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FIPS QUICK START GUIDE 

New Start and Claim Validation Process 

 

This document will cover the validation process for assignments and milestone / outcome 
claims made on FIPS for MA candidates. The validation process is a 30-day loop that requires 
the individual / employer to reply to the automated message generated by FIPS when a new 

start is entered / claim processed. This message can either be delivered by SMS or email. 

 

New Start Assignments  

1. When an assignment is entered into FIPS and approved either automatically or by SDS, the 

validation process begins.  For validation to commence, the assignment status must be at 

“Unconfirmed”.  Below is a table that contains all the possible assignment statuses and 

what that status means: 

Unconfirmed  Assignment approved, individual / employer not yet validated the assignment. 

Confirmed  Assignment approved and individual / employer has responded to the validation 
message positively.  

Unconfirmed – 
Unreadable 
Response 

Assignment approved, individual / employer has replied to the validation message 
with something other than the required “Y” or “N”. 

Unconfirmed – 
Requires 
Investigation  

Assignment approved, individual / employer has replied “N” or “No” (any response 
that begins with “N” will set the assignment to this status). 

Manual Approval 
Required  

Assignment not yet approved by SDS. Validation process will not commence until 
approved and status shows as Unconfirmed. 

Confirmed 
Assignment 

Assignment approved and a positive response to the validation message has been 
returned. Individual is actively in training.  

Leaver (Active) Assignment has had leaving details entered. Claims can still be made when the 
assignment is at this status.  

Leaver (Archived) Assignment has had leaving details entered over 6 months ago. Archived records 
do not contain an Individual Payment Plan – claims can no longer be made. 

Rejected Assignment has either not been approved by SDS and manually rejected or 
assignment was previously approved and validation commenced however no 
response returned so after 30 days assignment is automatically rejected by FIPS. 
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2. When an application is created for an individual, a Preferred Method of Contact (PMOC) is 

selected. This can be changed by the Training Provider at any stage within the Individual 

Contact screen for an individual 

 

➢ If email is selected as the PMOC, emails will be sent to the individual / employer 

from the following automated email account: sds.administrator@sds.co.uk   

➢ If SMS is selected as the PMOC, all communications will go out to the individual 

via text. This is processed in FIPS using an outsourced service and each time a 

text message is sent out to an individual it is sent from a unique number 

 

3. If a change is made to the PMOC details e.g. updating from email to SMS or editing the 

number / email address, the next scheduled validation message will go out automatically 

to the updated details. Training Providers should not request that the validation is 

manually resent by SDS in these instances.  

 

4. There are standard views within the Assignments entity in FIPS that Training Providers 

should use to manage the validation of new start assignments. These views are split out by 

what stage of the validation process the assignment is at and the status of the assignment: 

 

 

Training Providers should use the views highlighted above to manage the validation process for new start 
assignments.  

 

mailto:sds.administrator@sds.co.uk
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5. The 30-day validation loop is only active when the assignment is at Unconfirmed status. 

When any response is returned to any of the validation messages, the assignment is 

updated automatically to a new status (e.g. Unconfirmed – Unreadable Response) and the 

validation process stops which means no further validation messages are sent out. The 

assignment will remain at this status until there is further action taken on the assignment 

OR the individual / employer sends a new response which will update the assignment 

accordingly.  

 

As an example of the above scenario: if an individual replies to a validation message with this response: “Hi, I 
don’t know” – FIPS will update the assignment to show as Unconfirmed – Unreadable Response and no other 
automated validation messages will be sent from FIPS. The individual can reply to the original message with 
“Y”, which will update the assignment to Confirmed status. There is no other manual intervention required by 
the Training Provider / SDS to resolve these instances. 

 

6. The following chart shows the validation loop stages: 

 

➢ If any response is returned, the validation process loop stops and no automatic reminder 

messages are sent out from FIPS 

➢ Unreadable Response status assignments can be updated by the SIA at SDS. Assignments 

will be manually updated to Confirmed if there is a positive reply within the response e.g. 

