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Gettinq to ARTS

Step 1: Logon to your Secure Access Washinoton (SAW) or Mv L&l account (whichever
system you are using now to access Labor and lndustries applications).

Step 2:
. For My L&|, click on "My Tasks" and then choose the dashboard associated with

"Apprenticeships"
. For SAW, click on the link to "Apprentice registration and Tracking System"



ApprenticeshipRegistration&TrackingSystem(ARTS)n

Step I : Go to https://dev-secure.lni.wa.eov/home/

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

-,' ti$:.I\':i, + .,1i.'rr
. r !. +'.? f r?..e . rrrt-. \'.

Remlnder: Quarterly OJT reporting hours are due Apr 30.

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 follow the

steps for that tab (found below in order from left to right).



Apprenticeship Registration & Tracking System (ARTS)

Home

Use the "Home" tab to find and select apprentices for which you want to perform different
functionalities like

Action ltems Committee Meeting Minutes

Approachinq Step Updates
Probation Nearinq Completion
Readv for completion

Upload Minutes
Meetinq History

Quick Links
Lookup Links

RSI/OJT Reportinq
Update Apprentice Steps
Reqister an Apprentice
Transfer an Apprentice
Bulk Update Apprentice Hours
Bulk Update Apprentice Steps
Update Journev Level Waqe

Apprentice Lookup/Update
Proqram Lookup
Occupation Lookup
Traininq Aqent Lookup
Authorized Siqner Lookup
Committee Associate Lookup

Filtering Options

lf 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 f : 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: 1 31 )

Filter 13'l apprentices by:
X Clear Filters

Xr ;.1 111,111. ;'lf) All Steps v All Statuses v

StatusI Apprentice Name (lD) Step OJT/RSI

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)

Filier 131 apprentices by:
X Clear Filters

I iii 
'ii, ,.i li)Carpenter All Steps

./-\.r@u
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

nanre / lDCarpenler ActiveStep 1

Apprentice Lookup

Users can access the apprentice database for allthe 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'

Home

Actlon ltems Commltte Me€Ung Mlnutg

I

I
I

I
I

. Apeslh]lq]slrplpdds {40s)

. Prabation Nedring!9opl$q (2oa)

. Eardy-fadeaBletie! (r7l

. UplardtdiM
r M!e!i!q NJir0re Hirtory

Qulct Unkr Lookup Llnks

. Rsl/OlT ReJrg4ilg

' upilrc4ppr€4liee-sleE

. Brsisle@Appre

. Transfer ar ApnElie

. tult !,lpdrle,Appcnliet&E

. Bllt lJpdlE.ABpa4lic5Epl

. LJdare iournev tevel W.oe!

r a@plrq1pgbp
r Ieilitg-Ag€nt Lcokun

r Auilrorir€d signer Lootup

. eqoExE!a55o!i!& p

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

apprentice

Requests Reports
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{f

Apprentice lookup

Active Appronticsst 2190

- 
__r- - l

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

\ctiv€ Appr6nticas;2190 s1*,F6ffi*

7

7

I
6

7

7

.T

353V334

5s12/649

2796t203

546{/363

5799/s50

5S7tlffil

n@t521

7@Vffi

6mq4o1

8271/41

Actlre

.Actire

AGlive

Adiw

Adtue

Adire

Aciive

Artiw

Actirc

Actie

Slrtut

shm

strt$

5tdu5

Stalus

Slat$

$al!I

SnnJr

Srilt

P.obadon

Probrtid

Prtd*tlon

Probafioo

Probatlon

Probetlon

Probatlon

tlrobation

P6brdon

P,6batlon

7

8

Acliva

Apw.{i(t tu kft Apg6k lD

@@

Mu'w Fnncis (1718fl1

lsglherJdffig17iefl

bdlPt lasn M (1 75154

Dirz blrnri 1175615l
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67c,.lsffi

5t79l6ot

n59ls21

7001/560

6006/401

a73/181

Acd€

Adie

acti€

Adiw

nd6
Strtlr

SldrE

llaiE

llr$!
sldlr

ttdlr
kt!s
turqF

5lr!E

Prot{ion

Prcb*lon

Frc:baion

Prcbdion

Prcbati6n

Prcb"abn

Pmbrri;n

Pbbrtbn

Pbbrrb6

P6b6firn

1

7

1

7

7

7

a

1
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Mutr€ Frmd*o {1718)11

tlllgb3sJioc!!(173e1s)

lanis&laranltr0zfi57)

Db4Jrdooti3zSor5)

For Jeob D (1792021
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Munoz, Franclsco

Appcntlcc HiJloryand Octcil. s of412212019

i ldl.bApBdi.rl@llo

Apprentice lnformatlon

t@
Apprenticeshlp lnformation

fu /en[(erhip 0q.^ (D.t€)

9/15/2017

Ap.6lnorhip To.m (lrdri
N/A

Probnrion lJflr! Rqond
't500

Wq. 9,qi66n Cqt.nJ f llNlil. D.lc

V&-&!!i{ory v MrdljM

Apprenticeship Tot.l Hours

2685

850

254.s

80

@

Franaiato

Agrefili(e l0
171891

PO Box 601, MOUNMRNON, WA,98273

Aclive

Apprentlce Key Datas

9l2l/2017

None

None

:0nutrbn (!rnll{il}
None to None

9/21/2017 to6/2t12018

NoDc

Yrslltu!r ltdut t

Progbm lhlormation

Pcrinr Nrnr arJ rO

washington srate u8c ,Alc (128)

