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Getting to ARTS

Step 1: Logon to your Secure Access Washington (SAW) or My L&I account (whichever
system you are using now to access Labor and Industries applications).

Step 2:

e For My L&l, click on “My Tasks” and then choose the dashboard associated with
“Apprenticeships”

e For SAW, click on the link to “Apprentice registration and Tracking System”
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Program Overview

Step 1: Go to https://dev-secure.Ini.wa.gov/home/

Step 2: Notice the “Reminder” and check whether your program has completed the task.

@ Reminder: Quarterly OJT reporting hours are due Apr 30. X

Note: You can close the reminder by clicking on the “X” to the far right.

Step 3: Notice the tabs across the top of the page, click on your choice and foliow the
steps for that tab (found below in order from left to right).



Home

Use the “Home” tab to find and select apprentices for which you want to perform different

functionalities like

Apprenticeship Registration & Tracking System (ARTS) | -

Action items

Approaching Step Updates
Probation Nearing Completion
Ready for completion

Quick Links

RSIOJT Reporting
Update Apprentice Sleps
Register an Apprentice
Transfer an Apprentice

Committee Meeting Minutes

Upload Minutes
Meeting History

Lookup Links

Apprentice Lookup/Update
Program Lookup
Occupation Lookup
Training Agent Lookup
Authorized Signer Lookup

Bulk Update Apprentice Hours
Bulk Update Apprentice Steps
Update Journey Level Wage

Committee Associate Lookup

Filtering Options

If you have many apprentices working in the same occupation, you can choose to use the drop
down menu to select their occupation. This narrows the list of apprentices shown to just those of
the selected occupation.

Step 1: Click on the drop down arrow next to “All Occupations” to see the list of
occupations. Click on the occupation of your apprentices. Now you will see only
apprentices training under the selected occupation.

Apprentices (Total: 131)

Filter 131 apprentices by: SRS Rb L
‘ [All Occupations ] L name / 1D |<Z| ]AII Steps v} lAII Statuses v|

H Apprentice Name (ID) Step OJT/RSI Status

Step 2: You can further narrow the list by choosing the “Status”. For example, you want
to update all “Active” apprentices. Using the drop down arrow to the right of “All
Statuses”, click on “Active”.

Apprentices (Total: 67)_

| X Clear Filters

"

/1D _]<z| All Steps Vi Aclive H'

Filter 131 apprentices by:

[Carpenter V‘ l sl n

Step 3: You can choose to narrow the list by choosing the “Step” of the apprentice. For
example, you want to start by updating all apprentices at Step 1. Using the drop down
arrow to the right of “All Steps”, click on “Step 1”.
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Apprentices (Total: 4)

Filter 131 apprentices by: X Clear Filters |
Carpenter v| |Last name / ID @ ;Step1 | Active Vv ’
SN | |4_

Apprentice Lookup

Users can access the apprentice database for all the apprentice belong to the user program. A
user can ‘Review’, ‘Report’ and ‘update’ apprentice information.

Step 1: Under ‘Lookup Links’ section, select ‘Apprentice Lookup/Update’

Actlon ltems Committee Meeting Minutes
= Approaching Step Updates {408) = Upload Minules
s Prgbation Nearing Complation (204) = Meeling Minute History

= Ready for Completion (17)

Quick Unks Lookup Links

= RSI/OJT Reporting

= Updale Apprentice Steps ® {ireghiam tockup

u Register an Apprentice = Ocgupation Lookup

* Tiansfer an Apprentice = Iraining Agent Lookup

» Bulk Update Aparentice Hours s Authorized Signer Lookup

= Bulk Update Apprentice Steps = Cormmities Astociitd Lockup

» Update Journey Leve| Wages

Step 2: Search for the apprentice/ apprentices by using different filters to search for an
apprentice

S
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Apprentice Lookup

* Baci e prguiLeance

IEM{ & Progiam -]
Aligyrsdr Pt Neovs Agewrion Ligt Name Apgreriee il A e Salis
[ || | | | | Active. .
| i Sops || [ At Occuporans R - |
Active Apprentices: 2190 oo Wtovs v
Apgrentics Hare fiw QITRH St Lhanpe Satm £hange Brabation
Musvag Frantiion {171891) ¥ 3535/334 Active Status Probation
Hughes. Yincent (173915) 7 5542/649 Active Status Probation
Bartlets. fason M (175157) 4 2796/203 Active Status Probation
Diaz. Yamonti (175635) (2 5460/363 Active Status Probation
Fox, Jacob D (179202) 7 6799/560  Active Status Probation
Lightburn, Timothy I (179851) 7 55797601 Active Status Probation
Morey. loseph B (179921} 7 T769/521 Active Status Probation
ficattie, Erik A (181000) 8 T001/550  Active Status Prabation
Gutlerrez,_luan R (181975) 7 6006/401 Active Statys Probation
Boss, Loren M (182704} 8 8273/481 Active Status Probatign
=

Step 3: Click on the apprentice name, to review the apprentice details

Active Apprentices: 2190 Show: | 10 rows
Apsicentice Name Stap artms Statuy Change Status Change Probatlon
Murssz Feanicieo (171891 7 3535/334 Active Status Probation
Hunbes, Vincent (1733151 1 5542/649 Active Status Probation
Bartlets. Jason B (175157 4 2796/203 Active Status Prgbation
o Yormiont (175535) 6 54607363 Active Status Probation
e facab [ (1F9X T 6799/560 Active Status Probation
Liahtoum . Timathy b (1798611 i 5579/601 Active Status Probation
Morey. Joseph B £179921) 7 7769/521 Active Status Probatlon
Beattie Enk & (161000} 8 7001/560 Active Status Probation
Gutierrer. Juan B (1H1075) 7 6006/401 Active Status Probation
Hass. Loren B {1E2/04) ] 8273/481 Active Status Probation
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Munoz, Francisco

Apprentice History and Details as of 4/22/2019

 Back to Apprentice Leokuo m
Apprenticeshlp Information

Apprentice Informatlon
Apprenticeship Began (Date)

9152017

Appeenticeship Torm (Houres)

