FIPS Quick Start Guide

Skills How to input an FA Application /
Development A ccic ,
Scotland

The application is the second stage to creating an FA assignment in FIPS, following on from the
Individual Search. To enable Providers to register an FA participant on FIPS, the following documents
are required — Training Agreement & Equality Monitoring Form.
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Next review due: 30/06/2027

Created by FIPS Support Team
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Entering an Application — points to note:

e Inan application, there are multiple fields containing a blue cross which indicates the field
is mandatory

o The application can be saved as a draft until it is completed and ready to be submitted to
a draft assignment

e For any fields displaying the padlock symbol, FIPS will auto-populate these locked fields

o All tabs are shown across the top of the application. These can be completed in any order
and once all relevant fields are complete, the Submit Application button will appear under
the Application Submission tab

e Depending on the magnification / zoom settings on your browser, the tabs will be
displayed or will be added to the ellipsis (..) menu which may mean some of the
screenshots in this document do not match exactly with what users see. Depending on
what tab is being viewed, the tabs will automatically re-order

e For all FA applications / assighments, the view at the top of the page must show as
“Application: Foundation Apprentice”. If this is showing a different programme, click on the
dropdown arrow and select the Application: Foundation Apprentice form view:

pr  Dummy Record - Unknown Contract - Unsaved
I Application - Foundation Apprentice I

Training Provider Details Training Detaills  Participant Detaills  School Details  Equality Details  Application Submission  Related

Name & Dummy Record - Unknown Gontract
Contract " B The Easter Bunmy Academy - FA - 2026 - G200 222 x
Programme &

Completing the Application

> Training Provider Details - The “Name” field will display the padlock symbol. This
will be populated with the participant’s name originally entered during the
Individual Search and will also state “Unknown Contract”. This will update
automatically once the contract has been selected in the next field. Select or search
for the Contract using the magnifying glass to select the relevant option:

pr  Dummy Record - Unknown Contract - saved

Application - Foundation Apprentice

Training Provider Details  Training Details  Participant Details ~ School Details  Equality Details  Application Submission  Related

Mame @ pummy Record - Unknown Contract
Contract * Look for Contract e
Programme g Co rtracts_

2 The Easter Bunny Academy - FA - 2026 - G200 222 y

= 01/03/2026 I
Training Provider Reference o 'keEaster Bunry Academy - MA - 2026 >

1 01/03,/2026
- e Learning Ltd - GA - 2026

Training Provider Reference = F‘ggfcme:rt saming Lid - GA - 20 v

> o1/0 6
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- The “programme” field will display the padlock symbol. Save the application using the
“save as draft” button and this field will be populated with the programme type (MA)
depending on the contract selected. The contract name will also update on the
application header and within the “name” field to include the contract name.

1. Training Details — Enter you Training Centre Number

pr: Dummy Record - The Easter Bunny Academy - FA - 2026 - G200 222 - unsaved
Application - Foundation Apprentice

Training Provider Details ~ Training Details  Participant Details ~ School Details  Equality Details  Application Submission  Related

Training Centre Mumber  * 23455

PVG Check Required O

Framework N

Qualification " Look for Qualification

The following fields should be populated as follows:

Framework Search for the framework by inputting part
of the name. Use the wildcard * to search if
required.

Qualification Search for the qualification, either using

part of the name or the code. When the
qualification is selected, the following fields
will be auto populated. In this example
Engineering has been entered.

pr. Dummy Record - The Easter Bunny Academy - FA - 2026 - G200 222 - Unsaved
Application - Foundation Apprentice

Training Provider Details ~ Training Details  Participant Details ~ School Details ~ Equality Details ~ Application Submission  Related

Training Centre Mumber  *  12345¢
PVG Check Required O
Framework | M *enginesring® ! .
Quealification + Frameworks

=] (I-\:I| E )
Training Venue g5 Engineering (FA) )

Enginesring & Energy Relsted
= Engineering CoG .
Enginesring & Energy Relsted

Start Date * g Engineering .
Enginesring & Energy Related

Expected End Date 1 -
O psvanced

L New £ advanc

- If the incorrect qualification has been selected, use the cross to remove the data and
perform the search again.
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pr. Dummy Record - The Easter Bunny Academy - FA - 2026 - G200 222 - unsaved

Application - Foundation Apprentice

Training Provider Details Training Details  Participant Details ~ School Details  Equality Details

Training Centre Number ™ 133456

PVG Check Required O

Framewark ¥ Engineering (FA)

Qualification 2] GLTC 46-Foundation Apprenticeship Engineering-SCOF 6 x
Training Venue * Look for Training Venue

Start Date T dd/Mn

Expected End Date T dd/Mn Y

Application Submission

Related

2]