UgC 2 North Pugel sound

Ap.{x,retn Lp O(!prlbil

CarpeDter

(n.|x,,'/crl Lrir, &qurd
N/AP6rcn.l lnformntlon

Male

Hispanic/Not of Hispr0ic Origk!

ll !iBl tdL! rtior l*!l {-,r1 pr([]l
6tD

Non vet

Apprentice History

//2//2016 ( o"Dhdl Vie]l5byllro

Wnhiuton Snnt t ll(l lAI,l

( r,tr,il"r, !.ii'lll t,.Yio,

,?1/llll i,t:n U

WitrfrJn,rs.rl.(.P( r Ir:

Chanse 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 throuoh Apprentice Lookup

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



Apprenticeship Registration & Tracking System (ARTS)

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: lnput the 'Minutes Date:' and probation 'Completion Date' in the pop-up window
and select'Submit'

Active Apprentices: 2190 sho$: ] 10 rows

ARncrlic-Urc

Munoz. Francisco (17'1891)

Hugbes. Vincent (17191 5)

Bartlett..,ason M (175157)

Diaz, Ya$onti {'175615)

far. Ja(ob D (179202)

Uqhtburn, Timothyrl(1 79e61)

Morey,-]qgp[&(17992 1)

Bclllre. tik A (181000)

Gutieffez, .Juan R (181975)

Ross, Loren M (18270.1)

Minutes Date

5&p

7

7

4

6

7

7

7

B

I

I

OJT/RsI

3515/ll4

s542/649

2796/20]

5460/l6l

6799/560

5579/@1

7769/521

1001/560

6006/,t01

8213/481

Slrl$

Active

Active

A(tive

Active

Active

Aclive

Active

Active

Clsg!.ltillr (h[9. P]ob.tlon

Probation

Probation

Probation

Probation

Probation

Probation

Probation

Probalioil

Probation

Probation

St.rtus

sla!$

Status

Status

Status

5!a!!:

5!dtu5

Stahrs

Status

Status

@
Change Probation

Munoz, Francisco (l 7l 891)

@
Completion Date requar€d

O Please frll out ihis f'eld.

cancel @

Step 4: lnput 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 subrnitted successfirllyl

Accessing 'Action ltems'- Probation Nearinq Completion

';,7 1':'.i,:'',, 'i,:

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

. ABprsghing Steplpiclss (408)

Probation Nearing Comple[e! (2M)

' Ready for Comoletiorr (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
a1 Back lo prcgram overYiew

Autofill all dates

1Fg
Afp?dll(c Nrmc (Dl

Anderson, Nirole M (185076)

Bndger, Alexander D (197625)

8ales, Devien L (190393)

Bailett, ,ason t\.1 (1751 57)

Basharn, Conor A (196504)

Senfield, Christopher A (196758)

Bernard, Andrea J (194630)

Bickr'l. Miles P {197076)

Billmar k, Jacob W (197619)

Erookshirs Wyatt P (195424)

i:j1'"::''br ._]Elt@
EI
@.E

r-- --IA1E
l@
i@

l$ln O.i.

2015,1r,23

2018-4-4

2017 9 2t

2017-7-3

2017 12 19

2018 1-20

201 /,B-4

2018 2 16

2018 4 4

2017 9 19

Mlnutar Oata

@

I Eil

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: lnput the 'Minutes Date:' and probation 'Completion Date' in the pop-up window
and select'Submit'

Status Ghanqe

Apprentice status can be updated to'Active', 'Suspended', 'Cancelled'and'Completed'



Training Agents Requests

ApprenticeshipRegistration&TrackingSystem(ARTs)il

Step 1: When in 'Home' page, select 'Apprentice Lookup' from 'Lookup Links'

Home

Action ltems

. App-@achios-5tep-lBdales (408)

. Probation Nearino Comoletion (2M)

. &adv-for-Colnplelion (l 7)

Quick Links

I RS|/OJT Repedlts

. Updajelpgentice-Steps

t Eegister an ABplentlre

. Transler an Apgedice

. Bulk UpdaleAppenliqe-Hau$

. Bulk Updale.jpEenliejlep5

. Updale,lsurey-terel-1d!9ei

Active Apprentices: 21 9O

AnEllalklnltru

Munoz, Francisco (171891)

Husber,llilrsctrL(1 739 1 s)

Bartlett, Jason M (175157)

Diaz,faaanti(175635)

Iqx-iacab-L079202)