N/A

Probation Hours Requited
1600

Wage Progre<sion Step and Flfective Date

Apprenticeship Total Hours

Apprentice Key Dates

Personal Information

Change Probation

Apprentice probation can be changed and updated, this goal can be reached primarily in two
ways. Updating probation period through ‘Apprentice Lookup’ and completing apprentice
probation by accessing through the ‘Probation near completion’ in the ‘Action ltems’ section

Accessing through Apprentice Lookup

Step 1: Under ‘Lookup Links’ section, select ‘Apprentice Lookup/Update’
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Step 2: Search for the apprentice/ apprentices by using different filters to search for an
apprentice

Step 3: Click on the probation option for the apprentice whose status need to be
changed

Step 4: Input the ‘Minutes Date:’ and probation ‘Completion Date’ in the pop-up window
and select ‘Submit’

Active Apprentices: 2190 show:| 10 rows
Sep OU/RSI St Change Status
7 33U Acive
7 5542/649  Active
4 2796/203  Active [—’
6 5460/363  Active
7 6799560 Active
7 5579/601  Active
7 7769/521 Aclive
8 7001/560  Active
7 6006/401 Active
8 8273481 Active

Change Probation

Munoz, Francisco (171891)

Minutes Date

Completion Date required
@ Piease fill out this field.

Step 4: Input the ‘Minutes Date:’ and probation ‘Completion Date’ in the pop-up window
and select ‘Submit’. Success message appears if there no gaps in completing the
probation of apprentices.

Your information has been submitted successfully!

Accessing ‘Action Items’- Probation Nearing Completion

Step 1: When in ‘Home' page, select ‘Probation Nearing Completion’ from ‘Action ltems’
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Action Items

= Approaching Step Updates (408)

»| Prabation Nearing Completion (204)

= Ready for Completion (17)

Step 2: Displays all the apprentice who are nearing to complete probation, input the
‘Minutes Date’, ‘Completion Date’ and select submit

Apprentice Ready for Probation Update

4 Back lo program overview

Autofill all dates

Comptatyn i
£
Appreniice Name {ID) Begin Date Minutes Date Comgletion Date Remove
Anderson, Nicole M (185076) 2015-11-23 @ 6
Badger, Alexander D (197625) 2018-4-4 >*_ a8
Bales, Devien L {190393) 2007927 ﬂ @
Bartlett, Jason M (175157) 2017-7-3 | a
Basharn, Conor A (196504) 2017-12-19 | E L]
Benfield, Christopher A (196758) 2018-1-20 | m &
Bernard, Andrea J (194630) 2017-8-4 | E 5]
Bickel, Mifes P (197076) 2018-2-16 | =]
Billmark, Jacob W (197619) 2018-4-4 | @ f
Brookshire, Wyatt P (195424) 2017.9-19 | [}

Step 3: Search for the apprentice/ apprentices by using different filters to search for an
apprentice

Step 4: Click on the probation option for the apprentice whose status need to be
changed

Step 5: Input the ‘Minutes Date:” and probation ‘Completion Date’ in the pop-up window
and select ‘Submit’

Status Change

Apprentice status can be updated to ‘Active’, ‘Suspended’, ‘Cancelled’ and ‘Completed’
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Step 1: When in ‘Home’ page, select ‘Apprentice Lookup’ from ‘Lookup Links’

Home

Action Items

* Approaching Step Updates (408)
= Probutian.Nexing Completion (204)
= Ready for Completiop (17)

Quick Links

« RSI/QJT Reporting

= Update Apjprentice Steps

= Register an Apprentice

» Transfer an Apprentice

= Bulk Update Apprentice Hours
= Bulk Update Apprentice Sleps
= Update Journey Level Wages

Committee Meeting Minutes

= Upload Minutes
» Meeting hlinipite Histang

Lookup Links

Aproentice Lockup/Update

* Program Lookup

= Qccupation Lookup

* Training Agent Lookup

* Authorized Signer Lookup

» Committee Associate Lookup

APPRENTICESHIP CONSULTANT (AC) Gary Peterson, 360-416-3081, pega235@!niwa.gov

Step 2: Click the ‘Status’ for the apprentice the status need to be changed

Apprentice Lookup

& Back to prograim gusivliy

| Select a Program v

Apprentice First Name Apprentice Las| Name

All Steps | | All Occupations

Active Apprentices: 2190

Anprentice Name

Munez, Francisco (171891)
Hughes, Vincent (173915)
Bartlett, Jason M (175157)
Diaz, Yamonti (175635)
Fox,_Jacob D (179202)

Step 3: In the pop-up input ‘Effective Date’, ‘Committee Meeting Date’, select ‘Status’ from

4
6
7

Apprentice 1D Apprentice Status

| Active v

I <ot QN seorch

show: | 10rows |

QIT/RSI Status Change Status Change Probation
3535/334 Active Probation
5542/649 Active Status Probati
2796/203 Active Status Probation
5460/363 Active Status Probati
6799/560 Active Status Probation

the dropdown and click ‘Submit’
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Change Status

Munoz, Francisco (171891)

Ftesiien Dt vesfisinod

Commiltee Meeting Date required
' o
Change Status
Selecl i
Cancel [ sbt |

Update Steps

Apprentice steps can be updated, and this goal can be reached primarily in three ways.
e Approaching Step Updates
e Update apprentice Steps
¢ Bulk Update Apprentice Steps

Approaching Step Update:

Step 1: Follow the steps for Updating Apprentice Records to select apprentices.

