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WHAT IS APTEM EMPLOY?

As part of your registration with Sefton@Work you will have access to
our interactive client portal, called Aptem Employ.

This will enable you to receive digital support, as well as traditional face
to face support from your Adviser. The Aptem system contains several
useful functions, designed to help you on your journey into
employment.

Over the next few pages we'll explain how to sign into your free Aptem
account, including:

Activating your Account
Checking your Details
Creating your Signature

Completing the Full Registration

* You have the option to input all your details, including eligibility and background information to
help our staff select the most suitable programme for you. Try it and see how how intuitive the
system is.

o Alternatively, you may prefer for our friendly Support Team to input this on your behalf, during
either a video call, telephone call or an in-person visit to our office. Let us know which you would
prefer.

e Once the Full Registration details have been updated, our Support Team will carry out a quick
review and then make you an in-person appointment to meet your Adviser, to start your journey
into employment.
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STEP 1 - ACTIVATE YOUR ACCOUNT

As part of your registration with Sefton@Work you will have been sent
an email inviting you to join Aptem.

Open your email and follow the instructions to activate your account

Click ACTIVATE
ACCOUNT

This will open up
the Aptem
website on your
device's internet
browswer

The email also
contains contact
information for
Sefton@Work's
support team if
required

0151 934 2610 seftonatwork.net

Hi Ron

Welcome to Aptem! S

You have Been invlad by Gary Byme. Wa're axcibsd vou'ne hade and cart wail bo halp
el you stared

Betore you can login, you must activale yiw account

Meed a helping hand?

Gt up and running guickly with our
step-by-slep guides and how-10 anticles

-

Contact Customer Support
Contact SefongWerk's Cusismer Suppor Team

1 054 934 2840

B4 sefonamwork.iniosefion.govuk

;-.-.-.-.-.-ﬂﬁcgt--::-rk riet] [wwrw._seftonatwork. netjwwes.sefonatwori.net
o

'With best wishes
SefroendWork
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STEP 1 - ACTIVATE YOUR ACCOUNT

On the Activate Your Account screen you will be prompted to create a
Password.

Your password must:

e be a minimum of 10 characters in length

e contain a mix of letters and numbers

e contain both upper and lower case

- contain at least one special character (!@#$%~&*(),.?":{}|<>)

aptem.

Activate your account.

Pleass chiooss o Logn ond password
il il e

ronveFTEMTESToutlock com

Once you have
created your
password click
REGISTER

gning in to ous ogree bo our Terms & Comditions ond Privaoy

Need help signing in? ¢, 020 7670 1000
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STEP 2 - PERSONAL DETAILS

You will be taken to the REGISTRATION WIZARD, where you can check
your Personal Details.

Check that any details entered by Sefton@Work are correct
e Select your title from the drop down box
 Enter any missing information, such as mobile number

S 0N TRATION WALARD
Address Leokup About You
a ey Twis
T e
Bt s o
il N
trekiren

Click NEXT when complete
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STEP 3 - CREATING YOUR SIGNATURE

You will be taken to the SIGNATURE page, where you can now input
your electronic signature.

You will have two options to insert your electronic signature, and it is your choice
which you prefer to use
e Whatever choice you select will become your signature* on Aptem for your entire
journey with Sefton@Work *During your first face-to-face meeting with your

Adviser you will be asked to sign a signature
mandate form confirming your digital signature

REQIETRATION WITARD
o ) Acosenl Aetheaiion Elsctrenic signature declaration agresment
.-.l\.r e o B plattorm i e o owr b and spndiSong aned prwaoy poloy, @ oy -dao B et e conditiom o e orgoreation Tl bon proviaded gow e ooemn ta T plaftorm e sroile you o oond e ogreement Brough sne of o siecirone
n S_ﬁﬂ..l._._‘ p; w
&=
Option 1 - DRAW Option 2 - CHOOSE
If you click the Draw If you click the Choose
button you can use your button you can select one
mouse etc. to of four styles of
electronically sign your "signature" for your
name signature on Aptem

{ =]

A

£ Drow | Choose

B A
._.-\,_l-'---IL":_

% ‘ “ “S\ﬂ Clear

Once you have created your signature click NEXT
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COMPLETING YOUR FULL REGISTRATION

The following pages show you how to complete your full Registration
details, including uploading any eligibility documents.