Committee Me€ting Minutes

. UploadMiqJGs

. Mpetirm Minlilc Hi<totu

Lookup Links

APPRENTICESHIP CONSUTTANT (AO Gary Peterson, 360'416-3081, Bcga235@biJda,gqy

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

Apprentice Lookup
(t Back to plggram overuiew

Select a Program

Apprentice First Name Apprenti(e lasl Name Apprentice lD Apprentice Status

Actlve

All Steps All Occupatlons

. Occup-allen-Lagklp

. Training-lSgentlookup

r Authorized Signerlookup

. Comrnitte Associate Lookup

IAru",,1i."1""k r/Urd.t 
I

PIQgram I ookup

@@

Ch.ngc St.tui

Slatus

Slatus

Status

Status

Status

Show: 10 rows '

l!$
7

7

4

6

7

oJtlxsl

353s/334

554U649

2796/2O3

5460/363

61991560

Adur

Active

Active

Active

Active

Active

Ch!ngc Probrtlon

Probation

Probation

Probation

Probation

Probation

Step 3: ln the pop-up input'Effective Date', 'Committee Meeting Date', select'Status'from
the dropdown and click'Submit'

Reports
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E
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Update Steps

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

Approachins Step Update:

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

Action ltems committee Meeting Minutes

App&arhlo9llep!tdnlei (408) . lJpload-ldinuler

r lle€lbq Minute History. Probation Nearing CompleXa (204)

. Beadylel(ampletieo (17)

Quick Links Lookup Links

Change Status

Munoz, Francisco (l 7l 891)

Conmilt.. M..nno D.l. .€qutrad

. RSI/OJT Rapedirlg

. lpdnleApruelticlleps

! Register an ABp-Icoli(e

r Transfer an Appre-nli(e

. Bulk Upjale4rplcntieclous

. Bulk Updatel\ppqtiretslepl

. UpdaG Jouney-levcll4ass

cilrsl

Home

. Apuenl.i(efqaknplupdale

r Plegram L6kup

. Occup_atiarleallp

i Training_Agent L@kup

. Authorized Signer Iookup

. Committee Associate Lookup

APPRENTICESHIP CONSULTANT (AC) Gary Peterson, 360-416-3081, pega23!@Jniwgw

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'

Training Agents Requests Reports
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Apprentice Ready for Step Updates
+! Eack lo program overview

Autofill all dates

Effdive Dete: Minul6 Date:

ApDFidc. Nlm (lD)

(8754,41

(198542)

(1s9167)

(r82S63)

(19881s)

(198s4l)

(199337)

(190769)

orylns

4083.00/54.50

1237.50/116.00

I 720.00/1 52.00

593.00/152.00

733.00/80.00

1838.00/120.00

520.00/.10.00

6837.00/1 60.00

l,llNb DrnC{ffiShp l{dsr.t

. App.ffihinglreplpdrtes (408)

. probation Nsring Complefion (204)

. Readylorlmpieliqn (t4

. RSt/OJTRepqting

lurd.l"arr",xL.lt"- |
. SegisteranABPrCOli(e

. Transfer an Appmli(e

. Bulk UpdateAppleal(€llro

. Bulk Updile3pruettjfcllens

. Updalelounev-IereLulags

:lftdlh Dd

. lpload.tdinuel

I Me€ting Minute History

Lookup llnks

. Aporentice L@kupllJpdale

. elegram I ookup

' Occupauqaeqkup

. Training-Agent Lookup

. Authorized Signer tookup

. Committee A(sociale Lookup

L:-,_E r:_,@

r @t tGl

L6d

L-.l

tl
t l

@
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 lt€ms Committee Meoting Minutes

Home

LlnksQuick

Training Agents Requests Reports

APPRENTICESHIP CoNSULTANT (Ac) cary PeteEon, 360'416'3081, pega2ll@ltri,wi,9ay
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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

ApFnntlo N!n. (lD)

M0iloz. Francisco

(171891)

Huohe!. Vincent (17391 5l

Bartlett.jason t/(1751 57)

Dia2. Yamonti (175635)

Fox. Jacob Dt'179202)

I iohtburn- Timothv I
(1798611

Nil Sl.p

trEt
step 4

step #

tE'rl
step #

. UpleadUirulc5

. Uleelbg Minute History

Lookup Link

. Appadlcelcpkudupdnie

r Prcqram L@kup

' O(cupalao-tsalqp

r Training_A9erlt tookup

. Authorizod Signer Lookup

r Comnrittee Associate Iookup

J::-G
IGI
l---- ---El

tGl

a-@
ttl
f----Gl
l _El

Sbtut

Active

Active

Active

Active

Active

Cur.nt st.p

7

7

4

6

1

1

@
\t
g
hc
@
G

Step 3: lnput '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

Home

Action lt€ms committee Meeting Minutes

7

St.p Hiitory
12/4/2017

615/2017

9/19/2016

4i4/2016

9n/2015

s/20/2014

1/B/2018

7/10/201'l

12/12/2O16

s/9/2016

9/14/2015

6

5

4

1

F*ll l- - Gl f E| se

. Approaehbsl@p_ Upjnta (a08)

. Probdtion Nearinqtce4lplelieu (20.1)

. Bradylo(@plelio{17)

Quick Links

. RSl,/OlT Repqths

. UBdaGlpprslkestepr

. BegisteranAptxel]lke

r Transfer an Appelti(e

. Upillela.u!.cy-lev€L-Ulases

Training Agents Requests Reports

Bulk Uprlateippstilestept

APPRENTICESHIP CONSUTTANT (AC) Gary Pete6on, 160 416'3081, peqa2l5@lni.wa.gq



Apprenticeship Registration & Tracking System (ARTS) EmTm

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, lnput 'Effective Date' and 'Minutes Date' and select
'Download Templet'

