FIPS Quick Start Guide

Skills Change of Circumstance

Development
Scotland

The Change of Circumstances (COC) entity in FIPS enables Learning Providers to amend specific
information. The following can be amended via the Change of Circumstance entity: Date of Birth,
National Insurance Number and Qualification and assighment Start Date. This guide will provide
details on how to update the start date or the qualification for an assighment. A Change of Circs can
only be completed for an assighment that been fully submitted (an active assignment). It cannot be
used for draft assignments or applications, or for assignments at Leaver status. There is a separate
guide that covers changes to DOB and NI Number.

» The links below provide a tutorial demonstration of how to process COC for a
qualification and start date change. Click on play to view this, or right click and
select Open in Browser to access it directly. Use the link icon to access the FIPS
landing page on the SDS corporate website which contains additional FIPS guides
and user information.

>
0\

N\

Guide last reviewed: 20/11/2025
Next review due: 20/11/2026

Created by FIPS Support Team



https://www.youtube.com/watch?v=HOO9FMH8qaI
https://www.skillsdevelopmentscotland.co.uk/learning-providers/fips-funding-information-and-processing-system/fips-self-service-help-guides-and-videos/

1. Open the Change of Circumstance entity on the workplace menu:
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User Request. Training Provider Dashboard

03 UserRequests
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SILREEEE [m] This Payment Claim has been set to Clawe..  The payr O wa Unconfirmed A. Shs |
P Contract Milestones
A . Ml # ABCDEFGHIJKLMNOPQRSTUVWXYZ Ml #ABCDEFGHIJKLMNOPQRSTUVWXYZ
i= Electris Validations Rows: 1-8of Pagel = Rows: 1-30f3 Page 1 Rows: 1 - 8 of 5000+ Pagel =
¥ Expense Authorisa...
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2. When the COC view opens, click on “+ New” which will open the Change of Circumstances form:

P Search g + 0 & ?

& | M Focusedview  [] Show Chart Delete | (':_) Refresh () Email alink | RunReport B Excel Templates v [ Exporttobxcel @ shs

e Active Change of Circumstances T Egtcolumns 7 Bt -
€% User Requests

D Programme (Assignm... ¥ Name~ Type ¥ Individual Created On | v Status Reason v
Extensions O Date of 8irth - Pine Apple Date of Birth Pine Apple 17/11/2025 16:15 Draft
1) BT B 0 Date of Birth - Pine Apple Date of Birth Fine Apple 17/11/2025 16:15 Dratt
4 Adopt An Apprent...

D NI Number - Pine Apple NI Number Pine Apple 17/11/2025 16:02 Training Provider Revi..

Mo

3. Use the dropdown to select the type of Change of Circs:

« O Save g Save & Close -+ New

User Request .
New Change of Circumstances
¢ User Requests

Extensions General

[} Additiona Suppor...

¥ Adopt An Apprent... Type I * _Select—- — I
& Alerts ndividual « o -Select--

B Appiications Date of Birtn

Bl ASN Claims NI Number

E  Assignments Qualification

Start Date

#

Bulk Expense Auth..

Bulk YPA Claim

Change of Circum...

Start Date Change

1. Once the Type field has been set to Start Date, additional fields will appear on the right-hand side
of the page:
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« @ Save @) SaveBiClose  — New
New Change of Circumstances - unsavec TESTMA-TP  Draft v
Owner Status Reason
General
i Change of Start Date
Type Start Date ~
Assignment - o New Start Date

2. The Assignment field should be used to locate the assignment that requires the change. Click into
the assignment field and search for the name or use the magnifying glass to search for the
participant. Recent Records will be displayed; click on the Recent Records hyperlink to change the
results to All Records to perform the search, if required:

&« 0 HEswve & Sevel&Close + New
New Change of Circumstances - unsaved TEST
Owne
General
Change of Start Date
Type * StartDate ~
Assignment I o I New Start Date

S Pine Apple - NTP HUB DEMO ONLY - MA - 2025 - GT9J 22-Business and Administration-SCQF 5

. Yaseen Nawaz - CITB (Also known as Construction Industry Training Board) - MA - 2025 - GMAT 23-
 Construction Plant or Machinery Maintenance-SCOF 6

_ Lewis Mason - CITB (Alsa kn n Industry Training Board) - MA - 2022 - GM7) 22-Road
= Building and Maintenance (¢

. Mack Montgomery - CITB {Also knos 2022

+ New

- In this example, the lookup is set to All records. Clicking this text will change the view to Recent
Records
- “+ New Assignment” should not be used

