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Introduction

Smart End-Point Assessment (SEPA) is a platform that manages every aspect of end-point assessments (EPAS); from
registering your apprentices, importing summative portfolios, recording evidence of the EPA, to viewing results and final
grades.

Logging into SEPA

Go to the website - https://smartepa.co.uk

Forgot Password

Type your username and password into the login box and click Login.

Forgotten Password

If you are unsure of your password for SEPA, there is a forgotten password link on the SEPA homepage -
https://smartepa.co.uk

|Paint Assessment

Smart End

F @ Username

["@ Password

orgot Password

]

Your username is usually your email address and once you have clicked the link an email should be sent through within
an hour.
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NCFE

On the left side of the page is the Navigation Menu.

SETTING

MANAGEMENT DASHBOARD

Dashboard

DASHBOARD

APPRENTICE
MANAGEMENT

EMPLOYER
MANAGEMENT

TRAINING PROVIDER
MANAGEMENT

[

Pa | EPA ©)
77| COMMUNICATION

‘_cn HISTORY O]

Re | REPORTING

To expand specific areas of the Navigation Menu, select the arrow to the right of the area you would like to view.

SETTING
| MANAGEMENT DASHBOARD
Yfelcome Back. Kristyberesfordtes
APPRENTICE
| MANAGEMENT
Dashboard
EMPLOYER
| MANAGEMENT
DASHBOARD

TRAINING PROVIDER
| MANAGEMENT

|i| EPA @

[ | COMMUNICATION
HISTORY

o | O]
©

| Re | REPORTING

On the expanded area click the relevant text to open a sub-area.

SETTING

|_ Sm | MANAGEMENT DASHBOARD

elcome Back, Kristyberesfordtest
[T APPRENTICE
|Am | MANAGEMENT

Dashboard
Add A;iﬂemice

View/Eait Apprentices
|' | EMPLOYER ®
|Em | MANAGEMENT

T | TRAINING PROVIDER @
Pm | MANAGEMENT

DASHBOARD

[ | COMMUNICATION
| HISTORY

©)
©

|_ Re | REPORTING
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NCFE

The sub-area displays a page in the main part of the window.

‘ ‘ SETTING
| Sm | MANAGEMENT

APPRENTICE

‘ Am | MANAGEMENT

Add Apprentice

View/Edit Apprentices

EMPLOYER
MANAGEMENT

TRAINING PROVIDER
MANAGEMENT

EPA
COMMUNICATION

HISTORY

REPORTING

Dashboard  [EENGENENTTE

ADD APPRENTICE

Personal Details EPA Details Other

ULN

Title

| — Please Select — v

Given Name

Family Name

0 year(s) old
Gender
— Please Select — v

This field is requued
Other (Gender)

Email

Phone Number

Mobile Number

Ethnic Origin

- Please Select —

The tabs across the top of the page show current and open pages.

SETTING
MANAGEMENT

APPRENTICE
Am | MANAGEMENT

®

Add Apprentice

View/Edit Apprentices

EMPLOYER
MANAGEMENT

Add Employer

View/Edit Employers

TRAINING PROVIDER
MANAGEMENT

®

‘Add Training Provider/College
View/Edit Training Provider/College

O]
(C)
O]

E
[Pa | EPA

COMMUNICATION
€h | HISTORY

‘Re | REPORTING

SETTING
MANAGEMENT

O]
®

APPRENTICE
Am | MANAGEMENT

Add Apprentice
View/Edit Apprentices

EMPLOYER
MANAGEMENT

em ®
Add Employer
View/Edit Employers

TRAINING PROVIDER
MANAGEMENT

‘ T

@

‘Add Training Provider/College
View/Edit Training Provider/College

®

COMMUNICATION
HISTORY

®

REPORTING

DASHBOARD

come Back. Kristyberesfordte:

Dashboard ~ Employers » | x EULPLVC P < [l Edit Training Provider/College # < Add Employer # | x
L

ADD APPRENTICE

Personal Details. EPA Details Other

ULN

Title

| — Please Select — ~

Given Name

Family Name

0 year(s) old

DASHBOARD

come Back

Dashb:

Add Apprentice

Edit Training Provider/College # | = Add Employer #

ADD APPRENTICE

Personal Details EPA Details Other

ULN

Title

I — Please Select — v

Given Name

Family Name

0 year(s) old

Gender

Email
Phone Number

Mobile Number

Ethnic Origin

- Please Select

x

Email
Phone Number

Mobile Number

Ethnic Origin

- Please Select -
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An asterisk on the tab shows a page has been edited but not saved. Edits must be saved before navigating away.