Pn

Hi

Sh

Me

Use the look up to select a Training Venue from the drop-down list. If the required
Training Venue is not displayed, create a user request ticket for the venue to be added by

SDS.

pr. Dummy Record - The Easter Bunny Academy - FA - 2026 - G200 222 - unsaved
Application - Foundation Apprentice

Training Provider Details ~ Training Details  Participant Details ~ School Details  Equality Details ~ Application Submission  Related

Training Centre Number  * 133456

PVG Check Required O

Framework ° [ Engineering (FA) *

Qualification ° [ GLIC 46-Foundation Apprenticeship Engineering-SCOF 6 x

Training Venue *  Look for Training Venue E
Organisations

ot Dot A Brechin High Scheol

o o@m Eggscellent Leamning Lid

-

Expected End Date

Start Date and Expected End Date — add the relevant dates for the participant. Dates can
be selected using the calendar which can be accessed by clicking on the calendar icon or

manually entered using the DD/MM/YYYY format:

PVG Check Required

June 2026
Framework
Su Mo Tu ‘e Th T Sa
—_— 1 2 3 4 5 6
Qualification

Training Venue

Start Date " dd/MM/yyyy

Expected End Date © dd/MMAyyyy

2026
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4. Use the drop down and look up fields to co

mplete the Qualification Details section with

the relevant information for the participant:

52 Dummy Record - The Easter Bunny Academy - FA - 2026 - G200 222 - Ursziea
Application - Foundation Apprentice

Training Provider Details  Training Details  Participant Details  School Details  Equality Details  Application Submission  Related

Training Cenre Number *
PVG Check Required

[m]

Framework

Start Date:

Expected nd Date

Participant Details

Dt

The Easter Bunny Academy - FA - 2026 - 6200222 | FA
Contrazt Drogramms | Stats Reason

Programme Entry School Year

s

Current Attainment Level *

fE Higher

Highest Grade Level Achieved

@ 8 x

No of Qualifieations 3t Current Attainment Level

H

Seuclying st Attsinment Level ©

[6 Higher x

Noof Qu
H

tons studying at Level ©

5. Any details included in the Individual Search will be added into the application. All other
fields will be blank. Complete all fields with the relevant data for the individual:

pr. Dummy Record - The Easter Bunny Academy - FA - 2026 - G200 222 - Unsaved

Application - Foundation Apprentice

Training Provider Details  Training Details  Participant Details

Indivicua * [ Dummy Record x
First Name " Dummy

Wigdlie Name

Last Name " Record

Date of Birth 11052008

SN B

ESCL Required @ Do

Addrass Search | Update

The following fields should be populated as follows:

The Easter Bunny Academy - FA - 2026 - G200 222

Contract

School Details  Equality Details  Application Submission  Related

Telephone Number (Home) * @) No
Available

Mabile Phone Avaiiadie

Emal Address

Preferred Method of
Contact

Post Code

Street 1

Street2

Town/City

County

Participant Local
Authority Area

Scottish Candidate Number (SCN)

Complete this if known. This is not a mandatory field at
this stage. Will become mandatory when claims are
made.

Mobile Number / Home Telephone Number

These fields default to No. To add a contact number,
click into the field and select “Yes”. A free text box will
be displayed for the number to be added.

Email Address

This is a mandatory field and must be completed prior
to submitting the application.

Preferred Method of Contact

Select SMS or E-mail depending on the participant
preference. PMOC can be edited after an assighnment
has been generated in the Individual Contact screen.
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6. Address Search - Use the Address Search / Update button to reveal the fields to search for
the participant home address if the address fields are blank or need updated:

pr) Dummy Record - The Easter Bunny Academy - FA - 2026 - G200 222 - Unszved

The Easter Bunny Acade

Application - Foundation Apprentice oz
Training Provider Details  Training Details ~ Participant Details School Details ~ Equality Details  Application Submission  Related
Ingividua * @ DummyRecord x 5 Mobile Phone Avaiiaole  * @ Mo
First Name Rr— Telephone Number (Home) * (@) No
Avallable
Middle Name Email Address
Last Name — Preferred Method of
Contact
Date of Birth © 110572008 &)
Post Code a
sen
Street 1 g
ESOL Required @ Ore
Strest2 a
-
[Fide Address Search / Updste | Townvity a
102 glasgow road County &
12 results a
102 Glasgow Road. DUMBARTON, G52 Gitems » P ol o
102 Glasgow Road. Ballieston, GLASGOW, 669 oryfrea

102 Glasgow Road, BATHGATE, West Lothian, EH48

102 Glasgow Road, Cambuslang, GLASGOW, G72

102 Glasgow Road, Camelon, FALKIRK, FK1

102 Glasgow Road, DENNY, Stirlingshire, FK&

102 Glasgow Road, EDINBURGH, EH12

102 Glasgow Road, PERTH, PH2

102 Glasaow Road. SOUTHSEA. Hamoshire. PO4 v

- The address search must be performed in Address Line 1. The “Change Country” option
should be left unchanged.

