
Email: contact@lincolnshiretraininghub.nhs.uk
Website: www.lincolnshiretraininghub.nhs.uk 

 @HubLincolnshire       @HubLincolnshire    
 @LincsFutures       @lincsfutures

Digital Apprenticeship Service (DAS) 
Account User Guide
What is a DAS Account?
Any organisation employing an apprentice will need 
a Digital Apprenticeship Service (DAS) account. This 
account allows employers to manage apprentices 
and receive apprenticeship funding either via the 
government co-investment scheme or levy transfer. 

What is the Apprenticeship Levy?
The apprenticeship levy is a tax on UK employers with 
a pay bill over £3 million each year. The levy is charged 
at 0.5 per cent of the employer’s annual pay bill. Levy 
payments are made monthly to HMRC through the 
PAYE process and held in an Apprenticeship Service 
account. They can then be spent on apprenticeships for 
new or existing staff.  

What is a Non-Levy Employer?
If your annual wage bill is less than £3million, you 
are a non-levy employer. This means you do not have 
to pay into the apprenticeship levy and will instead 
be eligible to share the cost of training and assessing 
apprentices with the government. This is called ‘co-

investment’. For new apprenticeships starting on or 
after 1 April 2019, the employer contribution is 5% 
of the apprenticeship cost. The government will pay 
the rest (95%), up to the funding band maximum. 
Alternatively, you may be able to benefit from the levy 
transfer scheme, whereby levy-paying employers with 
unutilised levy in their apprenticeship service account 
can gift levy funding to non-levy payers. 

You will be advised by Lincolnshire Training Hub 
which of the above two options is available for your 
apprentice.
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How to Register for a DAS Account
Before setting up a DAS account, you will need:

- 	 An email address you have access to.

- 	 Your organisation’s Government Gateway login 
details for the PAYE scheme (or you can use the 
accounts office reference number and employer 
PAYE scheme reference number if your annual pay 
bill is less than £3 million) 

- 	 Authority to add PAYE schemes to the account 

- 	 Authority to accept the employer agreement on 
behalf of your organisation 

Step 1: Setting up a DAS Account

Go to https://www.gov.uk/employing-an-apprentice/
create-an-account and follow the onscreen instructions 
to set up the DAS account. Please retain your log-in 
details as you will need these when logging into the 
account in future. If you lose your log-in details, you will 
need to ring the government’s apprenticeship helpline 
on 08000 150 600 to regain access to the account.

Once your account is set up, you will be taken to a 
homepage where you can add, view and manage your 
apprentices. 

Step 2: Accepting Levy Transfer 
Funding or Reserving Government 
Funding
Accepting levy transfer funding:

If you have been advised by Lincolnshire Training 
Hub that levy transfer funding is available for your 
apprentice, you will need to approve the connection 
created by the Sending Employer (the organisation 
gifting the levy). To do this: 

i.	 Go to Finance.

ii.	 Go to Transfers.

iii.	Ensure the employer agreement has been signed to 
allow the request to be reviewed.

iv.	Review the connection request.

v.	 Approve the connection request.
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Reserving government funding:

If you are using the government co-investment scheme 
and paying the 5% employer contribution, you will need 
to reserve funds in the ‘Finance’ section of the DAS 
account before adding an apprentice. 

You will need to know:

•	 Which apprenticeship training course the apprentice 
will be undertaking

•	 What month the apprenticeship training will start

The reservation period for non-levy paying employers is 3 
months. This means funds can be reserved for 3 months 
before the apprenticeship is planned to start.

Step 3: Adding Apprentices
On the account homepage, click on ‘Apprentices’ and 
‘Add an Apprentice’.

If you have levy transfer funding, you will need to confirm 
that you are using transfer funds to pay for the training. 

You will then need to enter your organisation as the 
apprentice’s workplace and on the next screen input the 
details for the UK Provider Reference Number of the 
training provider delivering the apprenticeship programme.

The UKPRN for training providers commonly used by 
Lincolnshire Primary Care are shown below:

University of Lincoln UKPRN: 10007151

Buttercups UKPRN: 10013570

The next page will confirm your chosen training provider 
as the named training provider for the apprenticeship. 

You will then need to complete the personal details for 
the apprentice: full name, date of birth, apprenticeship 
course, planned start date/end date (month/year) and 
cost of the apprenticeship. 

After completing the details, press Save and continue. 

You will then be asked to send the submitted information 
to the training provider for the newly added apprentice.
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Your Team
This section of the DAS account allows you to set up new 
users and control what they can do on your account. 
There are currently three options available when setting 
up a new user. You can enable your team to: 

• 	 View information (but not make changes) 

• 	 View information and add apprentices 

• 	 Accept agreements, view information, and manage 
PAYE schemes, organisations, apprentices and team 
members 

Finance 
In this section, you can see your transaction history and 
the forecast of your Apprenticeship funds over time. 

Your Organisation and Agreements 
All employers will need to sign an agreement 
with the ESFA to enable them to use the funds in 
their Apprenticeship Service account to pay for 
apprenticeship training. In this section, you will be 
able to sign this agreement. Once your agreement has 
been digitally signed, you can go on to add connected 
organisations (if you are part of a group of connected 
organisations). 

Video Tutorials
The Education and Skills Funding Agency (ESFA) has 
created a video tutorial to guide employers through 
adding apprentices to the Digital Apprenticeship Service 
(DAS) account. 

How to add an apprentice to your DAS account - 
Adding apprentices funded by a transfer  
(https://www.youtube.com/watch?v=T54oykHfrxg) 

For additional information and support, go to the 
Apprenticeship Service guidance page:  
www.gov.uk/guidance/manage-apprenticeship-funds 
or alternatively contact the Apprenticeship Service 
via phone 08000 150 600 or email the service at 
helpdesk@manage-apprenticeships.service.gov.uk.
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