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ALLIANCE AND THE ACE SYSTEM

ABOUT ACE

The Alliance of Sector Skills Councils is the Certifying Authority for England.

The following flow diagram gives details of the access and requirements:

Providers are directed to the system website at 
www.apprenticeships.org.uk/certificates that 
asks them to select SSC and fill in a form for 

access to ACE.

The form is then returned to the SSC.

The SSC loads ACE with Centre name and 
framework then issues password.

Password is held by the SSC.

Providers can now access the system and load 
candidates who require certification.

The Alliance represents, promotes and supports the work of the 21 Sector 

Skills Councils (SSCs) across the UK. Established in 2008, the Alliance is  

the collective voice of SSCs and works to position them within the UK  

skills system. 

Working in partnership with the UK Commission for Employment and Skills 

(UKCES) the Alliance shares the belief that the sectoral approach is the best 

way to create the conditions for increased investment in skills which will drive 

enterprise, create jobs and deliver sustainable economic growth. 

The Apprenticeship Certificates England (ACE) system is designed to allow 

access to training providers, managing agencies and apprentices who require 

Apprenticeship Completion certificates.

Apprentices, learning providers or employers who act on their behalf, will be 

able to request Apprenticeship certificates using the ACE online system. 

The Alliance will sit in the middle of a hub and spoke model where the SSCs 

and SBs will; 

•	 Receive requests for certificates from apprentices, learning providers or 

employers via the ACE online system.

•	 Issue Apprenticeship Certificates via the ACE online system, providing the 

requirements of the particular Apprenticeship framework have been met.  

The ACE system is designed to allow access to training providers, managing 

agencies and apprentices who require Apprenticeship Completion certificates. 

Not many individual apprentices will be requesting the completion certificate 

however the system will allow this.
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1. LOG IN

HOW TO:

Once you have filled in the Username and 

Password click on Login. Every time you 

log in you will be prompted to agree to the 

Terms and Conditions. 

Please be aware that the Username and 

Password are case sensitive. Keep all 

passwords in a safe place and do not  

reveal them to anyone.



2. HOW TO ADD
    USERS ONTO THE
    SYSTEM

HOW TO:

Click on the users tab at the top of the 

screen, within this page there are two sub 

tabs, View Users and Add Users. The View 

Users sub tab contains ACE Users and the 

last time that they were logged into this 

particular section. This is where you can 

delete users that are no longer valid.



3. HOW TO VIEW
USERS

HOW TO:

To view users click on the Users tab, this 

will open the View Users sub tab.

This page will show you the full name and 

user name of all users along with their 

Centre information, ID, their email address 

and when they last logged in.

Double click on a User to edit information.



4. HOW TO ADD
AN APPRENTICE

HOW TO:

Once you have clicked on the Apprentices 

tab you should then open the Add 

Apprentices sub tab which will open a form 

with another three yellow tabs, these are:

	 Basic Information

	 Employer details

	 Numbers

You should first fill out the Basic Information 

by using drop down menus and filling in 

blank spaces with text. Within the Other 

Details section of Basic Information there 

is a tick box to show if the apprentice has 

a disability.  Once this is filled out you 

should click Create Item before moving onto 

Employer details although you may find that 

some of these details may be hidden.



5. HOW TO ADD 
    FRAMEWORKS TO 
    AN APPRENTICE

HOW TO:

Once you have created the Apprentice  

you will automatically be sent back to the 

View Apprentices sub tab. Double click  

on the appropriate apprentice to update 

extra details.  

Click on Frameworks, fill in the appropriate 

information by using the drop down menus, 

once this has been completed click  

Update Item. 



6. HOW TO VIEW		
    APPRENTICES

HOW TO:

Click on the Apprentices tab, this will open 

up the View Apprentices sub tab. This 

contains the ability to search for certain 

apprentices, show deleted apprentices and 

also to print and export all files.

If you wish to edit an apprentice select the 

appropriate row and double click.



7. HOW TO UPLOAD 
    APPRENTICESHIP 
    EVIDENCE

HOW TO:

Once you have clicked on the Apprentices 

tab on the top of the screen you can then 

double click on your chosen apprentice to 

upload their certificate evidence, click on the 

final yellow sub tab Certification Evidence.

The evidence should be uploaded against 

the relevant document listed on the left.

Select Browse and locate the file you wish to 

add, once the file has been added to the box 

click Upload.

Once this is complete, click Update Item.



8. HOW TO REQUEST 
    CERTIFICATES

HOW TO:

On the main Apprentices tab, double click 

on the Apprentice you wish to edit and  

then select the yellow Status sub tab.

Under Apprentice Status Details, click  

on the drop down box and select  

Pending Certificate.

Click OK when prompted to confirm  

and then Update Item.



9. HOW TO SEARCH
FOR APPRENTICES  
AWAITING
CERTIFICATION

HOW TO:

The Awaiting Certification tab will have  

two numbers in brackets next to it which 

refers to the inbox and outbox within this  

tab and also how many apprentices are  

still awaiting certifications.

To search for a particular apprentice you  

can click on the magnifying glass which can 

be found on the footer of each mail box. 

Select how you would like to search by 

selecting one of the following options in the 

drop down menu:

	 NI Number

	 Forename

	 Surname

	 Updated	

	 Rejected

Enter your search query into the text box.



10. HOW TO EDIT  
      THE CENTRE
      INFORMATION

HOW TO:

Click on the Organisation Details which  

will open the Editing Centre sub tab, within 

this tab there are two separate yellow tabs:

	 Basic Information

	 Reports

You will land on the Basic Information 

page. All Centre information will have been 

inputted on first login. This information will 

stay the same for every user and can be 

updated by simply changing the appropriate 

section and clicking Update Item.



11. HOW TO OBTAIN      
      REPORTS

HOW TO:

Within Organisation Details, select the 

Reports tab.

Use the drop down menus to select  

the information you require and click  

Download Report.

This will create a CSV file.