SETTING
MANAGEMENT DASHBOARD
‘elcome Back. Kristyberesfordte:
APPRENTICE
Am | MANAGEMENT

[BEEWLLEIGIN  Add Apprentice =
Add Appreniice

View/Edit Apprentices
ADD APPRENTICE
EMPLOYER
MANAGEMENT
Personal Details EPA Details Other
Add Employer
View/Edit Empioyers
ULN
TRAINING PROVIDER @ l
MANAGEMENT
_ Title Email
Add Training Provider/College
View/Edit Training Provider/College: I — Please Select - v
Given Name Phone Number
‘5. ‘ EPA ® I Jo Ext | +1234
Family Name Mobile Number
COMMUNICATION
8l
‘ Ch | HISTORY @ I oo
DOB Ethnic Origin
™ I 0 years) old ~ Please Select

You will be prompted to save edits before you leave the page.

[ seTTiNG
|| DASHBOARD

APPRENTICE
MANAGEMENT
DEEIRGEIGEN  Add Apprentice =
Add Apprentice ARE YOU SURE?
View/Edit Apprentices
GCDARERENTICE IT ye i ta C: 1, thi rd will not b d. Are yi vish ird
‘7 EMPLOYER you choose 1o Cancel is record will not be save re you sure you wish to cancel
Em | MANAGEMENT
Personal Details EPA Details Other
Add Employer Cancel o/
View/Edit Employers
ULN
‘r | TRAINING PROVIDER @ I
MANAGEMENT
Title Email
Add Training Provider/College
View/Edit Training Provider/College I — Flease Select ~ v I
Given Name Phone Number
E .
‘p.|EFA © |J” Ext. | +1234
Family Name Mobile Number
COMMUNICATION
Bl
‘cn | HISTORY @ I oo
DoB Ethnic Origin
® I g | 0years)old ~ Please Select -
Re | REPORTING
Gender

Mandatory fields show a red line on the left side of the text box. They turn green when they have been completed
correctly.

elcome Back, Kristyberesfordiest
] APPRENTICE
Am | MANAGEMENT

pashzoard
Add Apprentice

View/Edit Apprentices
ADD APPRENTICE
EMPLOYER

MANAGEMENT
Personal Details EPA Details Other
puleb

TRAINING PROVIDER
MANAGEMENT

) i Email
COMMUNICATION
HISTORY | — Please Select — v
Gifen Name Phone Number
| REPORTING I o Ext. +1234
Fagnily Name Mabile Number
I loggs
[oll i} Ethnic Origin
| 0 year(s) old - Please Select -
Gehder
I — Pleaze Select - v
=This figld is required

Other (Gender)
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NCFE

I f you need

screen.

Title
Given Name
Family Name
Company Name
Job Title

Email

Phone Number
Mobile Number

Preferred Time Zone

| Ms.

Kristy

Beresford

NCFE

Relationship Manager
| Kristyberesford@ncte org.uk
| 01912408967

I
I

(UTC+00:00) Dublin, Edinburgh, Lisbon, London

t

o

change

any

of

your

personal

=

Back 10 Dashboal

details or
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NCFE

There are 2 ways to register apprentices on SEPA, individual registration or bulk upload, both options request the same
information.

To bulk upload apprentice details, download the | atest
EPA Resource Library here.

Open the 6Bul k Upload Apprentice I mport Templ ated spread

Within the SEPA platform select 6Setting Management 6 t

SETTING
Sm | MANAGEMENT DASHBOARD

‘elcome Back. Kristyberesfordte:

Import Data
APPRENTICE Dashboard
Am | MANAGEMENT

7] EMPLOYER
‘ﬂ‘ MANAGEMENT DASHBOARD

‘T TRAINING PROVIDER @
(Pm | MANAGEMENT

‘EL‘ EPA @

COMMUNICATION
Ch | HISTORY

©
O]

‘ Re ‘ REPORTING

Select6 Br owse Filed and then select the completed bulk uplo

[ seTTiNG
‘ | Sm ‘ MANAGEMENT O] DASHBOARD

‘elcome Back, Kristyberesfordtest

Import Data
[ AFrRENTICE Dashboard  [NICIEPCCI
Am ‘ MANAGEMENT ® Po .

