
Training Plans and Apprenticeship 
Agreements – Employer Guide
Prior to the start of the programme, all apprentices are issued 
with a Training Plan and Apprenticeship Agreement. These 
documents outline the three-way commitment between the 
University, Employer and Apprentice. Please note that it is an 
Education, Skills and Funding Agency requirement that this 
document must be signed.

You will receive an email from 
UoEapprenticeships@exeter.maytas.co.uk containing your 
username, password and a link to login to the document to sign. 

Please do check your spam/junk folders in case it has filtered 
into there.



Please complete the following steps:
1. Follow the reset password link provided in the email: enter new 
password and confirm, you will then be directed straight to the 
login page

2. Enter username and password. You will then see the following 
pop-up:



4. Select Run Data Form and you will then be taken to the 
Apprenticeship Agreement:

5. Change the Employer signature drop-down to YES:

3. If you are signing multiple documents, you will see the below 
pop-up. You must Confirm Multiple Forms to ON and Select All:



6. Hit Save and this stores the signature: 

7. Then select Submit:

8. You will then receive a pop-up:



9. Click OK and if you have another data form to complete, you 
will then see another pop-up:

10. You will then be taken to the Training Plan:



11. Please ensure to complete the drop down to confirm whether 
you would like your apprentice to complete the Level 2 
Functional Skills Maths and/or English:



12. Use the icons to navigate through the document: 

13. Click through the pages until you come to the final page, 
where you can sign and submit. Change the drop-down to YES:



14. Save and this will store the date-stamp:

15. You must then select Submit:



16. You will then receive a pop-up box, select OK:

17. If you have completed everything in full, you will receive the 
following pop-up:



18. Select Logout and you will receive a pop-up asking if you are 
sure you want to logout:

19. Select OK and you are automatically taken back to the login 
page:



20. If you log back in, you will receive a pop-up confirming there 
are no outstanding documents and directing you to logout



Troubleshooting/FAQs

I can’t see an email from Maytas in my inbox?
Please ensure you check your junk/spam to check the email 
hasn’t ended up there. If you are still unable to find the email, 

please get in touch with us 
https://www.exeter.ac.uk/students/infopoints/contact/#a11 

I am having issues logging into Maytas
Please make sure you are using your University email address 
to log in. If you are still having issues, try resetting your 
password using the ‘Forgotten password’ link. 

If this doesn't work, please get in touch with us 
https://www.exeter.ac.uk/students/infopoints/contact/#a11   
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