Action Items Committee Meeting Minutes
| spncoaching Step Updates 08y | * Upload Minutes
» Probation Neaitig Complelion (204) * Meeting Minute History

* Ready for Completion {17)

Quick Links Lookup Links
= RSI/QJT Reporting = Appentice Lookup/Update
= Update Apjitantice Sizps = Program Lookup
= Register an Apprentice = Qccupation Lookup
» Iransfer an Apprentice = Training Agent Lookup
= Bulk Update Apprentice Howrs = Authorized Signer Lookup
« Bulk Update Apprentice Steps = Committee Associale Lookup

= Update Journey Level Wages

APPRENTICESHIP CONSULTANT (AC) Gary Peterson, 360-416-3081, pega235@Iniwa.gov

Step 2: All the apprentice how are approaching will be displayed in this page, input ‘New
Step’ number’, ‘Effective Date’ and ‘Minutes Date’, then click ‘Submit’
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Apprentice Ready for Step Updates

4 Back lo program overview

Autofill all dates

Effective Date: Minutes Date:

|' |

Apprentice Name (D) CurrentStep  New Stap osT/RS] Effective Date Minutes Date Remove
(87544) ] T _[ 408300/5450 | ) | &
(198542) 2 ' 1 123750113600 | . | ' &
(159167) 7 172000/15200 | | -]
(182863) 6 I—l 59300/15200 | E | i}
(198815) ? | o | 733,00/80.00 | | 51
(198543) 2 183800112000 | m | i
(199337) 2 | - | 52000/40,00 [ E@] | B
(190769) 3 i | es3zoos1e000 | m | i

Step 3: Apprentices will be updated to a new step

Update Apprentice Steps
Step 1: When in home tab, select ‘Update Apprentice Steps’ option from the ‘Quick Link’

section
Action Items Committee Meeting Minutes
= Apgiuakhing Step Updates (408) s Upload Minutes
= Probation Nearing Completion (204) = Meeting Minute History

* Ready for Completion (17)

Quick Links Lookup Links
= RSI/OIT Reporting * Apprentice Lookup/Update
N rrm—— -
= Register an Apprentice = Occupation Lookup
= Transler an Apprentice  Training Agent Lookup
= Bulk Uplate Apprentice Hours = Authorized Signer Lookup
= Bulk Update Apprentice Steps » Commiftee Associate Lookup

* Update Journey Level Wages

APPRENTICESHIP CONSULTANT (AC) Gary Peterson, 360-416-3081, pega235@Iniwa.goy
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Step 2: All the apprentice belonging to the users program are displayed. Search for the
apprentices who require step update using the available search filters. Apprentice step
update history can reviewed by clicking the ‘+’ button

Apprentice Name (1D) Status  Current Step New Step Effective Dute Minutes Date @
Munoz. Frandisco Active 7 stept | | [ o
171891 bt w
Hughes. Vincaint (173915) Active 7 stept | | | )
Bartlott, Jagon MUTI157) Active 4 stept | | | &
sz, Vatnont (1175635) Active 6 step # | | ' i
Fox Jatoh DI79202) Active 7 step# || | @
Step History
7 12/4/2017 1/8/2018
6 6/5/2017 7/10/2017
5 9/19/2016 12/12/2016
4 474/2016 5/9/2016
3 9/7/2015 9/14/2015
1 8/20/2014
ightburn, Timothy J Active 7 step # . . -
179861 ‘ -

Step 3: Input ‘New Step, ‘Effective Date’ and ‘Minutes Date’ for all the required apprentices and
click ‘Submit’

Bulk Update Apprentice Steps

Step 1: When in home tab, select ‘Bulk Update Apprentice Steps’ from the ‘Quick Links’

section

Action Items Committee Meeting Minutes
* Approaching Step Updates (408) = Upload Minutes
= Probation Nearing Completion (204) * Meeling Minule History

= Ready for Completion (17)

Quick Links Lookup Links
* RSI/OJT Reporting = Agprentice Lookup/Undate
» Update Appientice Steps = Program Lookup
* Register an Aporentice = Qccypation Lookup
= Iransfer an Apnenlice = Training Agent Lookup
= [k Update Agpentics Hoges = Authorized Signer Lookup
= | Bulk Update Apprentice Steps I = Commiltes Assoeiafe Lookup

a Update Jouiney Level Wages

APPRENTICESHIP CONSULTANT (AC) Gary Peterson, 360-416-3081, pega235:@Iniwa.gov
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Step 2: Select occupation if you want to update steps for apprentices belonging to a
particular occupation or if you do not select any occupation, apprentice from all the
occupations are selected. Then, Input ‘Effective Date’ and ‘Minutes Date’ and select
‘Download Templet’

Bulk update apprentice steps

Washington State UBC JATC

« Eack 10 eogiiam everany

To upload an exce! file you do net need a template simply skip to step 2 and upload your fite to ARTS

Step 1: Download Template (.csv file)

Occupation:

Step 2: Upload and Submlt
Browse for the file to upload:

W st

Step 3: Verify if a .CSV Excel spreadsheet will be downloaded containing apprentices list
and column provisions to enter ‘new step number’, ‘Effective date’ and ‘Minutes Date’ are
present in the downloaded spreadsheet

[scrnpptes] apswmic fien_et_E spront ponaiie cutrad, st ettertiee, mimsa new_step_number
z [ Rukert Ui Capntns

3 15 201712 ebeea Jordan | JcCarpentel [l
. §5 203711 esmeen Pt Liordh Carpenter '
£ 1 TN wm— iy EMpIn 1
s 35 203709 RN Tanner ) C Capenler \
T 10 263708 wavaem Chase RT:Carpentes !
0 b2 203707 wewrwem Garcia Hu Carpente '
] 15 T wee— i A e '
10 B 203700 2/8/1998 Jaccb E G Corpente 1
n L 203699 mwewet Ryan D JelCarpenter 1
2 B 2036% e Larry PackCovpenter 1
", B 203640 W Jordan T CCapentes 4
" 15 203625 e Rbed | bapeei 1
13 u 1
16! o 1
7! un !
® " - l
" B 20358 W18 et M1 Carpuey i
» 1E 203546 embaeees Vsktam & Corpentss 1
2! 11 203345 wemEmees AsesaniineCaepanted l
2! I 203844 swesme Nutiinl W Eb pantes i
22! 1 203543 mever Fidel Avil Carpenter 1
2! TE D e e e Ca e 1
51 Ik 703503 6/5/1932 Caleb G BiCarpenier |
% 10 20150 Weke Sean P DO Carpenler 1
- 11 203501 M Nicho'as / Capanler i
u: I 203500 e Dylan LW Carpented i
3, TE 2055 Mo Ancves X Carpenter 1
E) 14 20345 werwew Colton PSCarpenter 1
3’ 1) 203497 Wskew 2othary hCapenien 1
2, 19 B e b VN pentes i
3 1Y e ere— Gty e 1
u Ii 203434 4/7/1993 tvan s SchiCamented 1
3! I MR peeee thes 1
% S h 1
Ed L] 1
2, » i
0. ‘ '
Reow [