3. The wildcard can be used to search to maximise results. Select the record from the results to attach it to
the COC form:

= &« [0 B save g Save&Close New

F2= New Change of Circumstances - Unsaved
B Individual Search

2 Individuals General

[l Organisations

_ . ‘Change of Start Date
ype it v
User Request e
& User Requests Assignment * Bettyteve| o Mew Start Date
Assignments | Recent records
Extensions
Betty Everton - March 2025 Large Training Provider - MA - 2025 - R703 04-Diploma in Veterinary Nursing -
[ Additional Suppor... B Equine-SCOY v
WL Adopt An Apprent... .
& Alerts T New L asvanced
2 Applications
B ASN Claims
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4. Once the Assignment field is populated, the participant’s current details will appear under the
Current Details table. The New Start Date can now be entered into the New Start Date field. Enter
the date manually or use the calendar to select:

« | 3| Bsave & Save8Close -+ New

New Change of Circumstances - Unsaved TEST MA-TP | Draft v
Owner Status Reason
General
. Change of Start Date
Type Start Date v
Assignment * @ Ben Macdu - September 2024 Test Training - MA - 2025 - R833 04-Diploma in Moving Engineering Construc.. x O New Start Date i =
November 2025+ 4 2025 o
Current Detals
B
Jn P M pr
Individual 1
Start Date & May  h M Aug
R EEE IRIEE AR -IE VAR
alification i ofe
BT ‘992‘ 2 Sep Ca HNov Dec
Acive Individusl Fayment | o2 5y 5 25 2oz 2 104-Diploma in Moving Engineering Construction...

Plan
0012 03 4 5 6

5. Click on Save then refresh the page. The status of the COC will show as Draft. Under the Actions tab,
the Submit button will now be displayed:

- At this stage, if the change is no longer required, the record can be left in Draft and not submitted.
The assignment start date will not change.

& [0 ESae @ SwesCose - New [] Delete () Refrsh @ CheckAccess F Word Templates (@ RunReport

Start Date - Ben Macdui - September 2024 Test Training - MA - 2025 - R833 04-Diploma in Moving Engineering Construction Loads-SCQF 6 - saved TEST MA-TP | Draft

Change of Circumstances. Qumer Staws |

Actions  General Related

- When Submit is clicked, the popup below when will displayed:

Confirmation Dialog

The new Start Date will be applied to the Assignment

- Click on Refresh and the COC will show as status Completed, and the record will be locked. The updated
start date will now be displayed on the participant assignment within the Training Details tab.
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Qualification Change

1. Once the Type field has been set to Qualification, additional fields will appear on the right-hand
side of the page. Click into the Assignment field and search for the participant’s assignment. The

Recent Records / All Records button can also be used:

=] Save @ Save&Close | New 2 Flow

New Change of Circumstances - Unsaved

General
Change of Qualification
Type " Qualification
Assignment . |e\,E yneH] | p| New Qualification

Recent records

Fesignments
Change of
Eve Lynch - Council - MA - 2023 - GH5W 23- Quﬁ”ﬂcatiﬂn
@ Social Services scQF 7 o Rationale
Eve Lynch
}  New Assignment Advanced lookup

Draft

Owner Status Reason

3. After the participant’s assignment has been selected, the current details will appear on the right-
hand side of the screen. To update the Qualification, click into the “New Qualification” field and
search for the new qualification details. The wildcard function can be used to search. Search for
either part or the full name of the qualification or use the qualification code to search:

New Change of Circumstances - unsaved

]

General
Change of Qualification

Type Qualification
As: = i New Qualification
Assignment ) Eve Lynch - GV2C 46-Diploma in Digital Technology: IT Support-SCQF 6

Change of

Qualification

Rationale

-
Current Details
8 individual N Eve Lynch
£ start Date 08/07/2024
& qualification " 3 Gv2c 46-Diploma in Digital Technology: IT Support-SCQF 6
8 Active Individua .
Payment Plan = Evelynch- Council - MA - 2023 -
\.
Change of Qualification
Mew Qualification * | gn? /")
Qualifications
Change of *
Qualification __ GNTP 23-Boat Building and Repair-SCQF &
Rationale =l GNT7P 23

GN7V 45-Plant Operations (Construction)}-SCQF 5
&4 GN7V 45

New Qualification

Advanced lookup
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- Inthis example, “engin” has been input using the wildcard (*) into the new qualification field to
search. The results returned contain this search word:

