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Introduction 
 

Congratulations on purchasing the ACE360 Scheduling and booking tool. This tool has been developed while working with industry experts, End-Point Assessment 

Organisations and providers, large and small over the past 6-12 months. Through our exploration with our working groups we have uncovered the best practice 

within industry for booking and scheduling, learning from what works well and what doesn’t, providing you with a streamlined solution to save time and money.   

 

The following guide provides you, the EPAO admin team, with some hints and tips to get the 

most from the tool. We have created two additional guides to support your providers, and your 

assessors.  

The following guide goes through the following sections. 

 Setting up your account (page 5 – 9) 

 Create a booking request (page 10 - 15) 

 Review your booking (page 16) 

 Assign you assessors (page 18 – 19) 

 Cancel a booking (page 24 – 25) 

 Confirm your bookings (page 26 – 28) 

 Tracking attendance (page 28) 

 Additional features such as; (page 30-34) 

o Dashboards 

o Search and Filter 

o Online Calendar URL 

We look forward to supporting you and your customers in the use of the tool, and 

if there is anything we can assist with, please do not hesitate to contact us.  

 

The ACE360 Team 

  

https://staging.ace360.org/#/
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Setting up - Logging into ACE360 
 To log into ACE360 visit https://my.ace360.org/#/ 

o Enter your ACE360 username (email) and password 

o Click Sign in 

NB: See main user guides on how to setup your account 

 After logging in you will be presented with your main Dashboard (  ).  

Setting up - Organisational availability 
Once you have logged into ACE360, as a super admin or admin, you will have 

responsibility of setting and maintaining your organisational availability. These 

settings will determine when assessments can be requested by your providers. 

Keeping this information up to date and managed on a regular basis is essential to 

ensure your use of the system is effective.  

To set and update your organisational availability, click ‘General Settings’ > 

‘Organisational Availability’. In this tab, you will be able to update the following. 

 Organisational Availability by day of the week – to select the days that 
your organisation are available to conduct EPA, highlight the appropriate 
days of the week. The week starts on Sunday (S) and ends on Saturday (S). 
A handy tooltip is displayed when you hover over the day of the week to 
show available/not available and the day.  

 Organisational Availability by date range – the date pickers allows you to 
select the range of availability of the organisation. You can release a period 
of time e.g. two weeks, one month or you can have your organisation as all 
dates available. 

NB: Bookings can only be requested on the dates within the date range.   

NB: Organisational availability needs to be set up before 
bookings can be requested. 

https://my.ace360.org/#/
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Setting up – Communicating with Assessors 
To use the tool to its full potential there are a few steps required by your Assessors or Senior Assessors (For this guide we will call them all Assessors).  

There are a few checks to ensure the bookings can be allocated correctly to your assessors.  

1. ASSESSOR ACCESS – Ensure your assessors have access and have set up their ACE360 account. 

2. STANDARD(s) – Ensure the standard of the apprentice(s) you want to assign are assigned to your Assessor. See the main guide on allocating standards to users. 

3. ASSESSOR AVAILABILITY – Ensure your assessors have added their availability in their general settings. See Assessor user guide on Assessor Availability. 

4. SELECTED REGIONS – Ensure your assessors have selected the regions which they are available to assess face to face assessments. See Assessor user guide on Selected 
Regions. 

It is important that your assessors keep this information up to date as this will limit delays, cancelled or rejected bookings.  Unless this information is up to date an 
assessor may appear as unavailable when they are in fact available 

1. Setting up – Assessor Access 
If you would like an assessor to accept/reject a booking, sign off 
conflict of interest, view booking details and complete apprentice 
attendance. They will need to have set up their ACE360 account. Users 
can be invited in ‘General Settings’ > ‘Users’ on ACE360.  Our main user 
guide and support team will be able to offer additional support if 
required. 

2. Setting up – Standard(s) 
The main ACE360 user guide explains about allocating standards to 
users. For the tool to be able to understand which apprentices and 
bookings can be allocated to the assessor(s). The Super 
Admin/Admin needs to ensure the Standards, pathways and versions 
are assigned to the assessor. This can be completed in the user 
profile of the assessor in ‘General Settings’ > Users.  
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3. Setting up – Assessor Availability 
To help minimise admin and to speed up the booking process, your assessors can update 
their availability. They may only work 4 days a week or may require at least 2 weeks 
notice. It is important to communicate with your assessors that the responsibility of 
maintaining their availability is with them, and they may miss out on bookings if this is 
not kept up to date. Assessors can select all days and leave the date open ended, but 
this may lead to delays and increased rejections of booking requests. It is important to 
emphasise the importance of keeping their availability up to date.  