Step 4: Fill the required fields, save the file and close the excel application. Then, on the
apprentice ‘Bulk update apprentice step’ page, select ‘Upload’ option and select the excel
file, then, click on ‘Submit’.
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Bulk update apprentice steps

Washington State UBC JATC

# Back to program overview

To upload an excel file you do nol need a templale, simply skip to slep 2 and upload your file to ARTS
Step 1: Download Template (.csv flle)

Occupation:

| v

Effective Dale: Abuilily Date

|otio12019 B 041302010 |'_|T]

Step 2: Upload and Submit

Browse for the file to upload:

¥ Djfat )

templateFile (3).csv

Step 5: Once the file is uploaded, all the information that has been edited in the excel file
will be displayed in the ARST application, then click ‘Submit’

Apprentice Ready for Step Updates

sk 1 progian Ceet e

Autofill all dates

Mective e Minules Date:

=

Apprentice Nama (D) _ CumentStop  NewStep  OJI/MSI Effactivs Date Minitet Dt Remove
Blake W McGrew {181229) i o | 200001000 |1172018 E] | 4302019 m 8
Bryce Jones (181075) 1 731004000 | 1112010 | [ars0r2010 E s
Ryen A Nelson (181062) n ) 65200000 | 11172018 E |W"m A
Matthew P Luvera (180861) " 3 sa500/4000 (12019 [E]  [amonote o
Trauis Johnson (203443) | |2 0 wzoe ] [sweon fI @
Cristian R Gomez (203376) ! 2 o [vioe [ |4sooe [ @
Alex L Cloward (203042) | [z o [1ao0  [E] 402010 o
Jose M Marquez (203035) | F_ 0 | 11112010 m }imazmhﬂ &
Kash G Willis (202971) ! |2 0 [eow ] [woiow ] e
Jacob C Bargjas (202957) | [2 0 [1112019 | amaern L

B 1 ]
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Report Hours

Apprentice steps can be updated, and this goal can be reached primarily in three ways.
e OJT/RSI Reporting
¢ Bulk Update Apprentice Hours

OJT/RSI Reporting
Step 1: When in home tab, select ‘RSI/OJT Reporting’ option from the ‘Quick Link’ section

Action Items Committee Meeting Minutes
= Approaching Step Updates (408) *» Upload Minutes
* Probation Nearing Completion (204} » Meeting Minute History.

» Ready for Completion (17)

Quick Links Lookup Links
(] + e b
= Update Apprentice Steps = Program Lookup
= Register an Apprentice = Occupation Lookup
» Iransfer an Apprentice = Training Agent Lookup
= Bulk Update Apprentice Hours = Authorized Signer Lookup
= Bulk Update Apprentice Steps = Committee Associate Lookug
= Updlate Joumey Lisel Wages

APPRENTICESHIP CONSULTANT (AC) Gary Peterson, 360-416-3081, pega235@Iniwa.gov

Step 2: All the apprentice belonging to the users program are displayed. Search for the
apprentices whose hours need to be reported using the available search filters. Apprentice
previous quarters hours reporting history can reviewed by clicking the ‘+’ button
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Greig. Tristan J(194796) Adive  [pad | [unpad
RSl History

9/1/2017 - 9/30/2017 0 O
10/1/2017 - 10/31/2017 0 0
11/1/2017 - 11/30/2017 0 0
12/1/2017 - 12/3172017 O 0
1/1/2018 1/31/2018 415 0
2/1/2018 - 272872018 0O 0
3/172018 3/31/2018 4150
4/1/2018 - 4/30/2018 0 0
5/1/2018 5/31/2018 0 0
6/1/2018 6/30/2018 40 0
7/1/2018 7/3172018 0 0
8/1/2018 - 8/31/2018 40 0
9/1/2018 - 9/30/2018 40 0O
10/1/2018 - 10/31/2018 O 0
11/1/2018 - 11/30/2018 O Q0
12/172018 - 12/31/2018 40 0
2/1/2019 2/28/2019 40 O
Reported 283 0
Hours
Other
Hours
RSI
Previous 0
Hours
o

Stewart, Blaine R(194915) Active i paid | unpaid |

Castellanos, Luls F1194950) Active | paid | unpaid |

ojt

OJT History
9/1/2017 - 9/30/2017 100
10/1/2017 - 10/31/2017 236
11/1/2017 - 11/30/2017 250
12/1/2017 - 12/31/2017 140
1/1/2018 - 1/31/2018 40
2/1/2018 - 2/28/2018 110
3/1/20t8 - 373172018 118
4/1/2018 - 4/30/2018 138
5/1/2018 - 5/31/2018 168
6/1/2018 - 6/30/2018 170
7/1/2018 - 7/31/2018 123
8/1/2018 - 8/31/2018 156
9/1/2018 - 9/30/2018 118
10/1/2018 - 10/31/2018 116
11/1/2018 - 11/30/2018 159
12/1/2018 - 12/31/2018 133
2/1/2019 - 2/28/2019 24
et
Qther
Hours
Previous
Hours
Added
Hours
o
ot |
[ |

Step 3: Input ‘OJT, 'Paid RSI’ and ‘Unpaid RSI’ for all the required apprentices and click

‘Submit’
Note:

= Hours can only be reported for every quarter.
* You will get a confirmation that your Training agent was “Submitted
successfully”.

Status Changed Successfully.




