "claim from" 
field in the payments section? 

This field should be ignored for MA purposes.  FIPS will be used for many training programmes for which this is 
relevant. 

4 Will progressors be put on through 
change of circumstances or the same as 
a new start? 

No, they should be entered as a new start. 



5 When would you ask the equalities 
questions for a 2nd time, to update the 
details? 

Circumstances for an MA might change for example disability following an accident would prompt a change. 

6 Email is mandatory field, what happens 
if the individual or employer does not 
have an email address? 

For an individual they can select SMS as their preferred method of contact.  Employers must have an email address 
therefore would be required to set up. 

7 Why after altering a date of birth by 1 
day, no change in funding, is the 
assignment inactive & read only? 

The change of circumstance screen becomes inactive not the assignment. 

8 The save button is now in the top left 
instead of the bottom right, why the 
change? 

The save button will always be available at the bottom right of the screen.  There will also be a save button on the 
toolbar at the top left in most screens. 

9 How would APL work where some units 
of the qualification have been gained 
through a different qualification and 
therefore no new assessment was 
necessary 

Prior achievement is recorded on the Training Agreement against question 23 similar to the current process on CTS. 

10 At what point during all these changes 
do you print a new TA & how do you 
print a TA? 

Please refer to the MA Operating Rules.   A how to guide - "How to Print A Training Agreement" will be available to 
show this process. 

11 We don't use SQA for our qualifications, 
does this have an impact on claims etc 

No 

12 Will a COC form still be required for 
audit purposes 

No, changes will be captured on the Training Agreement.  Please refer to the MA Programme Rules. 

13 Changes to qualifications I assume can 
only be done for what you have been 
approved to deliver on your contract? 

Yes, however the contracted starts relate to Occupational Groups. 

14 Will the change to a qualification result 
in all milestone claims being recovered? 

Yes.  Training Providers can indicate if any milestones should be automatically reclaimed by FIPS when making the 
change. 

15 What if you don't have all details to 
input for employer details e.g. email 
address? 

This is a mandatory field however the application can be saved in draft prior to the validation & approval process. 

16 Do progressions from current MAs 
starts i.e. L2 to L3 that happen after the 
FIPS start date get registered on FIPS or 
current CTS system.  Or is it just for 
brand new MA starts? 

No progressions will be treated as a new start. 



17 When an end date is changed, do all 
milestone dates have to be changed 
individually? 

Yes 

18 If we add comments when making 
changes, in change of circumstances for 
example, where will this comment 
appear in the participant record? And 
can we track or create a report on any 
comments made to a participant record 
for quality control?  

There is no facility to add a comment when processing a change of circumstances. 

19 When the Provider inputs a Change of 
Circumstance.  Would it be reasonable/ 
helpful to SDS to request the Provider 
input the reason for any change in the 
comments box?  This may also be 
helpful to the Provider.   

This might be something for future development however this facility is not currently available. 

20 Should all changes be printed out and 
kept in their personal files and signed? 
Also should training agreements be 
printed to be signed never seen 
anything about this?  

See MA Programme Rules 

21 What is the Integration ID Internal ID for SDS use only 

22 Will milestone payments not be made 
to providers until the MA has confirmed 
progress? 

Milestones will be processed and the verification process is started when the claims are transferred to SDS finance 
for payment.  The payment will not be withheld. 

23 Is it acceptable for one person i.e. me 
to cascade the training of FIPS to other 
colleagues with the provision of the 
web videos and the training I have 
received in order that they can gain 
their log in details? 

Yes 

24 If training providers cannot access the 
equalities information on FIPS how are 
TPs able to monitor the MA's regarding 

In addition to Training Providers internal processes, SDS will provide relevant reports based on requirements from 
the SDS Equality and Diversity team. 



disabilities, ethnicity etc for information 
requested by SDS at contracting period 
and other periods throughout the year 
and for TPs to ensure they are proactive 
regarding equalities.  

25 We are the employer and provider so 
can our details be added to employer 
section.  Does mobile number need to 
be included as we do not have business 
mobile numbers - only landlines 

This is mandatory information which is required and is not an automated process for the employer section.  
Employer contact details can be mobile or landline as well as the mandatory email field. 

26 What happens if an employer fails to 
reply to an email sent by SDS to confirm 
that the candidate has achieved a 
milestone?  Will the training provider 
not receive payment for that 
milestone? 

Milestones will be processed and the verification process is started when the claims are transferred to SDS finance 
for payment.  The payment will not be withheld.  It will be recovered if no response is received on day thirty. 

27 Question in relation to updating 
Equalities Info. How do we do if this is 
to be updated if we cannot see what 
was previously input. We are required 
to shred all Equality info - are we 
allowed to input any of this info into 
our own internal databases? How are 
we supposed to monitor equalities 
information if we don't retain it? 

Updates from participants can be completed by exception and Training Providers need to consider how they will be 
alerted to changes.  In addition to Training Providers internal processes, SDS will provide relevant reports based on 
requirements from the SDS Equality and Diversity team. 

   Session 4 - Adopt an Apprentice, Verification Process and Electris 
 

  Questions Answers 
1 AAA is it 20 days or 20 working days, 

i.e. Monday to Friday or are 
weekends included? 

It is 20 calendar days. 

2 With the introduction of the 
verification process linked to starts, 
milestones and outcomes.  Please 
can you share with me the exact 
wording of what will be in the text or 
email issued to MAs and employers? 

A how to guide - "New Validation Reports" will be available to show this process and wording of the messages sent to 
MAs and employers. 



3 How do we run off weekly/monthly 
claims from FIPS 

Within the payments entity there is the facility to run a preposting report for claims ready to transfer to finance.  There 
is also a payments preposting CRM view report and an active payments CRM view which details all claims processed. 

4 Will training providers get copied in 
on reminder emails sent to 
employers and candidates to enable 
us to chase them up?  

A how to guide - "New Validation Reports" will be available to show this process and wording of the messages sent to 
MAs and employers. 

6 Where do you find details of 
pending claims or claims made for 
the current week? 

This is covered in video Session 2 - How to make claims and process leavers.  Within FIPS it is found in the Payment 
section. 

7 If you are unable to contact the MA 
or employer within 30 days, how 
does this affect our Contract? 

A full explanation can be found in the verification video. 

8 What constitutes training has 
'started'? 

Date commenced training as recorded on the participants Training Agreement.  Please refer to MA Programme Rules 
for additional guidance. 

9 Our MA's do EAL qualification, not 
SQA, how does this work? 

The automated SQA (Electris) validation process is not relevant. 

10 This may have been covered but 
where do we find Norm Plans?  

 A how to guide will be available to show this process. 

12 When adding a new candidate is 
there a field to add them to "Other" 
qualification rather than SQA? 

A how to guide - "How to View Qualifications" will be available to show this process qualification guide and review 
session 1 - how to enter starts. 

13 Funding assistance - I note it says to 
save to word then print but I also 
see there is a print icon next to the 
"save as" icon so can you not just 
print direct from the screen rather 
than save to word then print.  What 
is the purpose of the print icon if you 
cannot use it? Surely if you print it 
direct from the screen, get it signed 
rescan and then upload as per 
instructions that serves the same 
purpose. 

Yes this option can be used you may have to install the Microsoft ActiveX component.  If required, a pop up box will 
appear on screen when you try to print for the first time.  You will require System Administrator rights to complete this 
action 

14 Are posting runs to Finance 
automatic? 

Yes there will be a weekly posting run to finance and this is managed by SDS. 

 