“Hi, I’d like to confirm I have started”. Any other responses e.g. “I don’t know”, should be 

followed up by the Training Provider with the individual in the first instance. If the 

individual still has a validation message, they should reply again correctly and this will 

automatically update FIPS. Where this is not possible, the Training Provider should discuss 

with their SIA 

➢ Investigation Required status assignments should be managed by the Training Provider 

and SIA. If an individual sends a negative reply (“N”, “No”, “Not sure” etc.) to the 

validation message(s), the SIA at SDS has the facility in FIPS to manually set the record to 

Confirmed based on discussions with the Training Provider 

➢ The validation process for new starts and claims follows the same 30-day schedule 

however the only difference is that for new start validation, the validation process begins 

immediately when the assignment is approved. For claims, validation begins on a Friday of 

each week after SDS finance have processed the claims for payment 

 

 

 

Initial message goes to 
Individual via the PMOC 
entered (SMS or email) 
when the assignment is 

approved

15-day reminder 
message to Individual 
and Employer email 

address

25-day reminder 
message to Individual

If no response 
returned, assignment 
is rejected by FIPS on 

day 30
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7. This table contains the content for each of the scheduled reminder messages: 

 

 

8. Only in exceptional circumstances should the validation for new start assignments be 

manually resent by SDS. All other methods to update the assignment automatically should 

be followed before the Training Provider requests a manual resending of the validation 

message by the SIA / FIPS Support Team. When the re-send validation facility is used, this 

resets the 30-day validation loop from the day that the resent message goes out. For new 

start validation, an SIA can manually resend the validation only when the assignment is at 

“Unconfirmed” status. For any other status (Unconfirmed – Unreadable Response / 

Unconfirmed – Investigation Required) the function to manually resend is not available 

and must be requested from the FIPS Support Team.  

 

 

 

 

Stage of 
Validation 
Loop 

SMS Message Content Email Message Content 

Initial 
message 
(individual) 

SDS pays Scottish Government 
funding for your training. Please 
confirm you’ve started so your 
apprenticeship record and funding 
can be activated - Reply Y/N. 
 

Skills Development Scotland is responsible for managing the Scottish Government 
funding contribution towards your training costs. Can you please confirm you have 
started your apprenticeship so that your apprenticeship record and funding can be 
activated - Reply Y/N  
Failure to respond will result in our contribution to your training being deactivated 
and your training may not continue.  

15-day 
reminder 
(individual) 

SDS pays Scottish Government 
funding for your training. Please 
confirm you’ve started so your 
apprenticeship record and funding 
can be activated - Reply Y/N. 

Skills Development Scotland is responsible for managing the Scottish Government 
funding contribution towards your training costs. Can you please confirm you have 
started your apprenticeship so that your apprenticeship record and funding can be 
activated - Reply Y/N  
Failure to respond will result in our contribution to your training being deactivated 
and your training may not continue. 
 

15-day 
reminder 
(employer) 

No SMS message goes out to 
employer; email only. 

This is an automated e-mail, therefore in order to ensure our records are updated, 
please only reply Y or N 
Skills Development Scotland (SDS) is responsible for managing Scottish Government 
funding contribution towards the training costs of apprenticeships. We were recently 
notified by you/your Training Provider that the individual named above had recently 
commenced their apprenticeship. We sent them a SMS/email to confirm this but 
have not yet had a reply. To ensure that the funding and record for the above is 
activated, we would be grateful if you would confirm (Y/N) that they have started 
their apprenticeship. Should we not receive a response to this email the individual 
named above will receive a final reminder advising that if they fail to respond within 
5 days that no funding contribution will be made.  
 

25-day 
reminder 
(individual) 

SDS requires confirmation that you 
have started your apprenticeship – 
Reply Y/N. Your record will be 
deleted if you fail to reply within 5 
days. 
 

Final Reminder - Our records show that you have not yet replied to our request 
below.  
Skills Development Scotland is responsible for managing the Scottish Government 
funding contribution towards your training costs. Can you please confirm you have 
started your apprenticeship so that your apprenticeship record and funding can be 
activated - Reply Y/N  
Failure to respond within 5 days will result in our funding contribution to your 
training being deactivated. This is an automated e-mail, therefore in order to ensure 
our records are updated, please only reply Y or N  
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9. To view what messages have been sent out and any replies returned for assignment 

validation, the steps below should be followed. Click into the relevant assignment and use 

the arrow on the top menu bar to open the available extensions:  

 

 
 

 

10. Activities and Closed Activities will display the messages sent from FIPS and any responses. 

Activities contains records for SMS and Closed Activities displays records for email PMOC. 