Bulk Update Apprentice Hours

Apprenticeship Registration & Tracking System (ARTS) P [

Step 1: When in home tab, select ‘Bulk Update Apprentice Hours’ from the ‘Quick Links’

section

Action Items

» Apprachiing Step Updates (408)
* Probation Nearing Completion (204)
= Ready for Completion (17)

Quick Links

* Register an Apprentice

» Transfer an Apprentice

= Bulk Update Apprentice Hours
« Bulk Update Apprentice Steps
= Update Journey Level Wages

Committee Meeting Minutes

= Upload Minules
* Meeling Minute History

Lookup Links

» Apprentice Lookup/Update
= Program Lackup

= Qccupation Lookup

® Training Agent Lookup

= Authorized Signer Lookup

= Committee Assaciate Lookup

APPRENTICESHIP CONSULTANT (AC) Gary Peterson, 360-416-3081, pega235@lniwa.goy

Step 2: Select occupation if you want to report hours for apprentices belonging to a
particular occupation or if you do not select any occupation, apprentice from all the
occupations are displayed. Then, Input ‘From Date’ and ‘To Date’ and select ‘Download

Templet’

Bulk update apprentice hours

Washinglon Stale UBC JATC

* Back to program overyiew

To upload an excel file you do not need a templale, simply skip 1o step 2 and upload your file 1o ARTS

Step 1: Download Template (.csv file)

Cccupation:

|
|

Step 2: Upload and Submit

Biowse for the file (o upload:
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Step 3: Verify if a .CSV Excel spreadsheet will be downloaded containing apprentices list
and column provisions to enter ‘RSI Paid’, ‘RSI Unpaid’ and ‘OJT Hours’ are present in
the downloaded spreadsheet

' 5 " | ) x [ (" " o . @ i ' 1 [ ¥ "
o _Saie IEE_Sela e s 1 e Tt of)_hours

1

)

‘.

s

[

1

[

»

W

u 15 20369 6/23/2000 Ryan D Jetsvik Carpenter
2 15 03698 1/13/1984 Laery Parkec carpenter
B 13 203640 3/24/1953 Jorcan T Camillo Carpenter
2l 1 203625 3/15/197% Rebecra L Fischar Carpentec
15 15 20364 1/18/19% Dylen ) Schaat Carpenter
® 15 I LA W M il Carpenter
” L] 203551 1/17/1997 Deaise A Siguenia Carpenter
n 5 203549 11/18/1995 Dawn M Phipps Carpenter
" 15 203549 /61588 James M Baker Jr Carpener
» 5 201548 11/20/1957 Willlam Valte Carpenter
n i 203595 3/17/1990 Alexandes RRosane  Carpanter
2 15 201840 1 Carpante
n 15 20550 Carpenter
% 15 203542 Carpante
2 is 200503 Carpente
* 15 203502 Corpente
n 15 203501 o Carpenter
» ”» ;e Ui by L wes Corpencer
3 15 203499 2/12/1950 Andres X Arroyo Carpenzer
0 15 2088 10/9/19% Coton P Stallings Cupenter
] 15 203497 12/21/1992 Zachary Niotinson  Carpenter
2 15 20345 10/23/1998 Jaron M Mackebon  Caipenter
E 15 203495 2/11/1998 Casaudy S Minor Carpenter
u 1 0331 4/7/1983 ren) Schenldl Carpenter
33 15 203455 5/31/1990 Jose L Guillermo Carpenter
3 15 20354 2/2/1975 Hoaun 5 Yong Carpenter
n 1 M NI Mty Kl Campenter
3 15 032 WESTNY Bun O ok Carpenter
= Ty St Famaniar

Step 4: Fill the required fields, save the file and close the excel application. Then, on the
apprentice ‘Bulk update apprentice step’ page, select ‘Upload’ option and select the excel
file, then, click on ‘Submit’.

Bulk update apprentice steps

Washington Slate UBC JATC
© Back to program overdisy
To upload an excel file you do not need a templale, siinply skip 1o step 2 and upload your file to ARTS

Step 1: Download Template (.csv file)

Occupalion:

vy Dol ffiiafus Cute
oYaNIE 08307010

Step 2: Upload and Submit

Browse fot the file 10 upload:

templateFile (3) csv

Step 5: Once the file is uploaded, all the information that has been edited in the excel file
will be displayed in the ARST application, then click ‘Submit’
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Apprentice Ready to Report Hours

# Back to program overview

From Date: To Date:

B

Apprentice Name (I0) From Date Ta Date OJT Hours  RS| Unpald Hours  RS1 Pald Hours  Remove
Robert Lewandoski (203809) [ 17112019 [3312018 [ ] [ | | ®
Jordan | Johnson (203712) EZZZON G EESCION o || 'I | =@
Pat L Jordan (203711) (1112010 33112019 | i | | (=
Zachary C Larsen (203710) [11172019 313172019 | ! | | 8
Tanner J Caldwell (203709) | 1172019 33172019 | | [ | ' | =8
Chase R Talley (203708) (1112018 ameoe B[ | | [ ] =@
Garcia Humberto (203707) | 1_111201 o : |_@ | } | | | =&
Damon A Doss (203701) [ e om0l g | | | | 8
Jacob £ Grade (203700) [Hi201e 33112019 [ | | ]
Ryan D Jelsvik (203699) (eote [E] asizome | | | | i

First Previousnz 3 4 5 6 7 8|9 10 Next| Last

Note: You will get a confirmation that your Training agent was “Submitted
successfully”..

Status Changed Successfully.



Ready for Completion

Apprenticeship Registration & Tracking System (ARTS)

All the apprentices who are about to finish the course are listed in the ‘Ready for Completion’
page, user can enter the completion ‘effective date’ and ‘minutes date’ to change the status of the
apprentice to ‘Complete’ '

Step 1: When in home tab, select ‘Ready for completion’ from the ‘Action Items’ section

Home

Action Items

= Approaching Step Updates (408)

= Probation Nearing Completion (204)

o' Ry I .(ur!lah:h.g an

Quick Links

= Teapsler ap Apprestice

= Bulk Update Apprentice Hours
= Bulk Update Apprentice Steps
= Update Journey Level Wages

Committee Meeting Minutes

= Upload Minutes
= Meeting Minute History

Lookup Links

» Apprentice Lookup/Update
= Program Lookup

= Occupation Lookup

= Training Agent Lookup

= Authorized Signer L ookup

= Commiilles Avsocinle Loskup

APPRENTICESHIP CONSULTANT (AC) Gary Peterson, 360-416-3081, pega235@iniwa.gov

Step 2: Input ‘Effective Date’, ‘Minutes Date’ for the apprentices and select ‘Submit’

Apprentice Ready for Completion

 Back to program overview

Autofill all dates

i Effective Date: Minules Date:

Apprentics Mama (1D}

Fiinde, bsnathoan (TR 21H)
Dailey, Andrew A (178851)
Davis, Shaila A (180050)
Elsbree, Kristen L {160995)
Granger, Joshua M {139533)
Logan, James R (186250)
Lombardi , Nichalas J (179759)
Peterson, Tanner L (180215)
Smith, Bryan C (182244)

Steinwright, Brienne T (146530}

Mo - }

Mo

Last

Begin Date
2/25/2015

87172014
10/9/2014
1/29/2015
8/30/2016

47472016
9/18/2014
10/24/2014
5/18/2015

1/23/2006

[Edtwciive Duta Minutes Date Remove
| .
| .
| &
| o
(@) e
o
.
e
5
8
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Note:

» ‘Effective Date’ and ‘Minutes Date’ can be applied to all at once by entering
dates on the top in the ‘Auto Fill’ section.

