
Classified: Internal Personal and Confidential

Go to 
www,cooplevyshare.co.uk

Log into the site 
using the login 

details you  
created at 

registration

Clickon tab 
'Create an  

opportunity

This will show a pop up screen 
adsvising that yhou need to meet the 

citeria of paying the  apprentice at 
least National  Minimum Wage 

which is currently £8.91.

Standard and 
Levels of 

apprentice box 
needs to show 

the full details of 
the apprentices 
you are seeking 
funding for and 
the levels which 
they will attain. 

Complet all 
boxes

Will show screen 
- Create an 

opportunity.

If not paying the 
National Min 
imum wage 
registration will 
not be approved

Cost, this is the 
full cost of the 
apprenticeship.

Tick the relevant 
boxes for 

occupational 
sectors  for  the 

apprentices  that 
you are seeking 

funding for.

Tick relevant 
boxes to show 

the area of 
England which 
the apprentice 
will be based.

Last box requesting details on how you are going to support the 
apprentice is the most important one.  This needs to give full 

details of how you are going to support the apprentice. Take time 
to complete to fully showcase your business as this will be the 

details that prospective levy donors will see and therefore needs 
to stand out.

Shows the screen that levy donors will see. You can 
edit the details if necessary by clicking the Edit tab. 

This screen will also allow you to delist your 
opportunity once a levy donor has agreed to fund the 

opportunity

Support Team can be 
contacted on info@ 
Cooplevyshare.co.uk

Click ok

This can be 
found on 

Institute for 
Apprenticeships 

website

This can be 
provide by your 
training provider 
or can be found 
on the Institute 

Of 
Apprenticeships 

found on the 
Internet

Click submit

How to post an opportunity

Have you received 
an E mail  advising 

registration 
approval

Await contact by 
private message 
from Donating 

Organisation or 
Support Team

Business

Information