Bulk update apprentice steps

$/ashington slare UBc lATc

i 8a.k to progr.m oveNiew

Io upload an eicel file tou do not need a template simply skip to rtep 2 and upload your lile to ARIs

Step 1: Download Template (.csv file)

r._---Et f - E

step 2: Uplo.d end submlt

8ro$se torthe file to uploadl

tilEEl

@
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

LI(u .tn -Ai=*_t/. *$,qtd
it(e'

'&*1,e-- !rv. 1.A. .: _:i rl*qrr(d"

/. alqtrxcn-ir

ai aix ir:l !r. i.vP:-.b

?q

ERgJ

ili

Bj

rl

l,

'l

6 r!7D ffirdd.rrxcrFi.r
a:7tr ffi Pnrbdcrd.'

DrD ffilrhkrCApb'
b:nffiakntr(ry!.'
uMffi*$NuryF'

xrm /4r$rdreclFr.l
x#ffirysod@t..
x5a ffi r.r PSoF.la
Mffirddetc44ra

**Fdr.^r(sr.,
ffihnMp@rd
tdBrft,src4nrd
ffiwillm vcrFra

ts ffi fl&r AilrclFr.r

Ds dtrtohbcor@.G

nur # Ntds/amrn
bsffiqrmrwcnFtn
DAt ffiAd.rrlcrFr.'
xlt ffi 6h6PscrFra
xxt ffi ?ihr N&FG

rxe.P/EMnrs'.|F3

!# zaa6lh.!Y@.'
ns ,* Mn.bilLc,@

' r6*diLlr) r a!.

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'.



St€p 2: Upload and Submlt

Erowe for th€ tile to uplo.dl

t@
tmpldeFile (3)d

Apprentice Ready for Step Updates

6 Eack to program overyiu

Autofill all datas

Bulk update apprentice steps

Wdshington St.te UBC TAT(

It Eack to orog.am ov.MN

To uplGd an excel lile you do not need a template, simply skip to step 2 and upl@d yow file ro STS

Step 1r Download Templat€ (.csv fllc)

ApprenticeshipRegistration&TrackingSystem(ARTs)C

tr,'i9r9r9^El

tr@e'l }il
l119-,911-El

Erytr

@

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

lrt*h(lot
slak€ w Mccrew (181229)

Bryre jon6 {181075)

R!€n A Nelson (18162)

Manhew P Luvera (18661)

Travirlohnson (20141)

Crinian R Gomez (203176)

Alex t Clowdrd (201&2)

iose M Mdrquer (203035)

bsh c willis (202971)

Jacob C Ba6jas {202957)

d/g!
a0.m/40.00

731.W1O.@

652.m/0 00

g6.m/40.m

0

0

0

o

0

0

affish k$t

te,-l

lrcvious I 2 3 4 5 6 7 8 9i 10 Nexl r l.asl

r"-t'i
lt-_--.

01i0't/2019 04/3012010

.lADOtg 4nrm19

1t1no1s 1BOt20lg

0 1t1no10 ilnno1s

I lt1t2019 43on0ts

2 iltnus

2 lnno19 4B0D01S

il1nus 480t2010

1t1nols

2 1t1t2015

2 ltlnots
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Report Hours

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

OJT/RSI Reportins

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

Home

Action ltems

. ABplqhhs step-Uddes (408)

r Probation Nearing Complelia! (204)

. Benlylo(mplelon {17)

Quick Links

. Upials4Bprenlicesteps

r Begister an Appslke

r TransferanApplqnlic

' Bulk Upclal.e,ApprenlicellM

. Eulk UpdntejppEnticjtepl

. lBddclqrcyleldldags

Committee Meeting Minuts

. UplpadMloulel

r Meeting Minute History

Lookup Links

. Appleol(el@tlplupdnfe

. lpgram LookuB

. occupaliq4-Lep&p

r Traininaqgent Lmkup

. Authorized Siglel-leaklp

r Comnrittee Assoclat€ Lookup

APPRENTICISHIP CONSULTANT (AC) Gary Peteron. 160-415'l0B'1, pega23solni.wa.ga

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

Requests ReportsTraining Agens

RSI/OJT Repadilg



Gre i9.-Ili{an-l( I 94796)

Stewail, Elaine R(194915)

Castellanos, tuis F{194950)