= Apprentice can be removed by clicking on the delete option

= You will get a confirmation that your Training agent was “Submitted
successfully”.

Status Changed Successfully.

Register an Apprentice

New apprentice can be registered into the program for a particular occupation.

Step 1: Select ‘Register an Apprentice’ option for the ‘Quick Links’ section to register an

apprentice
Action items Committee Meeting Minutes
* Approaching Step Undates (408) » Upload Minutes
= Probation Nearing Completion (204) = Meeting Minute History

= Ready for Completion (17)

Quick Links Lookup Links
= RSI/OJT Reporting = Apprentice Lookup/Update
= Update Apprentice Steps = Program Lookup

= fegigter an Jporentice = QOccupation Lookup

» Transfer an Apprentice = Training Agent Lookup
» Bulk Update Apprentice Hours = Authorized Signer Lookup
= Bulk Update Agprentice Steps = Commililes Amzisle Lookyp

= Update Journey tevel Wages

APPRENTICESHIP CONSULTANT (AC) Gary Peterson, 360-416-3081, pega235@Iniwa.gov

Step 2: Input the SSN number of the newly registering apprentice and click ‘Verify’

Register an Apprentice
Washington State UBC JATC

4 Back to program overview
Application Information

Social Security Number required

9 digits |
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Step 3: Once the apprentice registration form expands, input all the required fields and
click ‘Register Apprentice’

Register an Apprentice

Application Information
Soclal Secuy Number
First Name sl Lanl N Suttin

R B N D . a0

Demographic Information

Apprenticeship Information

-

Apprenucestrp Occupation

Entes you LaemerSertiicaty number

-
Sviect 3 subrprogram

T R

Note: User can not register an ‘Active’ or ‘Suspended’ Apprentice
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Step 4: Review apprentice details and select ‘Submit’

Preview Before Submit

Preview information before submitting the page

Application Information

Social Security Number: . 466-04-8484

Apprentice Name: Evelyn Mcintyre

Address: 137 Pinmickinick Strest
Partland WA 97218

Phone Number

Email:

Demographic Information

Gender: Male

Birth Date: 04/01/1995
Race/Ethnicity: ' Hispanic .White
Highest Education Level Completed: Cellege or greater
Military Status: Naon-vat

Apprenticeshlp Information
Apprenticeship Occupation: Carpenter

License/Certificate Number:

Qualified For Direct Entry? Yes

Date Apprenticeship Begins: 0472372019
Credit Hours from Previous Experience: 0
Comments:

Note: Apprentice ID will be displayed and can be verified in the. ‘Apprentice
Lookup’ page

Apprentice Registration

Thank you!
¥ Your registration was successhull
Apprantice [D: 203824

Dawnload POF
Begister another apprentice
Back 1o program overview
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Note: If the apprentice registration date is 30 days earlier, the registration will be
sent to AC approval.

Apprentice can be transferred for one program to another program (Outgoing Transfer) or from

occupation to a different occupation in the same program or apprentice from a different program
to the current program (Incoming Transfer).

Outgoing Transfer

Step 1: When in ‘Home’ page, select ‘Transfer an Apprentice’ from ‘Quick Links’ sections

Action Items Committee Meeting Minutes
* Approaching Step Updates (408) = Upload Minutes
* Probation Nearing Completion (204) = Meeting hlinuts Hislory

= Ready for Completion (17)

Quick Links Lookup Links

= RSI/QJT Reporting = Apprentice Lookup/Update

= Update Apprentice Sleps = Program Lookup

* Register an Apprentice = Qccupation Lookup

#| Transfer an Apprentice » Tiaining Agent Lookup

» Bulk Update Apprentice Hours = Authorized Signer Lookup

= Bulk Update Apprentice Steps
= Update Journey Level Wages

*« Commitise Associalebookup

APPRENTICESHIP CONSULTANT (AC) Gary Peterson, 360-416-3061, pega235@|nlwa.gov

Step 2: You can input the apprentice ID, when you click transfer options to transfer to
different program or different occupation will be displayed.
Transfer an Apprentice

Washington State UBC JATC

# Back to program overview
-

Enter the Apprentice ID to transfer.

Apprentice |D required

(184280 |

lan Daniel. If correct, please proceed below

Choose an option to transfer this apprentice:
OTo another program
O Within this program to another occupation
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Step 3: Apprentice can be transferred to a different program or a different occupation, if
to different occupation the apprentice will be directly transferred, if to a different program,
a transfer request is sent to that program.

Transfer an Apprentice

Washington State UBC JATC

* Back to program overview

Enter the Apprentice ID to transfer.