[ EMPLOYER
‘ LEm | MANAGEMENT ® IMPORT DATA

I RAINING PROVIDER © Selact the Excel document ( xls or xisx) to import ——
MANAGEMENT o

Select an Import Template | EE—

‘ FE‘a ‘ EPA @ An Import Template must be specified

COMMUNICATION

‘ ‘ The list of available Import Template(s) you can select from, contains Import Template(s) you have access to; this is based upon the
Ch | HISTORY

relevant create permission(s) to all of the entity type(s) which would be imported.

O]
‘; REPORTING ®

Import Option(s)

Select 6l mport Apperdewmimenc.esd® from the drop

[ seTTiNG
| |Sm| MANAGEMENT @ DASHBOARD

ne Back. Kristyberesfordtest

Import Data

APPRENTICE ® Dashboard

Import Data 2
MANAGEMENT = .

EMPLOYER
|ﬂ MANAGEMENT ® IMPORT DATA

7 | TRAINING PROVIDER @ Select the Excel document (xls or xlsx) to import
Pm | MANAGEMENT

Select an Import Template I — Please Seleci —

|§i| EFA ®

|CII HISTORY relevant create permission(s) to all of the entity type(s) which would be imported

COMMUNICATION @ The list of available Import Template(s) you can select from, contains Import Template(s) you have access to; this is based upon the In

| Re | REPORTING

Import Option(s)

Select o6Upload Dat abd
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https://forms.ncfe.org.uk/epa-area/epa-area-home/

SETTING

|;| MANAGEMENT DASHBOARD

‘elcome Back. Kristyberesfordte: CLOSE ALLTABS
Import Data

| APPRENTICE Dashboard  [EEICTETY
Am| MANAGEMENT

EMPLOYER T
| Em | MANAGEMENT IMPORT DATA Upload ﬁm
|T | A — Select the Excel document (xls or xIsx) to import
Pm | MANAGEMENT

Select an Import Template I \mport Apprentices "
E
Pa | EPA ®
The list of available Import Template(s) you can select from, contains Import Template(s) you have access to; this is based upon the Import Template's creator and whether you have the
COMMUNICATION ® relevant create permission(s) to all of the entity type(s) which would be imported.
Cn HISTORY

|Ri| REPORTING © Import Option(s) -+

The system will now upload the apprentices and confirm when the apprentices are registered. Any apprentices that are
not successfully registered will be highlighted in a pop-up box with details of the specific issues.

For more tips on how to use the bulk upload facility cli
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To register an individual

‘ ‘ SETTING
Sm | MANAGEMENT

DASHBOARD
elcome Back, Kristyberesfordtes
‘* APPRENTICE
[Am | MANAGEMENT
Add Apprentice
View/Sit Apprentices
DASHBOARD

EMPLOYER @
MANAGEMENT

TRAINING PROVIDER
MANAGEMENT

B - ®

“ COMMUNICATION
€h | HISTORY

‘Re ‘ REPORTING ®

Personal Details Tab
On the 6Personal

‘ ‘ SETTING
Sm | MANAGEMENT

DASHBOARD

‘elcome Back beresfordtest
‘* APPRENTICE ‘ ‘
(Am | MANAGEMENT

pERTNSIN  Add Apprentice

Add Apprentice
View/Edit Apprentices
ADD APPRENTICE
EMPLOYER
‘Em ‘ MANAGEMENT ®
LESVEISEEIN | EPADetalls  Other
L
‘, TRAINING PROVIDER ®
Pm | MANAGEMENT
U

‘i EPA @ I

X Title
‘ ‘ COMMUNICATION ®
Ch | HISTORY I ~ Please Select

Given Name:

‘ Re ‘ REPORTING

Family Name

DOB
I B 0year(s)old
Gender

I — Please Select —

Det ail s6

appremltecte, 6 ydbd t Ap prA@mptriecre 6 .c e

~ Please Select — v

compl ete the mandat obox f i

CLOSEALLTABS T

[ore [ avcne

Email
Phone Number

Mobile Number

Ethnic Origin

- Please Select — -

Note: Please ensure you use a valid ULN for each apprentice as if entered incorrectly this can slow the certificate claims

process.