Aclive pad unpard

Active

Active

pard unpard

paid unpaid

9/1t2O17

101112017

11/1/2017

12/1/2017

1/1/2018

2/1/20r8

3/1/2014

4/1/2018

5/11201a

6/1/2018

7/1/2018

8/1/2018

9/1/2O'tB

10/1 /2014

11/1/2014

12/1/2O18

2/1/2019

Reponed
llours

Other

Hours

RSt

Previous

llours

Iotal
Hourt

RSI Hlitory
- 9/30/2017 O O

- 10/31/2017 O 0

11/30/2017 0 0

12/3'v2011 0 0

. 1/31/2018 41,5 0

-2/28/2014 0 0

. 3/31/2018 41.5 0

. 4/30/2018 0 O

. s/31/2018 0 0

. 6/30/2018 40 0

. 7/31t2018 0 0

s/31/2015 40 o

. 9/30/2018 40 o

' 10/31/2018 O 0

11130/2018 0 0

12/31/2018 40 o

2/28/2019 40 0

0

283

Apprenticeship Registration & Tracking System (ARTS)

qt

e

qJ

@ojl

Step 3: lnput '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-

ojt

O.rT Hlnory

sitlzott - stlo/2017 1@

10/1/2017 - 10/31/2017 236

11/1/2017 - 11t3O/2O17 25O

12/1/2O't7 - 12/31/2017 140

1/1/2014 - 1/31/2018 40

2/1t2ot8 - 2/28/2018 110

3/1/2018 ^ 3/31/2018 118

4/1/2018 - 1/30/20t8 138

5/1/2018 - 5/31/2018 168

611/20t8 - 6/30/201A 170

7t1no18 - 7/31/201e 12!

8/1/2018 ^ 8lt1/2015 156

9/1/2018 - 9l3O/2O18 118

't0/1/2014 - 10t31J2018 116

11/1/201A - 11130/20rS 159

12/1/2018 ' 12/31/2018 133

2/1/2019 - 2/28/2019 24

Reooded
2299

HOU6

Other

2299

Hours

Previous

Hours

Added

Hours

Total

Hours



Apprenticeship Registration & Tracking System (ARTS)

Bulk Update Apprentice Hours

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

@ililHome

Action ltem

, ABpr@sbi!s-5tep--Up!a!€i (do8)

. Probation NearinElcmplelian (2M)

. BslylolcoDdelian (17)

Quick Link

. Begister an Apprenlic

r TransferanApprcdi<€

' Eulk Uplhte-Appcrtic-lM
. Billk UpclaMporFntice Step!

. lpinlelffiy tevel\l gs

committec Meeting Minutes

. Upland_Milules

. Meeting Minute History

Lookup Links

r Aporentice Lookuullpda(e

. lqgrarn lookup

. Occupnlioo-loolqp

r tailing_Agent tookup

r Authorized Signer tookup

r Connnittee Assoriate Lookilp

APPRINTICESHIP CONSULTANT (AC) Gary Peterson. 160'416'3081. pega235@lni.wa.gry

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, lnput'From Date' and 'To Date'and select'Download
Templet'

Bulk update apprentice hours

lvathi^gron Stare UBC rAlc

lr turljqgogtuqwid

to upload an excel file you do not ned a template, sinply slip lo st€p 2.nd upload )ou' lile lo ARIS

Step 1: Download Template (.c5v tlle)

:l

Et @

llofilo.d tmphL

Step 2; Upl€d and submlt

Srowse for the file lo upload:

IIEEI

@



ApprenticeshipRegistration&TrackingSystem(ARTS)C

Step 3: Verify if a .CSV Excel spreadsheet will be downloaded containing apprentices list
and column provisions to enter'RSl Paid', 'RSl Unpaid' and 'OJT Hours' are present in
the downloaded spreadsheet

.,n .{f ==J 12- ?uata
. .,.L. 

==e G= Cjqa(d,
iE rtl l.*; t' q,."i "j;'.' Ei6n4:-] , [+ R^ fil 2:""'1, p

,.*.'iH:W,.,,,., W-l-lr,r::s:r..... h. , y *..":" 'lll,. *tl*1t.t'di

.!.. otaisr

's] r
r5t 15

./ltrs itu td.l@i
!/slrbdrrrdns

,/4rB reY c F*n
u^vrsr,FrcdMrl

/rtrer5 G.d {umhno

,rrsr&drffi
rF 6/r/m rymor.hr
xs vrils 4 Pntr
,s /xlskoirc.dilo
x@ +5/rtD R.h r rfir
r* rIUsry-rsdr

ltan 
^fit6\ailqot5 ,s 1qtlt* cddptijfryt

l2/rvre Lb Nrd.s
15 ,x* ro/a/rs e6 M kr.b

zrtrfi c4s116
D Dx! !/zrs rir$ardr

YtrlrF6.r@lrlse
rr bxs ,/reD klnrYq

ul
rti
6i

bi

n
T

!

r5r uTls h&^srrn!
!s9 r/rvts MMd.pF

t{s 116 M sr.r n

arzleard.eiidn.

:!

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

washingron Srare uBc iATc

i Oeslfo=prsgr-

Io uplcC an etc€l file you do not need a templdte, simply skip lo step 2 and upload your file to ARrS

Slep 1: Download Templat€ (.csv flle)

loloi/ro1g E lryqi El

w*&eNrMMeor ir

qrTE rmrM.i

| !a4i!!r!1!11

'l

st€p 2: Upload and submlt

Browse l0r th€ lile to upload:

gxf,ti

iemplateFile (3)($ tr

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



ApprenticeshipRegistration&TrackingSystem(ARTs)il

Apprentice Ready to Report Hours
(t Eack to ptguam werviw

Frcn Drte: To Dater

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

1nno1gRobert tflandoski (203809)

Jordan I Johnson (203712)

Pat L Jordan (203711)

Zachary C l-arsen (20371 0)