Apprentice ID required

(184280 |

lan Caniel, If correct, please procead below

Lnoos2 &N opt:on 1o transfer tnis appréntice:

© 1o anether program

() Within this program to another occupation
Choose Program and Occupation

Apprenticeship Program required

| Select Program v

Credit for previous experience

| 1331 |

RS| Previous Experience

0 |

Effective Date required
Program and Occupation
Washington State UBC JATC

Carpenter

Comments

| ]

Transfer Apprentice

Note:

= Number of OJT hours that need to be transferred can be edited

= Apprentice transfer request can be accepted by the by the program to which
the apprentice is being transferred (or) if it is an incoming transfer, the
apprentice can be accepted/ denied in the request page
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Update Journey Level Wages

Step 1: When on ‘Home’ page, select ‘Update Journey Level Wages’ from ‘Quick Links’

section
Action ltems Committee Meeting Minutes
* Approaching Step Updates (408) « Upload Minutes
o Brobiation Nearing Completion (204) = Meeting Minute History

= Ready for Completion (17}

Quick Links Lookup Links
a RSKOJT Reporting = Apprentie |t ookupdpdate
= Upndsle Apprentice Steps = Program Lookup
= Register an Apprentice = Occupation Lookup
= Transfer an Apjaisinlice = Training Agent Lookup
= Bulk Update Apprentice Hours = Authaiized Signer Lookup
= [l Update Apprentice Sleps » Committee Associate Lookup

'l Update Journey Level Wages l

APPRENTICESHIP CONSULTANT (AC) Gary Peterson, 360-416-3081, pega235@Iniwa.gov

Step 2: Input ‘Effective Date’, new ‘Wage Amount’ and click ‘Update’ button

Update Journey Level Wages

* Back to plogram overdey

Occupation  Last Wage Effeciive Last Wage
D Date Amount

Boat Builder 767 6/1/2018 4392 | - | | m
Cabinet Maker 779 6/1/2018 4382 | | B |
Carpenter 768 6/1/2018 43,92 ] | - _|
Carpenter, Scaffold Erector 784 6/1/2018 43,92 | |_ B | m
Drywall Finisher (Taper) 780 6/1/2018 4152 | |
Insulalion Applicator 782 6/1/2018 4392 | [ ]

|
:.:St:\ailrlmi Acoustical, Drywall Systems 785 6/1/2018 5% | ) | | m
Maintenance Carpenter 765 6/1/2018 a0z | [ ]
Millwright 762 6/1/2018 4542 | | |
Piledriver, Bridge, Dock & Wharf =

Residential Carpenter m 6/1/2018 ns | T i

Shipwright 761 6/1/2018 25.16 | ll Updawe

Occupation Name Effective Date Wage Amount Update
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Note: Update success message need to be displayed

" led
4 Updarted successfullyt

— — m— Trme————— ez

Committee Meeting Minutes

Program meeting minute’s history can be reviewed and new meeting minutes can be uploaded.

Upload Minutes
Step 1: When on ‘Home page, select ‘Upload Minutes’ from ‘Committee Meeting Minutes

Action Items C i Meeting Mi
« Approaching Step Updates (408) = Upload Minutes
® Probation Nearing Completian (204) = Meeting Minute History

= Ready for Completion (17)

Quick Links Lookup Links

» Apprentice Lookup/Update
= Program Lookup

= Occupation Lookup

= Training Agent Lookun

= Authorized Signer Lookup

= Committee Associate Lookup

o Utk Vs

o LUipdate Joymney Leyel Woges

APPRENTICESHIP CONSULTANT (AC) Gary Peterson, 360-416-3081, pega235@Inl.wa.gov

Step 2: A pop-up window to upload minutes, Minutes date and comments displays and
need to be filled. Once filled ‘Submit’ need to be clicked.



Apprenticeship Registration & Tracking System (ARTS) | i

&

Upload Minutes

Minutes Date: required

Comment

Meeting Minutes History

Step 1: When on ‘Home' page, select ‘Meeting Minutes History’ option from ‘committee
Meeting History’ section

Action Items c < Meeting Mi

Quick Links Lookup Links
* RSI/QJT Reporting * Apprentice Lookup/Update
® Undate Apprentice Steps = Program Lookup
* Register an Apprentice « Qccupation Lookup
® Transfer an Apprentice * Training Agent Lookup
= Bulk Update Apprentice Hours = Authoiized Signer Lookun
= Bulk Update Apprentice Steps = Covilites Assueluty |gaksip

= Update Jouney Level Wages

APPRENTICESHIP CONSULTANT (AC) Gary Pelerson, 360-416-3081, pega235@Iniwa,gov

Step 2: All the meeting minutes history can be reviewed in the ‘History of Committee
Meeting’ page. You can download the munities file by clinking on the download option
associated to a particular date and the action on that particular date can be viewed by
selecting ‘View Action’ option.
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* Backto program overview
5-Year History of Committee Meetings

2019 - Committes Meetings

Miites Actions
L7 Yiew Actions
N/A View Actions
A y ;

N "

Download View Actions

Download Yiew Actions
NA View Actions

Download View Actions

Download Vimw Ackising
N/A Yiew Actions

2018 - Committee Meetings

Date Miiries Actions
12/20/2018 Downioad View Actions
12/2072018 Dovmnioad View Actions
12/20/2018 Dovnload View Actions
12/1972018 Download View Actions
12/19/2013 Download i Act<iy
12/18/2018 Download Visw Actong
12/18/2018 Download {
12/18/2018 Download
12/18/2018 Download

121872018 cwlpasd

First Pre\dwsn2345Nexthsl

Note: Only minutes history of last the 5 years will be displayed in the history page

Step 1: Using the tabs at the top of the page, click on “Training Agents”.
oo |

Active Training Agents / Occupations (Totali 11736)

P g g A
[Vt ey Triirserg Ayt e AL MR- %, addTrtn'ng Agem

Step 2: If you know the “Training agent” name or their “UBI No.”, you can choose to “Filter
by Training Agent. Key the Training agent name or UBI into the search box and hit Enter.
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Active Tralning Agents / Occupations (Total: 11736)

Trimra; Aot

|.;5q % | Add a Training Agent

Note: If you don’t know the Training agent name or UBI, you can scroll through the
alphabetical list provided.

Step 3: Click on the plus sign to the left of the Training agent name chosen.
Active Training Agents / Occupations (Total: 11736)

Filter by Training Agent
| Fitter by Training Agent or UBINo X | Add a Training Agent

@ 255 S. King Street, Limited Partnership/dba: American Life Inc. (601726281)

Step 4: The plus becomes a minus symbol showing the Training Agent occupations
already activated (check mark in the right hand column labelled “Activate”). Click on the
box to the left of “Activate” to add an occupation to the Training Agent.
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Avallable Occupatlon

Carpenter {Inactive}

i L (Inacli

Step 5: You will see a pop up after the list of occupations, asking you to “Enter dates and
submit.” Enter the required (Effective and Minutes) dates, then hit “Submit”.