EPA Details Tab
The O6EPA Detail s6 tab is

‘_| SETTING ®
[Sm | MANAGEMENT DASHBOARD
S ‘elcome Back, Kristyberesfordtest
APPRENTICE

‘ﬂ MANAGEMENT @

‘Add Appreniice

ViewlEdit Apprentices

ADD APPRENTICE

‘ EMPLOYER ®
Em | MANAGEMENT

TRAINING PROVIDER @
MANAGEMENT

Personal Details EPA Details Other
Ly

R EMPLOYMENT / TRAINING DETAILS
‘i' = ® Employer

This field is required
Employment Address

COMMUNICATION
Ch | HISTORY

©)
©®

I — Please Seleci —
Re | REPORTING

Certification Contact

STANDARD DETAILS

used to

specify the details of

CLOSE ALLTABS T

Lo Toeone

Training Provider/College

- I NCFE Test Centre -

Training Address

I Ncfe. @8, Newcastle upon Tyne, NE12 88T v

Certification Address

~ Please Select — v
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NCFE
Employer/Training Details
Employer

In this field you can either select an employer that you have previously added from the drop-down menu and then select
the relevant address or add a new employer using green plus button (see Employer Management section for details on
how to add an employer without adding an apprentice).

SETTING

‘ﬂ‘ MANAGEMENT ©] DASHBOARD
_ ‘elcome Back istyberesfordte:
BrEs ©
Dashboard
Add Apprentice
View/Edit Apprenices
ADD APPRENTICE m

EMPLOYER

Em ‘ MANAGEMENT
Personal Details EPA Details Other

TRAINING PROVIDER @
MANAGEMENT

CLOSE ALLTABS

EMPLOYMENT / TRAINING DETAILS

‘lE». ‘ EPA @ Employer Training Provider/College
I _ Please Select — - I NCFE Test Centre - n
COMMUNICATION .
‘&‘ HISTORY ® This field is required Training Address
Employment Address 5
Ncfe, @6, Newcastie upon Tyne, NE12 88T v
) | ~ Please Select - v
‘m ‘ REPORTING (©)
Certification Contact Cerlification Address
~ Please Select - v

Training Provider/College

Select your company name from t he O&épomulatadi Tingcorkeet addréssishould Co | |
popul ate within the &é6Training Addressdé field too.

| ‘ SETTING
Sm | MANAGEMENT ®© DASHBOARD
alcome Back, Kristyberesfordte: CLOSEALLTABS T
APPRENTICE
|m MANAGEMENT ®

Add Apprentice
View/Edit Apprentices
ADD APPRENTICE m Save and Close.

EMPLOYER
‘ MANAGEMENT @
Perconal Details  SJNMEETN  Other

7| TRAINING PROVIDER @
Pm | MANAGEMENT

EMPLOYMENT / TRAINING DETAILS

& ‘ EPA (O] Employer Training Provider/College
e ct - | NCFE Test Centre -
COMMUNICATION =
@ ‘ NETon ® This field is required Training Address &
— Employment Address
Nefe, Q6, Neweaste upon Tyne, NE12 8BT -
| - Please Select — d
|R= REPORTING @
Certifiation Contact Certification Address
-- Please Select - ~

STANDARD DETAILS

Standard Details

Select the relevant apprenticeship standard. The relevant assessment types and LARS code will populate automatically.

[ SETTING Certification Contact Certification Address
‘S!ll ‘ MANAGEMENT ®
e - Please Select - v
‘_ APPRENTICE @
|Am ] MANAGEMENT
STANDARD DETAILS
Add Apprentice Standard
PN RAES - Please Select - v
— — Please Select—
‘ ‘ EMPLOYER @ Administration
LEm] MANAGEMENT Business Adminisirator - Digital Delivery - Level 3 (196 - v1.00 |
Dental k®alth
p— Dental Nurse - Digital Delivery - Level 3 (61 - v1.00)
T ‘TR‘“N'NGPROV‘”ER @ Dental Nurse (Integrated)- Digital Deivery - Level 3 (61 - v1.20)
|Pm.| MANAGEMENT
E
(Pa | EPA ®
Apprenticeship Length
[ communicATION
LCh | HISTORY @ | 0 Months | 0 Days
(] @) EPADETALS
(Re | REPORTING
Apprenticeship Start Date Apprenticeship End Date (expected)
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EPA Details