Detail on how to update the Assessor Availability is available in the Assessor Booking 
Tool Guide. 

 

4. Setting up - Selected Regions 
ACE360 Booking Tool has clever algorithms to allocate face-to-face 
bookings based on their regional availability in England and Wales. 

Once a booking request is created and a postcode is entered into the 
venue, ACE360 searches for an Assessor in that region. These assessors 
are then displayed in the ‘Choose Assessor(s)’ section.  

It is important that your Assessors choose all the regions that they are 
able to cover.  

NOTE: the regions are sorted alphabetically in England, 
then alphabetically in Wales. The search function will 
help find your region easily. 
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Setting up – Your providers and employer providers 

Congratulations, as you have now activated your ACE360 
Booking tool, your providers will have automatic access to 
start requesting assessments with you. These can be to 
request online or face-to-face assessments for one or more 
of the EPA components on ACE360.  

You may wish to think about adding supporting 
documents/guidance to the ACE360 knowledge-base to 
inform your providers of your processes.  

There is a specific Booking tool Guide for training providers 
and the team at ACE360 can support you in providing training 
for your customers.  

These steps will help to reduce admin of the EPA process, 
communicate and improve the overall EPA experience. 

 

 

You are now ready to start accepting booking requests. 
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Logging into ACE360 
 To log into ACE360 visit https://my.ace360.org/#/ 

o Enter your ACE360 username (email) and password 

o Click Sign in 

NB: See main user guides on how to setup your account 

 After logging in you will be presented with your main Dashboard (  ).  

 To access the booking tool, click on the Booking Tool (  ) on the blue navigation bar on 
the left hand side of ACE360.  

 Once you have selected the Booking Tool tab, you will be presented with your Bookings 
Dashboard, and all bookings tabs. These features are explained in the additional features 
section at the end of the document. 

 

 

 

 

 DASHBOARD – this view gives each user an instant overview of the booking status of all bookings, within ACE360, that 
they have been assigned access to.  

 ALL BOOKINGS – from here you will be able to get calendar URL, view or filter current or previous bookings, create 
new or edit and cancel existing bookings. 

NB: Super Admins, Admins will be able to see bookings for all apprentices. Assessors and Senior Assessors will only 
be able to see bookings for apprentices that are visible in their account.  

NB: The scheduling and booking tool is an add-on to the core ACE360 system. EPAOs need to subscribe to access and 
use the tool. You will only be able to book apprentices with EPAOs that have subscribed to the booking tool. 

https://my.ace360.org/#/
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Create a Booking Request 
It is expected and encouraged that most bookings will be created by your providers. 
This should help reduce admin, unnecessary delays, reduce cancellations and reduce 
the unnecessary additional communications between EPAOs and providers. The 
provider, working with employer and apprentice should be able to review your 
organisation availability and create a booking request. A guide is available to support 
them in using the Booking Tool. It has also been designed to allow the EPAO Super 
Admin, Admin users to create bookings within the ACE360 Booking tool. This will 
enable you to take bookings while with the customer or over the phone. 

The following steps will allow you to create a booking. 

 Click on Create a booking within the All bookings tab.  

 There are five stages in create a new booking request. 

1. SELECT AN APPRENTICE (Select the first apprentice for this booking) 

2. SELECT COMPONENTS 

3. BOOKING DETAILS 

4. ADDITIONAL APPRENTICES 

5. BOOKING VENUE 

Each stage is explained in the following sections. Use the action buttons (NEXT, SUBMIT) to move to the next 
stage, and BACK to return to a previous stage.  

You will need to CANCEL or Abandon the booking request process if you wish to make 
changes to stage 1 or Stage 2. 

Click the CANCEL button or the back arrow, then select YES to abandon your booking request. 

NOTE: As the booking tool is an optional add on to the FREE ACE360 system, 
your providers will only be able to use the Booking Tool. If you would like to 
enable the Booking Tool, please contact your ACE360 account manager.  
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1. Create a booking request - SELECT AN APPRENTICE (Select the first apprentice for this booking) 
To start the booking request, select the first apprentice for the booking. ACE360 will filter 
future apprentices based on your selection. 