Change of Qualification

New Qualification | “engin®

Qualifications

Change of

Qualification

Rationale &
Current Details =

B Individual =

B Start Date

B qQualification [

O A mtiva Indivichial

GL2M 23-Engineering Maintenance-SCQF 6

. . ~
Engineering
GL3L 23-Aeronautical Engineering-SCQF 6
Engineering e
GL3M 23-Engineering Technical Support-SCQF 6
Engineering e
GM1V 46-Mechanical Manufacturing Engineering-
SCOF 6 ~
-+ New Qualification Advanced lookup

- Use the slider to review the full list if required.
- Once selected, input the relevant detail for the participant required in the Change of Qualification

Rationale field:

Change of Qualification

New Qualification *  [&] GJ9c 23-Automotive Engineering-SCQF 6

Change of * Example only (complete with relevant information)l

Qualification
Rationale

Please provide an explanation for this qualification change

4. Once complete, the page will autosave / auto refresh. It can now be submitted from Draft status.

Use the Actions tab and click on Submit:

Change of Circumstances

Actions General Related

- You may need to manually refresh the page if the Submit button is not displayed automatically.
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5. Clicking on Submit will display the confirmation box below. Click on Proceed to submit the draft
qualification change. If Cancel is clicked, the change of qualification won’t be processed, and the
record will remain at Draft status:

Confirmation Dialog

Qualification Change

The change of qualification will affect funding on the
assignment. The CoC will go to Individual Payment Plan
Review status when Proceed is selected. Review the details
within the General tab when the screen loads. Select Cancel

now to stop the process.

6. Once proceed has been clicked, the page will refresh, and the status of the record will now show as
Individual Payment Plan Review:

“ | Share

N

Individual Payment Plan Review .~
Status Reason

Individual Payment Plan Review

1. When the COC record is at Individual Payment Plan Review status, the claim details for the new
qualification must be checked prior to submitting the change for approval. At this status, FIPS is
performing checks against the contracted volumes for the Learning Provider contract. It is only
when these checks are complete that the Individual Payment Plan (IPP) for the new qualification is
displayed in the Individual Payment Plan Review grid within the General Tab of the Change of Circs
record. At Individual Payment Plan Review status, claims can be set to Achieved or Declined if
required.
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2. Under the General tab, the new individual payment plan (IPP) and the existing IPP will be displayed
in two separate tables. Claims on the new IPP will show as Pending. Review the pending IPP for

accuracy:

Individual Payment Plan Review

rPayment Claims COC Grid View ~ A (O Refresh o Flow
i:] Status Reason v Holding... ~ v v Progra... Areaof ... ¥ Occupat... ¥ Frame
Pending E P MA Lowlands...
Pending E P VA Lowlands
Pending E P MA Lowlands...
Pending E P MA Lowlands
Pending E P MA owlands
e o
1-50f8 Page1 —

A Existing Active IPP Eve Lynch -  Council - MA - 2023 - GH5W 23-Social Services

Existing Individual Payment Plan

£ Name " Evelynch - Council - MA - 2023 - GH5W 23-Social Services
4 N
Existing Payment Claims
O Refresh »°  Flow
() Status Reason ¥ Holding... ~ ~ P.>¥ Prograj. ¥ Areaof..> Occupat.. >
Available to Cl... Pl... MA Lowlands Sport, He...
Available to Cl... Pl... WA Lowlands... Sport, He...
., v

Do not click “Submit for Approval” until the Individual Payment Plan Review table (as
above) is populated with the new claims. If this is blank, do not submit until the table is
populated with the new claims.

If the Change of Circumstance is submitted without the new Individual Payment Plan
being displayed here, it will be rejected by Skills Development Scotland, and the COC will
need to be entered again.

In some instances, the assignment start date may be prior to the start date of the
qualification in FIPS. In this scenario, the IPP grid will not populate with the relevant
claim details. Providers can’t submit the qualification COC if the IPP review grid is blank
and, in these instances, they must contact macontracts@sds.co.uk for further guidance
on how to proceed.
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MON - SCOF 8-GL23 23-Construction Contracting Operations: Surveying-Construction: Technical Revision-4

Tulbm

Marking Claims as Achieved or Declined

While the COC record is at Individual Payment Plan Review status, claims displayed on the new IPP
can be set to “Achieved” or “Declined” if required. Marking claims as achieved will mean that FIPS
will automatically reprocess the claim(s) for payment and set them to Confirmed on the new IPP
once the COC has been approved by SDS. A claim can only be marked as “Achieved” if you hold the
original evidence to support the “Achieved” claim. Any claims marked as achieved during the COC
submission therefore do not need to be manually claimed when the assignment is updated with the
new qualification. Claims can only be set to achieved on the new IPP if claims were previously made
on the old qualification. If no claims were previously made, this cannot be done. Setting claims to
Declined will show the claim as “Declined” on the new IPP, once the COC has been approved and
any claims at that status cannot be claimed in future. If neither of these options are relevant to the
apprentice the change of qualification is for, skip this step in full and go to step 12.

