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WE STAND FOR AMBITION. 

Line Manager guide to 
completing an Eligibility Review 
in Aptem 
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1. Log into your Aptem Account - this will open on your dashboard.  

2. Click "Learners" and select an apprentice to complete the eligibility review for:  

  

 
 
 
3. Click on the selected learner 
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4. Click "Reviews" at the top of the page 
 

 
 
 

5. Click "View" for the eligibility review (this may be on page 2) 
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6.  Read all sections, down to 'The purpose of the apprenticeship and how it fits into your organisation' 

 
 
 

7. Click "The purpose of the apprenticeship and how it fits into your organisation" 
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8. Click the "Yes" or 'No' field as applicable in this section 
 

 
 
 

9. Click "Save" 
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10. Click "Save and Close" 
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