 STANDARD – Apprentices on the same standard can be added to the same 

booking request. 

 EPAO or PROVIDER – Apprentices with the same EPAO or Provider can be 
added to the same booking request. 

 COMPONENT (Stage 2) – Apprentices with the same components required 
for EPA, on the same standard can be added to the same booking request. 
The components must not have been completed on a previous booking for 
this apprentice, or selected in a future pending/confirmed booking.  

 STATUS OF APPRENTICE – The apprentice must be in the following status in ACE360 
(Approved for EPA or EPA in Progress) 

 PREVIOUS/FUTURE BOOKINGS – The apprentice must not be on a previous/future 
booking for the components you wish to select at stage 2. 

 The Search bar can be used to find apprentices’ by First name, Surname. 

 10 apprentices are shown on each page, there may be additional records 

displayed on additional pages. Click next page (  ), last page (  ), previous 

page (  ), first page (   ) to move between pages. 

 Click on the first apprentice for this booking. 

 Click ‘NEXT’ to move to Stage 2 – SELECT COMPONENTS 
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2. Create a booking request - SELECT COMPONENTS  
Stage two of the creating a booking request is to select the 

COMPONENTS. The components available are the same as shown 

within the Standards Database for this Standard. More information 

about the Standards Database can be found in the main user guides. 

 All the components from the Assessment Plan and the ACE360 
Standards Database will appear in the EPA Component Section, 
available for selection.  

 If the component is available for selection, it will be white in colour, 
with blue bold writing. 

 If the component is not available for selection, it will appear locked 

( ). 

 Select the component that you would like to request an assessment 
for. They will highlight blue when selected. You will need to select 
one or more components for each booking. 

 Click next to move to Stage 3 – BOOKING DETAILS 
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3. Create a booking request – BOOKING DETAILS  
Stage 3 of the creating a booking request is add details to 

your booking request. The information in this section is 

shared with the apprentice in the confirmation email. 

Details in this section can be edited until the booking has 

taken place. 

NOTE: The following information is optional, but 
adding detail may improve the EPA process and 
limit delays in the booking process.  

 The following details are requested. 

 Equipment Required (free text box) 

 Dress Code (free text box) 

 Personal Protective Equipment (PPE) (free text box) 

 Additional Notes (free text box) 

 EPAO Invigilator Required (Selection Yes/No) 

 

 Click next to move to Stage 4 – ADDITIONAL APPRENTICES 
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4. Create a booking request – ADDITIONAL APPRENTICES  
Stage 4 of the creating a booking request is add more apprentices to 
your booking request. ACE360 only allows apprentices on the same 
standard, with the same provider and the same components available to 
book.  

 The two search bars can be used to find apprentices’ by First name, 
Surname. There is a search bar for apprentices on the booking, and for 
all your apprentice available for this booking request. 

 You can add apprentices to the booking by pressing (  ). 

 You can remove an apprentice from the booking by clicking (  ). 

NOTE: The first apprentice cannot be removed from the booking 
and is highlighted in grey. To remove this apprentice, abandon the 
booking and start again. 

 Click back to edit the BOOKING DETAILS or click Next to move to Stage 
five – BOOKING VENUE 

 

 

 

 

NOTE: Later in the guide, we discuss editing a booking. During the pending 
stages of a booking, additional apprentices can be added to the booking. If 
the provider adds additional apprentices, then the booking status will be 
EPAO Action Required. This will allow you to review the booking, the 
apprentices and if required allocate additional Assessors to the booking. 

  

NOTE: Information from the apprentice’s profile about learning support will be 
displayed to help when adding apprentices to your booking request. Our main user 
guides provide information on requesting a reasonable adjustment with your EPAO. 
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5. Create a booking request – BOOKING VENUE  
Stage five and the final stage of the creating a booking request is to 
request a date for EPA, select and online or face-to-face assessment 
and if applicable select the venue.  

 Use the date picker to select a suitable Assessment Date. The availability is based on the 
EPAO Organisational Availability. 

 

  

 

 

 

 

 NOTE: If the date you are looking for is not available, please check your organisation 
availability. 

 NOTE: Once your booking is confirmed, this will confirm the requested date. 

 Use the selection tool, to select an online or in-person Assessment type for this booking 
request. 