Occupation Name: Cabinet Maker

End Dale Minutes Date:

@ £
m Cance|

Note: You will get a confirmation that your Training agent was “Submitted
successfully”.

Status Changed Successfully.

Step 6: To return to the “Training Agent” page, either use your back button or click on the
“X” to the right of the “Filter by Training Agent” box.

Active Training Agents / Occupatlons (Total: 11736)

Filter by Training Agent
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Reports

By scanning the reports page, you can see all the report types at a glance, and choose to “Run
Report” for any of the displayed report information. When choosing to “Run Report” in this way,
you will be given a PDF version of the report for the “Year-to-Date” selected.

If you want an Excel version of the report or wish to select more than one report to run, follow
these steps:

Step 1: Using the tabs at the top of the page, click on “Reports”.

Step 2: By clicking on the “+” to the left of “Run Compliance Reports”, you can choose
which reports you want to run, for what time period, and file format.

Compliance Reports

Vv Apprentice Hours
Vv Apprentice Steps

Vv Trainina Aaent | onkun

Step 3: From the menu provided, choose the reports you would like to run by clicking in:
the check box to the left of the report type. Note: you can choose to run all reports by
clicking in the check box to the left of “Select All”.

A~ Compliance Reports

Select a file format:
O Excel Spreadsheet {xlsx)
° Adobe Reader (,pdf)

([Jsetect al:

Occupation Analysis

D Apprentice Status Summary
pprentice Conli ly Suspended 1+ Year
Registered Significanlty Longer
Apprentices Less Than 50% OJT
DApprenlices Less Than 50% RSt
[ZJ oI 80% Timely Reporting

RSI 80% Yimely Reporling

[—I Training Agents

Timely Registration

D Committee Meeting Minutes

Dloumey Level Wage Rates
Comminee Members

D Signed Transfers

D Signed Agreements

Year:
2018 |
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Step 4: Now choose the desired report “Year”

Year

2018 v |

Run Report

Step 5: Choose the file format for the report by clicking in the circle to the left of the type.
In the example, Excel has been selected as the file format.

A~ Compliance Reports

Select a file format:
O Excel Spreadsheet (xlsx)
O Adobe Reader {.pdf)

Step 6: Click on “Run Report” when you have made the above selections.

Run Report

Note: All the other reports can be generated in the same way

= Apprentice Hours
= Apprentice Steps
= Training Agent Lookup
* Snapshot Report

Requests

This page represents “Requests” for your program and the assigned Apprenticeship
Consultant (AC); showing any action made by the AC. Your program’s Apprenticeship
Consultant (AC) with their contact information is listed at the top of the “Requests” page.

Step 1: Using the tabs at the top of the page, click on “Requests”.

APPRENTICESHIP CONSULTANT (AC) Gary Peterson, 360-416-3081, pega235@Ini.wa.gov

Note: You will see a number to the top right of the “Requests” tab indicating the
number of requests made.
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Step 2: For each type of request (Change of Status, Transfer, etc.), you will see the
apprentice name and ID, the “Request Date”, and the “Action” available or “Status” of AC
action.

In the example, there is both an incoming “Transfer Request” that requires your action
“Accept” or “Deny”; and an “Outgoing” request made by the program and pending AC
approval.

APPRENTICESHIP CONSULTANT (AC) Evie Lawry, 509-324-2590 . [awe235@LNLwa.gov

I AC Approved Requests I
r | far R
[ tncoming Transter Requests _ |
. Request
Name Request Date _ Action fams LGt Date D
iliars.Ryan (191902) 41572019 Esmay Erin (203798)  Approved 4/122019  []
YillamsRan (13500 4/15/2019 Close B"ﬂ;“ﬂm‘ Approved 411212013 []
Otis Justin (189532 4/15/2019 Close
Hidey Sradfond (203536 4/22/2013 Delete Approved Requests
Crcsnm daty (20297 4/12/2019 Approved l AC Denfed Requests I
lacta Loper Maris (PO0T45)  4/15/2019  ACPending
Name Action Request Date O

Tanrichine Jesas (NI 4/15/2019 ACPending

Senyuk Andrey (202737 4/15/2019 ACPending

WS 4/16/2019 Close Delete Denied Requests

B Fears (203A27) 4/16/2019 Approved

Firs | 1 IR

[Outgoing Transfer Requests |

No data Avaitable

Rame Request Date Action
Otis Jusbin (189532} 4/15/2019 Close

Burdickley (18816]) ERBPIDIN Take Action

Step 6: Where an “Action” is included, you can choose to take the action/s. In the example,
the program can ‘Approve’ or ‘Deny’ the request.
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Take an Action

Apprentice Namae:

Ryan N Williams

Address:

4117 W Sylvester St

Address (line twa)

City State: Zip code:
PASCO Washington +| | 64301 |

Effective Date: 2019-31-1

From Program:
Washington State UBC JATC

from Occupation:
Carpenter

To Program:
Washington State UBC JATC

Ta Occupation;
Cabinel Maker

Credit for previous experience: 2111

Comments:

500 of 500 characters remaining

o o
=

Step 7: The tables displayed on the right hand side of the page represent those where
the AC has taken action on the program’s requests, whether approved or denied. The
information displayed includes the name and ID of the apprentice, the action requested,
and comments made by the AC.

Clicking on the apprentice name and ID takes you to a page of the apprentice detall,
display only without the ability to take action.

*Screenshot Required

Here is an example of the apprentice details screen:
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Apprentice Details

4 Back to seaich iesults

L A f

Apprentice Information Apprenticeship Information
Apptentice Name, D Apprerticesinp Began (Date)

Abey, Jordan (187634) 1/9/2017
Apprentice Status Apprenticeship Term (Houi's)

Completed 6000

— Probation llours Requtred

Apprentice Key Dates 1200

Registiation Wadge Progression Step and Effective Date

5/3/2016

Step 6 - 9/9/2017

Jeaistes Wiy Steg ity ¥

Step 8: By clicking in the check box to the far right in each table, you can choose to delete
the approved or denied requests

*Screenshot Required

Note: You can choose to delete all AC approved or denied requests by clicking in

the box to the right of “Comment” in each table (in the above example on the “AC
Denied Requests (2)".