- Asearch can be performed using the street name / house name / town / or postcode or a
combination of this information in Line 1:

oy

ESOL Required ® no

[ Hide Address Search / Update |

B Change Country

Update Address.

If the required address does not appear in the list displayed, ensure the details are accurate using the Royal Mail
Postcode Finder in the first instance. If it is a new build address and not yet listed, select another address from the
list to continue with the application. Generate an assignment then submit a User Request to the FIPS Support Team
to update the details. Provide the correct address and relevant participant details for this to be manually changed.

Select the address which will autofill the address fields. Click on Update Address to attach the
details to the application.
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- The screenshot below shows an example of a completed Participant Details section. Click
into the School Details tab to continue:

pr) Dummy Record - The Easter Bunny Academy - FA - 2026 - G200 222 - unsaved The Easter Bunny Academy - FA - 2026 - G2
Contract

Application - Foundation Apprentice

Training Provider Details  Training Details  Participant Details  Schosl Details  Equality Details  Application Submission  Related

Individua * Bl el 5 MobiePhore Avaiiable (@D ves
First Name © Dummy Moble Phane e
Middle Name Telephone Mumber (Home) * @) Mo
Available
Last Name " Record Email Address * fps@sdscouk
Date of B T 1105/2008 G PrefemedMethodof gma
Contact
SCN " 999999999
Post Cooe ‘& Grz7ET
ESOL Required @ O ) R
Street & 102 Glasgow Road
N i —
t 2 Cambusiang
Town/City "8 GLASGOW
County &
Participant Local )
Authority Area

School Details

7. Use the magnifying glass lookup to select the relevant school from the drop-down list
available. If the required School is not displayed, raise a user request ticket for the venue
to be added by SDS which will then allow you to select from the list.

pr Dummy Record - The Easter Bunny Academy - FA - 2026 - G200 222 - Unsaved
Application - Foundation Apprentice

Training Provider Details ~ Training Details  Participant Details ~ School Details  Equality Details ~ Application Submission  Related

Schoel Name " Look for School Name Iz_l

Organisations

Schoel Local Authority &

Area R
g BrechinHigh School v
555555
a The Easter Bunny Acadermy y
= A
[ T Noon e :
T New L Advanced

- When a School is selected the school address details will be populated automatically.

bRy Dummy Record - The Easter Bunny Academy - FA - 2026 - G200 222 - unsaved The Easter Bunny Academy - FA- 2026 - 6200222 | FA Draft
Application - Foundation Apprentice Cenmact Progamma | S Rexon
Training Provider Details  Training Details  Participant Details  School Details  Equality Details  Application Subrmission  Related
. School Address
School Name: 3 The Easter Bunny Acodemy -
School Local Authorty & 5
oy & awst

2 stomoway Airport
@ ISLEOFLEWS

2 Hszo8n
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Equality Details

8. The Equality Monitoring Form should be used to populate this section. Follow the
guidance on the form regarding destruction of the relevant section of the form once the
information has been entered to FIPS in line with GDPR legislation. Due to the sensitive
nature of this data, Providers will be unable to view or report on this in FIPS once input.

Select the relevant options for each field:

Training Provider Details ~ Training Details  Participant Details  Participant History and Current Em...  Equality Details Employer Details

Equalities

Ethnic Group

Gender

Transgender

Religion or Belief

Sexual Orientation

General  Application Submission ~ Related

Care Experience M o
Impairment, health - --Select--
condition or learning Yes

difficulty?
No

Prefer Not To Say

Learning disabilities, learning difficulties, physical or mental health conditions or illnesses
field — select the appropriate option from the drop-down menu. If Yes is selected, sub-fields
will be displayed. The default for the sub-fields is no; click the toggles to update to yes for

any that apply to the individual.

%) Dummy Record - The Easter Bunny Academy - FA - 2026 - G200 222 - unsavec
Application - Foundation Apprentice

Training Provider Details  Training Details  Participant Detalls  School Detalls  Equality Details  Application Submission ~ Related

Equalities

Ethnic Group " Look for Ethnic Group

Sex

Religion or Befief

Care Experience

Leaming disabilites, leaming difficutties, physical or mental heaith conditions o ilinesses?

Ves
Disability Detail
Social/Communication [ oY Deaf/Hearing Loss ® Dne
Difculty

P Physical Disabilty/Mooity @ ) Ne
Leaming Disability @) N Lssues
Blind/Visual Loss @ e Mental Health @ Do
Gther Disability @ One
Prefer Not to Say @ e

- The information shown above is for example purposes only.