 If you have selected an In-Person assessment type. You can now enter the address for the 
requested Assessment. Use the drop-down to select from the Provider, Employer or EPAO 
address. Alternatively select other to enter a new address using the Postcode look up tool. 

 Enter your postcode, click Look-Up Address, select your address from the drop-down list. 
The Street address, city will be automatically populated. 

 You can add additional information to the Street Address & City if required. 

 Once all the fields are complete, you can click submit, confirm and send request. 
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Review your booking 
Now you have received a booking or created the booking yourself, you can review your booking 
within the All bookings tab. This will allow you to progress the booking and check assessor 
availability and allocate assessors.

Bookings are sorted in the order they were created. The most recent on at the end.

Click onto the booking to access the booking details from your booking request. 

 BOOKING DETAILS (Stage 2) 

 BOOKING VENUE (Stage 5)  

 COMPONENTS (Stage 2) 

 APPRENTICES (Stage 4) 

 ASSESSORS (ADD LINK) 

 

  

NOTE: New bookings will have pending status, you can filter bookings 
by a date range when they reach this status. For example, a search 
may be pending bookings since yesterday’s date. Your filters are 
remembered so you may need to clear the filters or apply new filters 
to find the booking. 
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Manage Booking 
While a booking is in Pending, or confirmed status, you can click Manage Booking. This will 
allow you to EDIT BOOKING or CANCEL BOOKING, add ASSESSOR ASSIGNMENT or RESET 
TIME (Reset Time only available when an assessor is allocated to the booking.) 

 ASSESSOR ASSIGNMENT – This allows you to allocate and check availability of your 
assessors for this booking. 

o CANCEL BOOKING – This allows you to cancel this booking. 

o RESET TIME – This function allows a user to reset the chosen time, and 
remove all assessors from the booking.  

 EDIT BOOKING – This allows you to edit the Requested Assessment Date, the 
information from Create a booking request – BOOKING DETAILS. (ADD LINK) and 
amend the information from Create a booking request – ADDITIONAL APPRENTICES 
(ADD LINK). During the Pending Booking status you can remove any apprentices 
from the booking, or add new apprentices who meet the Standard, Components, 
Apprentice Status requirements set out earlier in the guide. 

These options are explained in the following sections 

 Assessor Assignment 

 Cancel Booking 

 Reset Time 

 Edit Booking  
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Manage Booking - Assessor Assignment 
Once a booking is requested, you are able to review the booking an assign your assessors or senior 

assessors to the booking. NB. For this guide we will call them all assessors. Click on the All Bookings Tab, 

select the booking you wish to review and allocate to your assessors.  

Click manage booking and select Assessor Assignment.  

 

NB: There are a few checks to ensure the bookings can be allocated correctly to your assessors. 

o STANDARD/S – Ensure the standard of the apprentice/s you want to assign are 
assigned to your Assessor. See the main guide on allocating standards to users. 

o ASSESSOR AVAILABILITY – Ensure your assessors have added their availability in 
their general settings. See Assessor user guide on Assessor Availability. 

o SELECTED REGIONS – Ensure your assessors have selected the regions for the 
postcode of the booking. See Assessor user guide on Selected Regions. 

NB: If your assessors do not appear in the Choose Assessor/s box, ensure all three above 
criteria are met. 

 Once you select Assessor Assignment, a calendar view of the Assessment date will open.  

 Click the start time, and click the end time on the calendar, a blue section will highlight the 
assessment period. 

 Click ‘Clear Selected’ to clear the times selected and to choose a new start and end time. 

 The available/unavailable assessors will appear on the right hand side of the page. If the 
assessor does not appear, please check the above criteria are met. 

 Assessors who have already been assigned to the record will show as pending. 

 The Search bar can be used to find assessors by First name or Surname. 

 Select the assessor you would like to allocate the booking to by checking the box ( ) 

 After selecting the assessor/s click save to send the requests to your assessor/s. 

 Cancel will return you to booking details. 
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Manage Booking - Assessor Assignment (continued)  
Congratulations, now you have assigned the bookings to your Assessor(s), they need to accept your request. If they are using the ‘Calendar URL’, this 
will create a pending booking for the date requested. They may use an external email application like Google to notify them of the new bookings.   

You can use the Assessor Assignment Status search functionality to track progress of your bookings and whether or not an Assessor(s) have accepted 
them.  