If you are unsure of completing this section please contact our Support
Team on 0151 934 2610. They will arrange a video or telephone
appointment to obtain this information and complete your registration
before arranging your face to face appointment with your Adviser.

There are 15 simple sections to complete, and the system will guide you through
the process

1. Participant Unique Number
This is for Sefton@Work to complete, so please leave blank and click the
NEXT button

1. Participants Unique Number (office use only)

Porbeaparits Liregs MNumibed | olfece
Wl |

2. Welcome to Sefton@Work
Please take the time to read through the welcome statement before clicking
NEXT

A
Sefton@work ///

WOTKING 0T Yoy 1o
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COMPLETING YOUR FULL REGISTRATION

3. Participant Details
Please complete your full details

3. Participants Details
Tuisn L%
Forerarw (1 Fer.
Saurraams tsrde,
Sareter Lhdn
et Frpgrarie Mo ARG
Dicte of Bt 3
Curreed Lep
e e e
LA v g
Bl addrma o P TERATE S TiRon. 0k com
Faal P, Bulackn] P Fict 1 Weliorol s
Shreed b ared Sreed Sy 80 Shonias Bimad
T o
oty L
Pl et |
o ] g i o o™ A 00 Wb

Click NEXT when complete
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COMPLETING YOUR FULL REGISTRATION

4. Eligibility to Work
Please select your answer from the drop down list

4, Eligibility to Work in the UK

In order lo regisher with Seften®work
you must be eligible bo work in Ehe UK |
Plesase select your curment slobus:

LE Mabona

EL oty writh ELISS ‘ Mad —3
EL Citinen owaiting ELISS

e Mationality with Perrmisseon to W

Click NEXT when complete

5. Your Current Situation

Please let us know about your current employment situation by selecting your answers
from the drop down lists

Fieur Curen Situation

Aare igou curmentlly in eenploymment? Vs Mo

f'mlp..l;-lwmmwu"ndr#e dny i ysor 3

How loregy have you been conlinuously

wresmployed? "

1o ane i receipk of any bendils
plense select

Arw e currently on oncther E5F

funded progromme? Y Mo
e ) currently engaged n Yo Mo
wedueation of braiming :

Click NEXT when complete
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COMPLETING YOUR FULL REGISTRATION

6. Skills & Qualifications

Telling us a little about your Skills & Qualifications will help us to search for suitable

opportunities for you

6. Skills and Qualifications

Hre i hapgy 1o preds u with

it om e tiolis ond () Yeu Ha

ualification:

Erglash | Enbry biresll or cben xi:' Yoz Me

Platris selac] birenl ockerved Livwsd 2 "
Mistharratecs | Ealng Livel o abesvm ':i‘:. "pg b

Pleons pelact g Leesl L 1 -
D g el i SO, [ Eglielbs Bor

Spachers of Dotk Languiccs | Yo kl_':. Ma

T e

D oy e vy cher quoliisoliaons 7 M."'. Yoz ke

Plicria privewis Spbal 5 Fare

Wiz Crem Cerifoots

Click NEXT when complete

7. Housing Status

Telling us a little about your household will let us know if you are facing any
additional barriers in your search for employment, for example, if you are at risk of

becoming homeless.
/. Housing Status

Arn s Fappy b andwet queishione

obok e copment o slobe® = Vs Ho

Do g bt o 8 piibsbini Bt ol

whare robocky nciuding yeareed is es -
L o]

Lo o FolFk (g terediart Cheideen M .
i your bl Bousshol 7 '

Wil s i riben e owssabeld

0 o7 gl ikt Pl et Fig "

dipanelal cidldeenT

A s Pslest o o e of
besarang homales 7

Click NEXT when complete
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COMPLETING YOUR FULL REGISTRATION

8. I.D.

We are required to take copies of your I.D. to prove you have the right to live and work
in the UK and confirm your current status. You can use this page to upload a copy of
your documents.

Upload your evidence by pressing select file against the relevant section.

o If you are unable to upload your documents please speak to our Support
Team on 0151 934 2610 who will offer advice and explore alternative ways
to provide your I.D. evidence

8. 1D

Whiy we nead bo ses Lows
.