SETTING | Business Administrator - Digital Delivery - Level 3 (196 - v1.00) v
Sm | MANAGEMENT

STANDARD INFORMATION

‘_ APPRENTICE
{Am | MANAGEMENT
ASSESSMENT TYPES LARS CODE PUBLISHED DATE
Add Apprentice
View/Edit Apprentices 196 25 September 2017
[ EmPLOYER
Em | MANAGEMENT ® Apprenticeship Length
. | 12 Months I 0 Days
‘T ‘TRAININGPR(]VII]ER @
[Pm | MANAGEMENT
EPA DETAH_S%
E | @ Apprenticeship Start Date Apprenticeship End Date (expected)
(Pa] EPA
| 2810972021 i | 28/09/2022
7] COMMUNICATION EPA Start Date (expected) TSSO T
‘cn HISTORY @
— | 29/09/2022
— RIS P L S ESEEe EPAPO Number
‘ Re | ‘ REPORTING @ EPA Invoice Not yet specified

Line Manager Name

Assessor / Tutor Name

ApprenticeshipLengthit hi s is to capture the | ength that the appren
the time allocated for EPA. This wil!/l be reflective of t
l earni Mgp)premd ic es hi p E rpobgrdnae leabning) ieldsdd o f on

EPA start date (expected) - This is the date that you would like the apprentice to go through Gateway. This date must
be more than 90 days in the fut ur ectoewsere [ ERAGQuailabiliy. a mi ni mum

The ORegistration Invoiced, O6EPA Invoiced, 6 Registration
and 6Has EPA Member shi p?6 thowekerifyowwoudddike a RO Numhbemptd be aseignéd tof i e |
appear on the invoice, please put the number in the EPA PO Number box before Requesting EPA.

Line Manager Contact Details
The contact is a free-type box so feel free to include an email address and contact number if applicable.

SETTING
‘,,_| MANAGEMENT ® STANDARD INFORMATION
(77| APPRENTICE ASSESSMENT TYPES LARS CODE PUBLISHED DATE
‘All MANAGEMENT @
196 25 September 2017
‘Add Apprentice
View/Edit Apprentices

Apprenticeship Length
‘ | EMPLOYER @ I 12 Months I 0 Days
Em | MANAGEMENT
‘T TRAINING PROVIDER ® EPA DETAILS
S MANAGEMENT Apprenticeship Start Date Apprenticeship End Date (expected)
— I 28/09/2021 = I 28/09/2022
13
‘ Pa | EPA © EPA Start Date (expected) Registration PO Number

| 20/09/2022

‘COMMUNICATION

‘ cn | HisTORY (O] Registration Invoice Mot yet specified EPA PO Number

EPA Invoice Not et specified
‘m | T ® | i'”e Manager Name Assessor / Tutor Name

PoTeTice Cooramator
[m
Has EPA Membership? O |
T
I — Please Select - v
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Funding Type
Employer funded = levy.
Government funded = non-levy.

‘ SETTING I ~ Flease Select — -
Sm | MANAGEMENT

P STANDARD INFORMATION

APPRENTICE
MANAGEMENT
ASSESSMENT TYPES LARS CODE PUBLISHED DATE
Add Apprentice
View/Edit Apprentices
EMPLOYER
Em | MANAGEMENT ® Apprenticeship Length
| 0 Months I 0 Days
TRAINING PROVIDER
MANAGEMENT
EPA DETAILS
£ ® Apprenticeship Start Date Apprenticeship End Date (expected)
Pa | EPA
I 28109/2021 = I 28/09/2022
7] COMMUNICATION EPA Start Date (expected) Registration PO Number
| [ ®
I 2910912022
— Registration Invoice Not yet specified EPA PO Number
‘ Re ‘ REPORTING O] EPA Invoice Not yet specified

Line Manager Name

Apprentice Coordinator

Assessor f Tutor Name

Line Manager Contact

Has EPA Membership? ()

unding Type

I ~ Please Select — v

— Flease Select —
ment Funded

REASONABLE ADJUSTMENTS uulcyerFunuen le

Are Reasonable Adjustments Required? (J

Reasonable Adjustments
I f the apprentice requires reason&bbhseondpluet Méeptst méentgk