 

Additional Features - Assessor Assignment Status 
Bookings which are assigned to assessors can be filtered by the Assessor Assignment status. 
Filters are explained in our additional feature section, and will help manage your bookings on a 
day to day basis. Bookings can be filtered by Assignment status in All bookings. See later 
information in this guide. 

 PENDING – Booking is waiting to be accepted by Assessor(s) 

 ACCEPTED – Booking has been accepted by Assessor(s), can be confirmed with 
provider. 

 REJECTED – Booking has been rejected by Assessor, assessor can be removed 
and booking reallocated to another assessor, edited or cancelled. 

 A date picker is available to search for bookings that have been ACCEPTED, REJECTED or 
PENDING Assessor Assignment. For example, you may to see which bookings have been 
accepted by assessors today. 
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Final review of booking – add/remove assessors 
Once you have allocated your assessors, reviewed the information in the booking 

and your assessors have accepted/rejected the booking, you can now add or 

remove assessors to your booking. 

More information about finding bookings by assessor assignment status can be 

found here. 

Click on the booking request, click on the Assessors Tab to see which assessors have 

been allocated to the booking.  

 

 

 

 

Within this section you will be able to see the Assignment status of the booking. 

You can see the response of the assessor to the booking.  

 PENDING: ( ) – The booking is allocated to the assessor and waiting for a response 
from the assessor. 

 ACCEPTED: ( ) The booking has been accepted by the assessor and they have 
confirmed there is no conflict of interest with employer, provider and apprentice.  

 REJECTED: ( ) The booking has been rejected by the assessor. The assessor no 
longer has visibility of the booking, click on the red X to view the reason for the 
rejection. 

REMOVE ASSESSOR – if the assignment status is pending or accepted, the assessor 

can be removed by clicking the ‘REMOVE ASSESSOR’ button. 

RESET TIME (ADD LINK) will also remove all 

assessors and reset the time of the booking. 

Once reviewed and cleaned up, you will be able 

to confirm the booking (ADD LINK).  

ASSESSOR DECLARATION: CONFLICT OF INTEREST 

NB: When an assessor accepts the booking, they agree the following 
statements. 
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Manage Booking – Edit Booking - Booking Pending Status 
Once a booking is submitted and while you are assigning assessors, you can add/remove information from 
the notes fields. The information stored in the Booking Details is included in the Apprentice Confirmation 
email.  

NB: Ensure the details you want included in the confirmation are 
added to the booking details before clicking confirm booking. 

The following information can be edited; 

 REQUESTED ASSESSMENT DATE - Date picker based on organisation Availability. 

 EQUIPMENT REQUIRED – Free text box to detail requirements for the 
Assessment   

 DRESS CODE – Free text box and may be guidance for the Assessor or 
apprentice, feedback has shown that some apprentices feel intimated if 
assessed in formal attire. 

 PERSONAL PROTECTIVE EQUIPMENT (PPE) – Free text box to describe any site 
or assessment requirements like a hard-hat and HI-VIS vest. 

 ADDITIONAL NOTES – Free text box for additional notes, who to contact when on site, what 
to expect for assessment, online booking link or link to virtual meeting details. 

 EPAO INVIGILATOR REQUIRED (YES/NO) – Selection tool if an invigilator is to be provided by 
EPAO. 

Click ‘NEXT’ to review and amend the information from Create a booking request – ADDITIONAL 

APPRENTICES (ADD LINK). Here you can remove any apprentices from the booking, or add new 

apprentices who meet the Standard, Components, Status availability. 

NB: When the number of apprentices are edited on the booking (increase or decrease). The booking status will 
change to EPAO action required. This allows you to review the booking and allocate or remove assessors. Reset time 
or confirming the booking will change the status back to pending or confirmed respectively.  

NOTE: To 
edit venue, 
component 
or 
assessment 
type 
(online/face 
to face). You 
will need to 
cancel and 
create a new 
booking. 
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Manage Booking - Edit Booking - Booking Confirmed Status 
The booking details can still be amended whilst the booking is in confirmed state. 

Remember the apprentice will not receive an update of the booking details, both 

provider and assessors will be able to see the amended details within the booking. 