Tanner J Caldwll f203709)

chase R Talley {203708)

Garcia Humberto (203707)

Damon A Do$ (203701)

Jacob E Grad€ (2O37m)

Rynn D ,elsvik (203699)

lnm1s 3r3't/20t9

1t1t2015 3n18019

1t1D019 3t!Jn0i9

u1r20'tg 3t31t2015

1t1t2015 3t31EOlg

1nt.2019 3/31/2010

1/ffi
1t1t2019 3/31t2019

1t1t2019

lSBrEoq-H

hs1/ror, @

.tlIr t:.0:i:r'ii..ii.rjL. i ri:i1:, lr ;.::iii r;

Fi6l Prsvir!.rs 3 1 5 6 T I s 10 Next Last



ApprenticeshipRegistration&TrackingSystem(ARTS)E

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 ltems' section

rI@Home

Action ltoms

. Approachirc SteqlJpdrlej (408)

I Probation N€aring Cmplelb! (204)

(1 7)

Quick links

r RSI/OJI Renpdilg

. UpdoleApplrdie-stepr

r Begister an ApptetrliCe

. T.ansferanApprcnlice

. Bulk uprhte_Appre[ticellqur

. Bulk UpdalcApp[ellce_steps

r llodate Journqy tevel Wagtr

Committoe Me.ting Minute'. .

' uphaduioules

. Meting Minute Hktory

lookup Links

. Apo.entice Lokup/lJprhte

. Ppgram L@kup

. occupaliatriaakup

. Training.]$gedl-ogf,lp

r tunhoilzed sig[erlaatlp

' Committee fus*iate Lookup

APPRENTICESHIP CONSULTANT (Aq Gary Peteen 360-416-3081, peoa235(0lni.wagsy

Step 2: lnput'Effective Date', 'Minutes Date'for the apprentices and select'Submit'

Apprentice Ready for Completion
It Ba<k to ruq$on-ayfryis

: Autofill all dates

r EfffttiED.lel

le?iriitd. nim 0D,

I

i Eoese lonalhan (181218)

Dailey, Andrew A (178851)

Davis, Shaila A (1?,0050)

Elib.ft, Kristen l- (180995)

Granger. Joshua hl (139533)

togan, lames R (186250)

Lombardi, Nicholai J (179759)

Peterson. Tanner l- (180215)

Smith, Bryan C (182244)

skNngh! Ermne T 

:146s30)

2/25/2O15

8/1/2014

101912011

uzqlnls

8l30/2O16

4/4/2O16

9/14/2011

10/24/2014

5/1812015

1/2312cn6

Requests Reports

I asl



Apprenticeship Registration & Tracking System (ARTS)

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 Chan ged iuccessfully.

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 ltams committee Meeting Minutes

I

Home

. App&ichingseplpdales (408)

i probation N€aring CompklieD (204)

. &advlad.aEplelieo (1 7)

Quick Llnks

I RSI/OJT RepaLiqS

. Update3pffeolisestept

. TransferanAppredie

. Bulk Uodare AppreDlica]joJl'

. Bulk Uplhlet$porentice Steps

r Llodatejourn4Level Waqet

' Uplosdl4i&fet

. Meeting Minute History

Lookup link

r Aporpntice tokupllpdale

. elqgram Lmkup

. occu|xllon-Ioohlp

. Trainino Aoent L@kup

. Authorized Signerloakup

. Committe Assdiate Lookup

APPR! NnCtsHIP CONsUTTANT (Aq Gary PeteMn, 360-,116-3081, p3gE235@ltri&a.9ey

Step 2: lnput the SSN number of the newly registering apprentice and click'Verify'

Register an Apprentice
Washington State UBC JATC

i Back to pregram overview

Application lnformation

Ssiel Seurity Number requk€d

I drgits

Training Agents Requests Reports



ApprenticeshipRegistration&TrackingSystem(ARTS)il

Step 3: Once the apprentice registration form expands, input all the required fields and
click'Register Apprentice'

Register an Apprentice
w.'Nqr6n t.r. ur aE
irc@rrm#

Appllc.tlon lntorm.tlon
*d'd!rrei&n@

11991-.!J.", l@
rdx.fr'+d hd uniErlsl.'=_-]l]t,: - =]t l

@'lrld eftNd re.d:@

l-,,.,- l {ltrr*lll l-,rP. "-e:er', ]

b|qt phlcl.tolrn{d

rE

Hd6r du:rff ld.6d.rd,.!H

O v.t

kdhqh*br tflh r2rh)

Octo
C)ilieh *rpde,.d!.r.

Ox-.*t

O orxrtn u.r"r"r -r e

o
o
o

+dbb m,y md<.'ban qerafi.rio$lo' p'qrand'.Lds! rypidrp rh.rpts@d Fq6 @nkr r.rry).