In this example, the PMOC is SMS. The screenshot below displays an initial validation 

message and the individual’s response: 

 

 

Click on the hyperlinks to view the content of the message. 
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➢ In this example, the reply to the validation message is “Y”. Use the scroll bar to view the 

delivery status of the message. Depending on the PMOC details entered, this will show the 

status of the messages sent / received: 

 

 

 

11. The delivery status field will display if the message has been delivered successfully or 

failed. If this shows as failed, the individual did not receive the validation message and the 

PMOC details entered should be checked for accuracy and updated if required. If the 

message shows as failed, the next validation message in the 30-day loop will be attempted 

as normal: 

 

 

 

 

 

 

 

 

 

12.  If after 30 days there is no response returned to the validation messages, FIPS will set the 

assignment to rejected. The Training Provider has 15 calendar days from the date of 

rejection to resubmit the assignment.  
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Claim Validation (Milestones and Outcomes) 

 

1. A validation message is sent to an individual via their PMOC each time a claim is made for 

an MA assignment in FIPS. When a milestone or outcome is processed, the claim will go to 

Unconfirmed status and show on the Pre-Posting Report for that week. Each Friday, the 

claims processed that week (Friday-Thursday) are processed by SDS finance for payment. 

When this is complete (Friday PM), the validation loop for those claims begins.  

 

If multiple claims are made in the same week for an assignment, only one set of validation 
messages is sent out to validate the multiple claims processed.   

 

2. Content of the validation messages for claims (milestone / outcomes) is displayed below: 

 

Stage of 
Validation 
Loop 

SMS Message Content Email Message Content 

Milestone Claims 
Initial message 
(individual) 

To verify the next payment for 
your apprenticeship, SDS require 
you to confirm your progress has 
recently been reviewed by your 
training provider – Reply Y/N  
 

Skills Development Scotland is responsible for managing the Scottish 
Government funding contribution towards your training costs. To verify the 
next payment for your apprenticeship, we require you to confirm that your 
progress has recently been reviewed by your training provider – Reply Y/N  
This is an automated e-mail, therefore in order to ensure our records are 
updated, please only reply Y or N 
 

15-day 
reminder 
(individual) 

To verify the next payment for 
your apprenticeship, SDS require 
you to confirm your progress has 
recently been reviewed by your 
training provider – Reply Y/N  
 

Skills Development Scotland is responsible for managing the Scottish 
Government funding contribution towards your training costs. To verify the 
next payment for your apprenticeship, we require you to confirm that your 
progress has recently been reviewed by your training provider – Reply Y/N  
This is an automated e-mail, therefore in order to ensure our records are 
updated, please only reply Y or N 

15-day 
reminder 
(employer) 

No SMS message goes out to 
employer; email only. 

This is an automated e-mail, therefore in order to ensure our records are 
updated, please only reply Y or N  
Skills Development Scotland (SDS) is responsible for managing Scottish 
Government funding contribution towards the training costs of 
apprenticeships. We were recently notified by you/your Training Provider 
that the individual named above has recently had their progress reviewed by 
their training provider. We sent them a SMS/email to confirm this but have 
not yet had a reply. To ensure that this funding is not withdrawn, we would 
be grateful if you would confirm (Y/N) that they have recently had their 
progress reviewed by their Training Provider.  
Should we not receive a response to this email the individual named above 
will receive a final reminder advising that if they fail to respond within 5 days 
that action will be taken. 

25-day 
reminder 
(individual) 

Reply Y/N to confirm progress in 
your apprenticeship has been 
reviewed recently. SDS will 
recover funding from your 
provider if you don’t reply within 
5 days  
 

Final Reminder - Our records show that you have not yet replied to our 
request below. Failure to respond within 5 days will result in our funding 
contribution being recovered.  
Skills Development Scotland is responsible for managing the Scottish 
Government funding contribution towards your training costs. To verify the 
next payment for your apprenticeship, we require you to confirm that your 
progress has recently been reviewed by your training provider – Reply Y/N  
This is an automated e-mail, therefore in order to ensure our records are 
updated, please only reply Y or N 
 

  



 
 

Page 8 of 11 
  

 

Outcome Claims 
Initial 
message 
(individual) 

To verify the final payment for 
your apprenticeship, SDS 
requires you to confirm that you 
have successfully completed the 
full apprenticeship. Reply Y/N  
 

Congratulations!  
Your employer/Training Provider has advised us that you have successfully 
completed your apprenticeship requirements. Skills Development Scotland is 
responsible for managing the Scottish Government funding contribution 
towards your training costs. To verify the final payment for your 
apprenticeship, we require you to confirm that you have confirmation from 
your employer/Training Provider that you have successfully completed your 
full apprenticeship – Reply Y/N  
This is an automated e-mail, therefore in order to ensure our records are 
updated, please only reply Y or N  