—
il part of our funcing requsements we ane regured to ke oopies of your | o prose that you hawee the right i e ond work in the
K, &l el il Sursert Shs Thaele SEes srdis o Pl 2 Sscry e B thel edenl 2 o el By o 90500 S LSS R
e 2] "'\"E'....".".'\l': ey Heniaog whech waoe et o g in o -':"::l"'*‘"\ll =N ) '\III‘.".'.' e g OF (e
iy Dl e Sy O SOEHERG T regElnaticr pritds ond e pren! Tamn W R (i b AN Fcee
rifgaTrokion

Evidence of Right to Work
in the UK

S LK Frsapedn o LI Birth Cedtifierste, B Feesiport ana B Settiernend Siots | both seguines |, MHor=S1) Fosspen ol L

Smamemin, PRI | Bor neg.ed

Lol ool ooy Fesra Tt Pl o el T
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evidence of Benefit, which
con also provide evidence
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B Urvescial Crddl siatecrecd poce: showing iame, st and payrment, J5A fetted, E55 [stted, FIF [t
Planztas s Bara Saluct flls Cirop Siaa haow b uplood

Evidence of oddress. if not
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evidence above

i Dirsiry Licercs. LEE BT Hees Boars 3 rronthue i el sttnr (Fds; Ratar

Liplosad Bare placse Lt Pl o 4 Lt rea

i= fiack
Click NEXT when complete
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COMPLETING YOUR FULL REGISTRATION

9. Helping us to understand your needs better
Please take the time to read through the statement before clicking NEXT

9. Helping us to understand your needs better

Inorder fior ws o borlor your poumey inbo work i would be usehul § you could provids us with some addibonol mformiotion anound ony bormers whach may be preventing you from

finding emplogment. Just bck those thet opply
o

10. Disability/Health Condition

Telling us know about any disabilities or health conditions you have will help us
find a suitable opportunities for you - if you answer YES to these questions a text
box will appear for you to provide more details

10. Disability/Health Condition

A it Py o bl st el e -
currart hacith ond well -being () s =

[ you conzade: yauriel! fa howe o
subsiontsl or long ferm Tz () Mo
sl b ey ek IPatnlty

Do Yo considier yourseld 8o hove o
sl o |ong termn health Ter (W) Ma
canditon T

D i eanasdier yoorseld 82 have
divabdity health condition thot limds Ter () Mo

yasr bality bewenrk
Met —3
Click NEXT when complete m
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COMPLETING YOUR FULL REGISTRATION

11. Ethnicity
Please let us know about your ethnicity

11. Ethnicity
] ww‘&dﬂ-{fhlﬂi wlkves =
Bk A (m) Yes Mo
E';"““ ik ot aliwiacily from e Whwte Envglazh Vilsh,/ Scoktish, Marthem Irigh Bokish . |
W l,#.:'-ﬂhh:lh,ll:-l'tﬂ dwloilnd ok Whibs English el sk, Teattik, Torbham Irish, British
plecia specify .
Crgmag bk Troreslier o Foma

Mt
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‘Whitw ondl Brock Cioribbaan

Wit o Black Afdamn

Click NEXT when complete

12. Equalities Form

We would be grateful if you would complete the Equality Form to ensure that the
service we provide remains fully inclusive, however if you do not wish to answer
these questions please select Prefer Not to Say

12 Equalities Form

Halping Lis to Make Things
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Click NEXT when complete
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COMPLETING YOUR FULL REGISTRATION

13. Additional Information
Please let us know any additional information that may be acting as a barrier
to you finding work

13. Additional Information

Lo T el T ()
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Click NEXT when complete m m
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COMPLETING YOUR FULL REGISTRATION

14. Contact Consent
Due to GDPR Legislation we are required to gain your explicit consent to
contact you for specific purposes so please complete this page.

14, Contoct Consent
Corfoct Corsent Form

A § ey B e e e
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Click NEXT when complete

15. Documents to Read
Clicking on the links will open the relevant documents. Please tick to say
you have read them.

15. Documents to read
"o g £ T e 2 1 U e e e v S el 12 ehorm g of i repest e Pl pad e o i o o bt ey

Saflonitierk Prvacy fstenent 8130 21 gocs

T e ————

il gre) Restried Ay ol

B 1howe read ord arcesiood e docurent
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Congratulations, you have now successfully completed your
Registration with Sefton@Work. Our Support Team will review your
information and contact you to arrange an appointment with your
Aduviser.
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