Mor. 'ricrpnd cniry

ok oN"

Appr.ntlcdhlp lnfo.m.tlon

llr!:'ln-il
t.r.' ,!ry.-dr-!tr{. 'l6kr:*-- -]

LFq!1"c.i9.1- ---;l

f----.8
t" - 

* ---*-l
l"- l

f] r n* '*,r.g'e*r.r or rh. .'r*aed

@

rh. sNoa kc..o4dtrb^d +s.nrk6sp €rc'br irom w*h mui b? mii^r.lnd by !h p'€nrn ,or. Fr@ of s
r.4hild'hcon8iod,,x.brbn
rH. App'c.rt. Gkn ts&E.d..oryof rkottkblF4,m ibdrrd' drtu4D'ari..h.r&6 nlsn nh.rro gdrn
d<v.nk(opyot rh il.d.dr

Note: User can not register an 'Active' or'Suspended'Apprentice



Apprenticeship Registration & Tracking System (ARTS)

Step 4: Review apprentice details and select 'submit'

Preview Before Submlt

Preview information before submitting the page

Application lnformaf on

Social Secudty Number: .

Apprentice Naine:

Address:

Phone Number:

Email:

Demogmphlc lnformatlon

Genderl

Birth Date:

Race/Ethnicr'tJ,:

Highest Education Level Complete*

Military Stalus:

Apprentlceshlp lnformatlon

Apprenticeship Occupation:

Licenselcertificate Number:

Qualified For Direct Entry?

Date Apprenticeship Eegins:

Credit Hourir from Previous Eiperience

Comments:

.f66.84-8484

Evelyn Mcintyre

1 37 Pinnickinick street

Fortland WA 97218

Male

04/01/199s

Hispanic.White

College or greater

Non-vet

Carpenter

Yes

M/21i2019

0

@ @

Note: Apprentice lD will be displayed and can be verified in the.'Apprentice
Lookup'page

Apprentice Registration

Download PDF

&gister another apprcolits

Back to prcgfam-anelsield



ApprenticeshipRegistration&TrackingSystem(ARTs)il

Note: lf the apprentice registration date is 30 days earlier, the registration will be
bent 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 (lncoming Transfer).

OutqoinE Transfer

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

tI@ilHome

Action ltams

. App&achloglteplJpdnler (408)

r Pmbation Nsring comdefian (20{)

. Beedyla(a0plaien (17)

Quick links

. RS|/OJTRepgtrioS

. UpdileSpEeDli$llep[

. Eegister.n Appmti(e

. Bulk Upda&|AppIenllrs_HalJls

. Bulk UpdaleSpgen!$-iteps

. Updolelrey&vetubgs

Committoo Meethg Minut€s

. Uploadldiuds

. M€eting Minute History

Lookup Links

r App&nliaLoobplupdale

. PGgram L@kup

I occupaliaoloqlup

. Trainimigent tmkup

. Authorized Sigftr Lmkup

. Committe Ass*iate Lookup

APPREI,ITICISHIP CONSULTANT (AC) Gary Petercn, 360-,116-3081, pesazll@lnl.wagss

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

Transfer an Apprentice
Washington State UBC JATC

'i! gack to p-rqgram overyiew

Enter the Apprentice lD to transfer.

Apprentie lD required

1 84280 t@
9 

lan Daniel. lf corrst, please proceed belw

choce an option to traEf€r this apprentics

QTo another program

Q Withi^ this program to another occqpation

i I rl:'l n I :; il d r', i'i ni,'.l\ p) g) rl:) rl ii il) :l

Reports

Transfer an Apprenlic



ApprenticeshipRegistration&TrackingSystem(ARTs)il

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

{r Back to p-gggram overview

Enter the Apprentice lD to transfer.

Apprentice lD required

't84280 @
y' 

ian Daniel, If correct, please proceed belorv

Choose an opticn to transfer ih:5 apprentic€:

Q ro another program

Q Witt'in ttris program to another occupation

Choose Program and Occupation

Apprenti(pship Prograrn required

Select Program v

Credit tor previoLr! experience

133,|

RSI Pre,.dous Experierce

Effective Date required

Program and Occupation

Washington State UBC JATC

Carpenter

Comrnents

Note:

. Number of OJT hours that need to be transferred can be edited
r 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

0

Transfer Apprentice



Home

Apprenticeship Registration & Tracking System (ARTS)

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

Action ltems Committee Meeting Minutes

APPRENTICESHIP CONSUTTANI GO Gary Pete6on, 360'416'3081, pegaz35@loira,gay

Step 2: lnput'Effective Date', new'Wage Amount' and click'Update' button

Update Journey Level Wages

i Back to plgglalolyeryieg

. App-readinssep-lJpd€les (4os)

. Probation Nearing Complcligo (204)

. Eeadylscoopletieo (t i)

Quick Links

I RS|/OJT Repediog

. UpialcApBcllclteps

. Eegist€ranAppled(e

. Transfer an Appglc

. Bulk Upda&apprer!@-Hou6

O(c{p.llon Nilc

8et Builder

Cabinet Maker

Cerpenter

carpenter, scffold Erector

orywall Finisher Oaper)

lnsulation Applicator

Lathing, Acouslical, Drywall Systems

lnstaller

Maintenance Carp€nler

Millwright

Piledriver, Bridge Dtrk & wharf
Euilder

Residential Carpenter

Shiptriqhl

. lBioad.l4outs

r Meeting Minute History

Lookup Links

. ABprellec-foetuplupdile

. Prcgram L@kup

. o.cupalodqqklB

. Trainingjgent LookuB

. Authorized Signer Iookup

. Conrmittee Associate lookup

(kopatbn
ID

779

768

7U

780

783

785

765

762

774

771

761

f.d Wigc E fsl'lc
DItC

611l2O1S

6/1/ZO1S

6/l/2014

6/1/2O18

6/t12018

6/l/2O18

6/1/2018

6/1/2018

6/1/2015

6/1l2O1A

6/1/2019

6/t/2015

f6f W.gr
Am{nl

43,92

43.92

43,92

43.92

4',1.52

43.92

42.36

43.92

45,42

29.8?