15-day 
reminder 
(individual) 

To verify the final payment for 
your apprenticeship, SDS 
requires you to confirm that you 
have successfully completed the 
full apprenticeship. Reply Y/N 

Congratulations!  
Your employer/Training Provider has advised us that you have successfully 
completed your apprenticeship requirements. Skills Development Scotland is  
responsible for managing the Scottish Government funding contribution 
towards your training costs. To verify the final payment for your 
apprenticeship, we require you to confirm that you have confirmation from 
your employer/Training Provider that you have successfully completed your 
full apprenticeship – Reply Y/N  
This is an automated e-mail, therefore in order to ensure our records are 
updated, please only reply Y or N  

15-day 
reminder 
(employer) 

No SMS message goes out to 
employer; email only. 

This is an automated e-mail, therefore in order to ensure our records are 
updated, please only reply Y or N  
Skills Development Scotland (SDS) is responsible for managing Scottish 
Government funding contribution towards the training costs of 
apprenticeships. We were recently notified by you/your Training Provider that 
the individual named above has recently achieved their apprenticeship 
requirements. We sent them a SMS/email to confirm this but have not yet 
received a reply. To ensure that the final payment is not withdrawn and that 
the achievement of the apprenticeship is recognised in official statistics, we 
would be grateful if you would confirm (Y/N) that they have successfully 
achieved their apprenticeship.  
Should we not receive a response to this email the individual named above 
will receive a final reminder advising that if they fail to respond within 5 days 
that the funding contribution will be recovered.  

25-day 
reminder 
(individual) 

Reply Y/N to confirm successful 
completion of your 
apprenticeship requirements. 
SDS will recover funding from 
your provider if you don’t reply 
within 5 days 
 

Final Reminder - Our records show that you have not yet replied to our 
request below. Failure to respond within 5 days will result in our final 
contribution towards the cost of your training being recovered from your 
Training Provider.  
Congratulations!  
Your employer/Training Provider has advised us that you have successfully 
completed your apprenticeship requirements. Skills Development Scotland is 
responsible for managing the Scottish Government funding contribution 
towards your training costs. To verify the final payment for your 
apprenticeship, we require you to confirm that you have confirmation from 
your employer/Training Provider that you have successfully completed your 
full apprenticeship – Reply Y/N  
This is an automated e-mail, therefore in order to ensure our records are 
updated, please only reply Y or N. 

 

3. The same process should be followed to resolve issues for claim validation per the 

guidance above for new start validation. Unreadable Responses and Investigation 

Required statuses should be managed in the same way as new start validation. There is a 

specific difference for claim validation - validation messages cannot be manually resent by 

SDS for claims as FIPS does not contain this facility. If there are issues relating to validation 

responses that cannot be resolved by the Training Provider / individual replying again 

correctly to the validation message or the SIA updating the claim when the status is 

Investigation Required or Unreadable Response, the FIPS Support Team should be 

contacted in these instances and guidance will be provided.  

 



 
 

Page 9 of 11 
  

 

4. To view what messages have been sent out and any replies returned for claim validation, 

the steps below should be followed. Double click on the relevant claim on the IPP to view 

the claim screen. In this example, milestone 2 validation messages will be displayed: 

 

 

If multiple claims were made during the same week, only 1 set of validation messages will go out 
to validate all those claims. The outbound / inbound validation messages could sit within any of 
those claims. Users should click into all the claims on the IPP to locate the validation messages. 

 

5. When the claim screen opens, use the arrow icon at the top of the banner to access the 

claim Activities and Closed Activities: 
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6. Click on the hyperlink to view the content of the message. In this example, the outbound 

message and the response are shown in the Closed Activities: 

 

 
 

 

Response from individual / 
employer contact 

 

 

7. A new page will open which will display the message. This example contains an email 

response from an individual: 

 

 

 

8. If after 30 days of the initial validation message going out, there is no response returned to 

any of the validation messages, FIPS will automatically undo the claim. The Training 

Provider is required to reclaim and the validation process will begin again. 

 

 

 

 

Outbound message 
from FIPS 
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9. Within the Payment Claims entity in FIPS, there are system views that show the status of 

claims made and what stage of the validation loop the claims are at. Training Providers 

should use these views to manage the validation process for claims: 

 

 
 

 

 

All efforts should be made by the Training Provider to follow the automated validation process with 
minimal manual intervention required by SDS. In exceptional circumstances, the FIPS Support Team may 
undo claims to resolve issues with validation responses at the request of the Training Provider / SIA. 