The Easter Bunny Academy - FA - 2026
wract

Specific Learning Difficuty (@) Ne

Longstarang vess @ Do
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Validating an Application and Submitting to a Draft Assignment

9. Applications will be displayed within the Applications entity on the workplace menu. When
submitted to an Assignment, the record will be listed within the Assignments entity.

- The Application Submission tab will be blank until the application has been validated. Using
the Validation button at the top of the application validates that all fields have been
completed. If any mandatory fields have been missed, hitting the Validation button will
highlight any incomplete fields:

© Traiing Centre Number: Required fecs must be filed in

©  Does your conditon orliness,or conditions orlinesses reduce your abilfy to Camy out day-%o-cday actvities? : Required ilcs must be fled in.

%) Dummy Record - The Easter Bunny Academy - FA - 2026 - G200 222 - urs=uea The Easter Bunny Acsdeny - FA - 2026 - 6200222 FA
Conrac

Validation Required
Application + Foundation Apprentice Fessan

Frogamme s Rsasor

Training Provider Details  Training Details  Participant Details  School Details  Equality Details  Application Submission  Related

- In this example, 2 notifications are displayed. Click on the pink ribbon to display the notification
details. Resolve any errors then click into the Application Submission tab to access the Submit
Application button.

pr. Dummy Record - The Easter Bunny Academy - FA - 2026 - G200 222 - saved

Application - Foundation Apprentice

Training Provider Details  Training Details  Participant Details ~ School Details  Equality Details ~ Application Submission  Related

=]

If the “Submit Application” button does not appear after clicking on Validation and no
errors are displayed in the ribbon bar, check the following fields have been completed —
Participant home address — use the list to select the address. Ensure a Training Venue and
School have been added. The Submit Application button should now be displayed under
the Application Submission tab.

- To submit the application to a Draft Assignment, click on Submit Application. A
confirmation box will be displayed that contains a declaration. Read the declaration and
select “Proceed” to agree to submit the application. If Cancel is selected, the assignment
will not be generated, and the record will remain in the application stage:

Confirmation Dialog X
Declaration

New Start

Om behalf of the Provider | represent, | submit this registration of a Start on the basis that | am authorised to do so and confirm that:

" The Provider and/or each relevant sub-contractor is accredited to deliver the Foundation Apprentice undertaken

" A fully completed Registration Form is held and all relevant parties (Provider, Participant and Employer) have signed the appropriate section of the document

" All details entered into FIPS have been thoroughly checked and are accurate.

" All programme information including Participant and employer data is stored in accordance with all applicable data protection legislation and requirements
" All hard copy records containing Participant information relating to egual opportunities has been disposed of in line with the Foundation Apprentice Programme Rules after being entered into FIPS,
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- If there are no issues returned, a confirmation message will be displayed at the top of the
screen. Click OK to view the Draft Assignment. Accepting the declaration completes the
Application submission. The record now exists as an Assignment in Draft status.

Individual Search

o B

Individuals Dummy Record - The Easter Bunny Academy - FA - 2026 - G200 222 - GL7C 46-Foundation Apprenticeship Engineering-SCQF 6 - saved Dummy Recard | The Easter Bunny Academy - FA - 2026 - 6200222 | Draft
9 Crganisations Fnumdaliun Apprentice nciidal oo

Actions  Actions (Canvas App)  Training Provider Details  Participant Details  Training Details  Participant History and Current Em...  Update Equalities Information  Update Employer  Individual Payment Plan  Leavers  General  Approval and Rejection  Upload Documents  Related
User Request

I3 UserRequests

Extensions
Additional Suppor..
# Adopt An Apprent...
03 Alerts
3 Appiications
5] ASN Clims

b Assignments

3. Bulk Expense Auth..

Record displayed above is now a Draft Assignment. It must now be submitted for approval
to complete the application / assignment submission.

- All the information input on the application will be displayed in the fields in the draft
assignment. Double check this is all accurate and make any amendments if necessary.
Under the Actions Canvas App tab, the Submit Assignment button will be displayed:

Dummy Record - The Easter Bunny Academy - FA - 2026 - G200 222 - GL7C 46-Foundation Apprenticeship Engineering-SCQF 6 - saed Dummy Record | The Easter Bunny Academy - FA - 2026 - G200 222 Draft

Assignment - Foundation Apprentice Individual Comract Stanus Rezsc

Actions ~ Actions {Canvas App)  Training Provider Details  Participant Details ~ Training Details  Participant History and Current Em...  Update Equalities Information  Update Employer  Individual Payment Plan  Leavers General ~ Approval and Rejection  Upload Documents  Related

i Skills o
{ Development FA Assignments

- Once submitted, the status will update from Draft to Confirmed Assignment which
completes the application / assignment input.
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