
Classified: Internal Personal and Confidential Process map How to register to receive funds

Go to 
www.cooplevyshare.co.uk Click Register

You first need to register on the 
system

This will show a 
pop up screen 

advising that  you 
need to pay any 
apprentice  at 

least the National 
Living wage 

(currently £8.91)

Lots of 
information on 
the site for you 

to read

Would you like to register your 
interest to receive funding

Click Receiving  
Organisation

Create a user name. 
Make it memorable

If not paying the 
National  
Minimum wage 
your registration 
will  not be 
approved

Create a password which you will need to 
remember to access the system.  This needs to be 

6 characters to include upper and lower case and a 
number.

Enter e mail address. This will be the 
address used if the support team 

need to make contact
Enter the full Business name and address.

Enter business contact name 
and telephone number. This will 
be the person the support team 
will contact with any enquiries. 
This number is not shared, only 

used by support team.

Make sure Apprenticeship 
Service Account number is 

included. 

Support team 
will review 

registration and 
approve where 

applicable.

Click register. 
This will send e 
mail to support 
team to review 

registration.

Acknowledgement of registration 
will be received, this is NOT 

confirmation that registration has 
been agreed. Await e mail 

advising approval.

Yes
Yes

Business

Information

Your e mail 
address can be 

used here.

This is needed to transfer any Levy Transfers that 
may be agreed. If the Apprenticeship Service 

Account reference/ID 6 digits is not known your 
training provider should be able to help with this or 

there is link on the page which provides 
information

Thinking about 
requesting  levy share 
funds for apprentice 
training

Once registration is 
approved an e mail will 

be automatically 
generated and sent to 

business submitting 
registration