 

The following information can be edited; 

 EQUIPMENT REQUIRED – Free text box to detail requirements for the 
Assessment   

 DRESS CODE – Free text box and may be guidance for the Assessor or apprentice 

 PERSONAL PROTECTIVE EQUIPMENT (PPE) – Free text box to describe any site 
or assessment requirements like a hard-hat and HI-VIS vest. 

 ADDITIONAL NOTES – Free text box for additional notes, who to contact when on site, what 
to expect for assessment, online booking link or link to virtual meeting details. 

 EPAO INVIGILATOR REQUIRED (YES/NO) – Selection tool if an invigilator is to be provided by 
EPAO. 

The confirmed ASSESSMENT DATE and TIME is locked for editing.  

Click ‘NEXT’ to view the apprentices. The apprentices on the booking are locked for editing. 

Click ‘SUBMIT’ to save your edits. 

NB. To change date, time or apprentices on a confirmed booking. You will need to cancel and rebook 
the apprentices onto a new booking.  

NB. Any edits while the booking is in confirmed status, will not be communicated to the apprentice.  
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Manage Booking – Reset Time 
The reset time functionality is used to reset the booking allocations and time of a booking. It may be that an 
assessor you have selected is not available at the time of the booking and you need to allocate a new assessor 
to a different time. Click ‘RESET TIME´ to remove all the assessors and remove the time on the booking. This 
feature is only available on PENDING BOOKINGS when assessors are allocated to the booking. 

Click ‘RESET BOOKING TIME’ to confirm that you would like to detach all assessors and reset the booking 
time. 

 

 

 

 

 

 

 

 

Now you have reset the booking, you can allocate assessors and select a new time. More information can be 
found here. 

  

TIP: When ‘RESET TIME’ is clicked 
on a booking and the assessor had 
previously accepted the booking, 
good practice is to view the 
apprentice profile and remove the 
assessor from the record. 
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Manage Booking - Cancel booking 
There may be occasions when you need to cancel a booking. Click onto the booking 
you would like to cancel to review the booking details. Within the booking, click 
Manage Booking, and select Cancel booking. 

 

A dialogue box will allow you to enter a cancellation reason.  

 

Use the diagonal lines to stretch the size of the box showing the cancellation request. 

 

Once you have entered your cancellation reason, click ‘cancel booking’ to cancel the 
booking.  

Click ‘Cancel’ to abandon your cancellation request. 

The booking Status will now appear as Cancelled. The filters by Booking Status and 
the date picker, will help find cancelled bookings easily. 

 

 

 

The Booking Cancellation reason will be displayed within the 
Booking Details.  

NB. Your provider will be able to see the cancellation reason, and the booking will 

appear as cancelled in your dashboard.  

  

TIP: When you cancel a booking or 
remove an assessor from a booking, 
good practice is to view the 
apprentice profile and remove the 
assessor from the record. 
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Manage Booking - Cancel booking (continued) - Cancellation request 
If your provider would like to cancel a booking, they are able to raise a cancellation request of a booking 
that is pending or confirmed. The booking will move to ‘Cancellation Requested’ status.  The reason 

for the cancellation will be stored within the Booking Details. 

 

 

 

 

 

 

Once a cancellation has been requested by the provider, you can review the booking, the reason and 
click manage booking to confirm the cancellation. This step is the same as Cancel a booking explained 
earlier (ADD LINK). 

A dialogue box will appear and you can add cancellation notes as an EPAO. Click Cancel to abandon 
your notes or cancel booking to save notes and confirm the cancellation of the booking. 

The cancellation notes from the provider and the EPAO are displaying in the Booking Details. 

 

 

 

 

 

NB: The apprentice/apprentices cannot be added to another booking for the same 

component/components until the EPAO has accepted the cancellation.  
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Manage Booking – Confirm Booking 
Congratulations, the booking has been checked, your assessors have accepted and you are ready 

to send the confirmation to the provider and an email confirmation to the apprentice. 

Use the search and filter functionality to search for bookings that are still waiting to be accepted, 

that have been accepted and for the bookings that have been rejected by your assessors. 

While in the booking, click ‘MANAGE BOOKING’ and then ’CONFIRM’.  

NB: Ensure the details you want included in the confirmation email are added to the 
booking details before clicking confirm booking. 

This will trigger an automatic email to the apprentice confirming the booking and 

changed the status of the booking on the training providers dashboard.  

 

Apprentice Confirmation Email 
As soon as the booking is confirmed, ACE360 will send a confirmation email to the 

apprentice email within the Apprentice profile. This has been provided by your 

training providers. 