Within the table “Individual Payment Plan Review”, the new IPP will be displayed. Claims will show
as Pending. To view the milestone numbers, use the scroll bar to navigate the information. To mark
claims as previously achieved or declined, double click on the relevant milestone number to open
the claim record:

o] Chang
Individual Payment Plan Review Qualif
Ratior
Payment Claims COC Grid View (O Refresh = Flow
Curr
xpecte.. v Actual E..~v  Age Gro..v  Claim Type v Milestone N... v Amount~ T
B ind
18/06/20... 20-24 Milestone 1 £12500 ¢
& sta
18/06/20... 20-24 Milestone 2 £125.00 C
B Qu
18/06/20... 20-24 Milestone 3 £12500 ¢ B Act
Pay
18/06/20... 20-24 Milestone 4 £125.00
18/06/20... 20-24 Milestone 5 £125.00
50f8 Page1 —=

- When the claim record opens, click on Mark as Achieved or Declined (if required):

=] B e

s Gesl Federor felated
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- If Mark as Achieved is clicked, the screen will refresh, and the status of the claim will change to
Confirmed and the record will be locked. Use the back arrow to return to the General tab:

=7+ New [i] Delete () Refresh @ Check Access Hd Process ~ &, Assign 3 Flow ~ 8 Word Templates Run Report 12 Share

| ﬂ Read-only This record’s status: Inactive I

MO000 - SCQF 5-GA00 22-Sport and Active Leisure: Operational Services-Active Leisure, Learning and Wellbeing-Revision- Confirmed Claim

2 - saved Status Reason

Payment Claim - Training Provider Information Form -

Submission  General Evidence Related

9. If required for the apprentice, milestones must be set to Achieved following this process for each
claim. This cannot be done in bulk. Repeat as necessary. If none of the claims are to be set to
achieved, skip this step in full. If the assignment type is a Re-entrant or Progression this step cannot
be completed due to changes that need to be carried out to the IPP by SDS before approval.

10. To Decline a claim, open the relevant claim on the new IPP as described above. Input relevant
information in the Decline Reason text box then click on Decline Claim:

Confirmation Process

Confirmation

Please confirm you understand that 3 Declined Claim cannot be Claimed after this action

- Click on Accept to continue. If Reject is clicked, the claim will not be declined, and the process will
end.

11. The screen will refresh, and the status of that claim will now show as Declined. The record will be
locked. To return to the COC record, click on the back arrow:

0 Crcn Bcoen D Pesens Al o Tempeie B B o ey

bty "o e . irtn b e

MOZ = SCOF 6-GL23 23-Constructan Conbracting Operaticns: Sunnying-Comitnec tior: Technical Revision=4 - e _
Fayrrmed (e Sy Froesches beborerastan lorm

Subriniden  Giveral  Dedesde  Rrlited

- Repeat the process to mark claims as achieved or declined as required.
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12. To submit the change of qualification for approval by SDS, click into the Actions tab then click on
Submit for Approval:

< o H Save @& Save&Close | New [i] Delete () Refresh @ Check Access R, Assign 2 Flow ~ B Word Templates ? 12 Share v

/\ Please review the new Individual Payment Plan and indicate already-claimed payments and update dates for future payments if desired.

Qualification - Tues Day - March 2024 Training Limited - MA - 2024 - GJ4D 23-Procurement- Individual Payment Plan Review
SCQF 6 - saved Owner Status Reason
Change of Circumstances

Actions  General Related -

Submit for Approval

- A confirmation box will be displayed. Read this then click on Next to submit the change:

Confirmation

Submit For Approval

Click on Next to submit the change. The status of the COC
record will be set to Submitted and will require approval by

SDS. Click on Cancel to stop the process and the record will
remain in Draft status.

Cancel

- The screen will refresh, and the status of the COC record will now show as “Submitted”. The
submitted Qualification Change of Circumstance will be reviewed by Skills Development Scotland
in due course. This may take up to 5 days. Once approved, an alert will be generated on the FIPS
Provider dashboard and in the Alerts entity, summarising details of the change. If approved, the
participant assignment will be updated, and the new qualification and payment plan details will
be displayed. It may also be rejected, and once approved or rejected, the completed COC record

will be displayed within the Inactive Change of Circumstances system view, and no changes can
be made.
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