E
MANAGEMENT ©
APPRENTICE
‘ Am | MANAGEMENT ® Apprenticeship Length
I 0 Months I 0 Days
Agd Apprentice
View/Edit Apprentices
EPA DETAILS
EMPLOYER ® Apprenticeship Start Date Apprenticeship End Date (expected)
MANAGEMENT I
28109/2021 ] I 28/09/2022
(7] TRAINING PROVIDER 0] EPA Start Date (expected) Registration PO Number
Pm | MANAGEMENT I
— 29/09/2022
rm Registration Invoice Not yet specified EPAPO Number
‘p. ‘ EPA © EPA Invoice Not yet specified —Flease Seleci—

Line Manager Name v . gmhe Tr s;ez;n Recsngmu‘JnRTe:'mn‘cgyT R
| i omputer Reader or Speech Recognition Technology Enablex
‘ COMMUNICATION @ Biingual Translation Dictionary (with exira time up to10%)

€n | HISTORY Transcriber

Apprentice Coordinator Modified Paper Request: Enlarged Paper
— Line Manager Con| - wodfied Paper Request Coloured Paper

Writing Softw
‘ Re ‘ REPORTING ® fiting Software

BSL Interpreter
Has EPA Membership? C) Rest Breaks

i Funding Type Reader or Computer Reader
Other (Please specify)
Extra Time: up to 100%
Extra Time: up to 50%
Modified Language Paper

REASONABLE ADJUSTMENTE Practical Assistant

I - Please Select

Reading Pen Technology

Are Reasonable Adjustments Required) Braille Papers and/or Tactile Diagrams

Exira Time: up to 25%

Paper based MCQ assessment -
REASONABLE ADJUSTMENTS EVIDENCE - Please Select - M ADD REASONABLE ADJUSTMENT @
REASONABLE ADJUSTMENT NAME EPAPROVIDER COMMENTS STATUS ACTIONS

Select the required reasonable adjustment from thedrop-d own menu, then click the green
box. Click the green 6evidenced box to upl oadEPAReasdmablec e f
Adjustments Policy which can be found on the EPA Resource Library.

Once all mandatory fi &Sladbsebare complete click 0

Apprentice details will now be either successfully saved or an error message will appear. If the error message is shown,
please review the information entered, edit and try to click save again.
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Apprentices that have been registered on SEPA can be tr.
under OApprentice Management 6.

" ‘ SETTING
Sm | MANAGEMENT
7 Dasnpoara
APPRENTICE
Am | MANAGEMENT
FILTER
Add Apprentice
View/Edit Apprentices Name
EMPLOYER
Employer
‘ Em ‘ MANAGEMENT © ey
‘T ‘ TRAINING PROVIDER Training Provider NCFE Test Centre
MANAGEMENT
E ©) Matched Assessor | - Please Select -
Pa | EPA
_ Standard
‘ COMMUNICATION o)
{€n | HisTORY
Apprentice Status | - Please Select —
‘."L‘ HEROEING O] PO No# or Invoice References
Custom Field Value
Expected EPA Start Date Between and
Show Inaciive?
APPRENTICES SEARCH. | RreFres
ULN NAME EPAEXP GATEWAY NO. OF DAYS IN STATUS LAST Is OVERALL CERTIFIED PROGRESS
START ACCEPTANCE ASSESSMENT UPDATED ACTIVE? ASSESSMENT ON DATE
DATE DATE DATE GRADE

Find your apprentices using the filter at the top of the page or you can search for apprentices on the right by typing
either their first or last name.

When you have apprentices that have completed their EPA, or if you have withdrawn an apprentice, they will go
dnactived If you need to find them for any reason you will needtomakesure you tick &éShow I nacti\

To select an apprentice just click on their record and this will open in a new tab along the top.
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Once a newly registered apprentice has been saved, 3 new sub-tabs will appear i Documents, Checklist and
Bookings/Re-s i t s . The apprenticeds documents are uploaded to

completed before going through Gateway, and you can keep track of the bookings for assessment components in the
final tab.

Checklist Tab

When | ooking to complete an apprenti cedapprherctkibm éhibsghy o u
O0View/ Edit Apprenticesd and once opened click on the 6Ch
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