The email will contain all the relevant information required for the booking.  

 Date of assessment 

 Time of assessment 

 Venue address (not displayed if online) 

 Additional notes 

 Dress Code 

 Personal Protective Equipment 

  

NOTE: VIRTUAL MEETINGS/ONLINE TEST INFORMATION should be 
added to the additional notes will be sent to the apprentice in their 
confirmation booking. More information can be found here. 
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Manage Booking – Confirmed Status 
Once the booking is confirmed the status of the booking will change to confirmed 

and the dashboard will be updated. Use the filters to easily find confirmed bookings 

and search confirmed bookings within a given date range. More information on 

search and filters can be found here.  

 

While the booking is in confirmed status, you can compete the following actions; 

 ASSESSOR ASSIGNMENT – Add or remove assessors to the booking. 

 CANCEL BOOKING – Cancel this booking. 

 EDIT BOOKING – Edit the notes within the booking. 

 ADD LINKS –  

 

You can now wait for the assessment date, and the attendance to be marked by the 

Assessors. More information about confirming attendance can be found below. 
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Assessor – Confirm Attendance 
On the date of the assessment, the assessor must confirm the attendance of the 

apprentices. The assessor will click onto the booking, select the APPRENTICES Tab 

and select which apprentices attended, or select all. This will save the attendance 

for the booking to be reviewed by the admin  

A separate Assessor guide is available to support your teams. 

 

 

You will be able to see the attendance within the APPRENTICES Tab of the booking.  

 

 

Assessor confirmed attendance for the apprentice 

 

The Assessor has marked the apprentice as absent 
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Completed Booking Status 
Once the Assessor has marked attendance, the booking status will change to completed.  

 

 

The completed booking will be visible on your dashboard and the search and filter 

functionality can be used to find completed bookings within a given date range. 

 

 

More information on Dashboards and Search and Filter functionality can be found in 

the relevant sections.   
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Additional Features – Bookings Dashboard 
Each user will have their own dashboard. Their 
dashboard gives each user an instant overview of 
the booking status of all bookings, within ACE360, 
that they have been assigned access to. 

• Click on the relevant status to view the filtered 
view in the All bookings tab. More information 
on filters is available later in the guide. 

 

 

 

 

 

 

The following dashboards are available to EPAO Super Admin and Admin users 

 BOOKINGS AT EACH STATUS – All available data  – this view gives each user an 
instant overview of the booking status of all bookings, within ACE360, that they have 
been assigned access to.  

 BOOKINGS AT EACH STATUS – Data from the last 7 days – this view gives each user 
an instant overview of the booking, where a status has changed within the last 7 
days. 

o PENDING – Booking is in pending status, and awaiting confirmation from EPAO 
o EPAO ACTION REQUIRED – The booking status is in EPAO Action required. 
o CONFIRMED – Booking is in confirmed status, and confirmed by EPAO 
o CANCELLED – Booking is in cancelled status, and cancellation request has been accepted by EPAO 
o COMPLETED – Booking is in completed status and attendance has been recorded by the EPAO. 
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Additional Features – Navigating the ‘All Bookings’ Tab 
The all bookings tab is you main booking table, the area for you to find all your bookings.  

Here are a few features on this page that are explained later in the document.  

  

 

Booking ID 
A unique numerical system 
generated number when a 
booking is created. This number is 
searchable in the above search 
bar, and is visible on the calendar 
invites. 

Assessment date 
The requested date from the 
booking. Search Filters allow you 
to search for bookings within a 
given date range. 

Standard 
This is the standard/version/option of the 
apprentices within this booking. The filter 
options allow you to filter by Standard, ensure 
your standards are up to date on your user 
profile. 

LTP 
The name of the ‘Lead Training 
Provider’ attached to the 
booking. The filter options allow 
you to filter by LTP. 

Apprentices 
Hover over the (i) to see the 
names of the apprentices 
attached to the booking. Use the 
search bar to find bookings 
attached to an apprentice. 

Online/Face-to-face 
This field shows whether a booking is in 
person or face-to-face. Face-to-face bookings 
are allocated based on your regional 
availability. The filter options allow you to 
filter by online/face-to-face bookings.  

Booking Status 
This field shows the status of the 
booking. The Filter functionality 
allows you to filter bookings by 
status in a given range. 

 Search and Filters 
The Search bar can 
be used to find 
bookings by 
‘Booking ID’, 
‘Apprentice Name’ 
and ‘Apprentice 
Surname’.  
The Filter 
functionality allows 
you to filter by a 
number of fields 
within the booking. 

 
Get Calendar URL 
This button allows 
each user to 
generate a unique 
online calendar URL 
for their bookings. 

 

User Name and Photo 
Click here to view and update 
your profile,  view your 
standards and upload your 
photo. Log out 

This button allows 
you to log out of 
ACE360. 
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Additional Features – Search and Filter Bookings 
The search and filter functionality is designed to make finding bookings easy with a few clicks of a button. The search criteria is 
remembered as you navigate around the ACE360 system, meaning you can work all your bookings with the same criteria easily. 
Here’s some handy tips to help your find your bookings. 

 SEARCH BAR – search for bookings using the following criteria (Apprentice First Name, 
Surname, booking ID) 

 Click on the ‘FILTER’ button to filter your Apprentice records 
by a large range of different criteria. 

 Select the filter options required and then click ‘APPLY’ button 

Filter Options Available 

 BOOKING STATUS  - Further filter ‘Booking 
Status’ by date range 

 ATTACHED EPAO -Choose from a drop-down 
list 

 ONLINE/IN-PERSON - From and To Date Picker 

 ASSESSOR ASSIGNMENT STATUS - Choose 
from a drop-down list, can further filter by date 
range  

 STANDARD – choose from a drop-down list, 
can filter further by component within the 
standard.  

 BOOKING FROM – From and To Date Picker 
 
 

 
TIP: When using the date picker, 
click the month to see all the 
months in the year, click the year 
to see ten year blocks.  
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Additional Features – Search and Filter (Continued) 
You can apply multiple filters to a booking for example; if you want to see the 

bookings that have been confirmed within the last week, that are taking place in 

person, and are due to take place within this month.  

 

 

 

 

 

• Each filter tag can be removed individually buy pressing the X next on the 

tag.  

 

 

• All filters can be removed by selecting the X on the right hand side of the 

filters 

 

 

• You can also remove all filters by clicking Filter, then pressing the clear all 

filters button 

 

 

 

 

NB: When filters are applied the orange dot will appear on the filter button. ACE360 

will remember your applied filters as you navigate round the system 
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Additional Features - Get Calendar URL 
• Each user will have access to a unique calendar URL. You can import this link into your chosen calendar 

application to keep up to date with all of your assessments.  

Note that each calendar application will behave differently as regards to how often it refreshes the 
information from your calendar. 

• To access your calendar URL, click Get Calendar URL 

• Select and copy, or click COPY to copy the URL address and import it into your chosen calendar 
application. 

• The following links provide information on how to do this in some of the calendar applications available.  

 Outlook - see 'Subscribe to a calendar' 

 Subscribe to Calendars on Mac 

 Add to google calendar (using a link) 

• Click Close to close the dialogue box. 

Calendar Details (view may vary depending on external calendar application) 

• Within your chosen calendar application, you will be able to view confirmed bookings and 
the following details. 

• Date, start and end time 

• Booking ID: (Numerical value searchable within booking tool) 

• Assessment for TPO: (name of provider) 

• Number of apprentices: (number of apprentices attached to booking) 

• For Standard: (Standard of the apprentices being assessed) 

• For Components: (Components for which the apprentices are being assessed) 

NOTE: Assessors and Senior Assessors can access their own unique URL and view their 
apprentice bookings in their chosen calendar application. You may want to ask them to 
share the link with you, to view availability and apprentice bookings by Assessor. 

https://support.office.com/en-us/article/Import-or-subscribe-to-a-calendar-in-Outlook-com-cff1429c-5af6-41ec-a5b4-74f2c278e98c
https://support.apple.com/en-gb/guide/calendar/icl1022/mac
https://support.google.com/calendar/answer/37100
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ACE360 System Help & Support  
 
This user guide is being updated on an ongoing basis and your feedback will be 
much appreciated.  
 
This will help us to improve and enhance this guide to meet the needs of all 
ACE360 users.  
 
For further help and support, and to give feedback on this guide, please contact:- 

 

 

 

 

Support@ace360.org 

 

 

 

0300 303 4444 

mailto:Support@ace360.org
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