3 t.5

25.16

E lcrttEo.tc WhgrAmounl. -Updrtc

Training Agents Requests Re po rts

lJpiale-lqoey-levell&oses

iJpdate

Update

Update

tlpdate

Updale

tlpdate

lJpdate

Update

lJpdate

lJpdate

Updale

Update



Note: Update success message need to be displayed

Apprenticeship Registration & Tracking System (ARTS)

. lpload-t4ods

. lheting Minute History

It
d Updat€dsuccessfullyl

E

tE

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 ltoms Committ@ Meting Minut€s

Home

. App0adiog-5teplpdalei (aog)

r Probation NsringlmplAio (204)

. B€alyler(@phliq (17)

Quick Links Lookup Links

. Approla.l$kuttupdEte
r P&gram tmkup

. Osnnlion&okrp

. flailins.Aselll@klp

r Authorized Sigrerlookup

. Committep Asstriate Lookup

APPRENTICESHIP CONsULTANT (AO Gary Petetrs, 360-415-3081. pfga2f,5@lolegry

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.

. RSt/OtT R€pediqg

. lJpdnte-Anprnnc-stepr

' &gister an Applrnle

. Trdnsfer an App@lic

. Eulk Uplhte-Appsticllas
r Bulk uplhtqAppEnficltepr

. Updat€Journeyl€velWagS

Training Agents Requests Reports
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ApprenticeshipRegistration&TrackingSystem(ARTs)il

@
Upload Minutes

@D

al

F

&

@

Meetinq Minutes Historv

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

Action ltemt Committee Meting Minutes

. App@4d4sllco lJpdltcr (408)

. Probalion Neaflng!@p!eti9! (201)

. Seddyle(aoplelie! (1 7)

Quick Links Lookup Links

Home

lUrnuter Date: requirad

Comment

. RSt/OtT Repadjlg

. UpddeappErfieltepr

. BegisteranApruenlia

. Tran<feranAppcltie

. gul!-ULdde jp[srlke!euJ

. Eg!L-upddcJpss!!!c-$ep:

. Updite-lryqy-IgveLl4ess

. App4ltice t@llplupdatc

r legram Lmkup

. O((upation [ookup

r laidlg]\gent Lookup

. Authoize.l Signer tookua

. Conilniltee fusociate Lookup

APPREiITICESHIP CONSULTANI (AC) Gary Pete6on, 360-416 3081, pcaa235@lni.wa.gq

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.

Training Agents Requests



Apprenticeship Registration & Tracking System (ARTS)

{t j3gktcprggram-ffils!

5-\€ar History ot Commilte Melingj

2019 - Commltt€. Mcitlne.

201 I . Commltlcc MGctlngt

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

1d,lz,,t?sl9
q27no19

4n42Ot9
a/1T2019
4l t7l2o19

4l1qmtg
q15/2019

zl?3l2o19

3/?3t2o19

3n5no19

s/A
NIA

xla
tbYnload

Dq$l€d
Ddmload

NIA
D6fr{o.d
Do$nload

visActids
vid Actic
Vw Aaions

vis A.timj
view Acfiqos

Vl6r Aclions

visAdions
vLryActi@s

vrs A.tids
ViflArlids

F:st PreviM 2 l ,t 5 Nod t6a

142f.t2o18

12I2o,t201A

'r2l20l?o18

1Zt19EO18

12l19/2018

12tt6la18
12^8t&18

14t8fmla
1 2/18f2018

DdM{dd
Dcst{oad

Ddr{cd
Ddyriload

Dod{sd
Doffnoad

Clw{qd
Ddftload
Ddrnldd

YwA.tims
Vw4.timr
visr Actionr

YH A.tions

Yw&ifir
Ys Actims

YwAtlist
\4*Acri6
vh, A.tions

Fist heddtE 2 3 5 Norl L6t

I r':X!i],i,rlgl,'\rtIi ]i}i:

Step 1: Using the tabs at the top of the page, click on "Training Agents".

Tnlnll{ AgerF

A.dr.ffi irt 
^36/od{.k 

Fd tl7!O

A'tl!l&.lsd

@ zlsrxiqse refu P.dHdd&:htuft h (@rros1)

Q :-r uct*rr, tr. lotzlyo;

Q nrau*r* lorotny

O a&Uw,.ftrm {@r(w,

@ rocommco. (mw$l)

Q ranoaumm,ru (@1sro7)

O e(drdiBh (@elr6)

@ a.r u*aingdc*1ffi rR (&l@slt)

Q lro-|dnrtl&|ffi keM.rm (@29rre)

O &.!ffi,rDs (@t19lq)

i :;;il t*b;-J tl ti;.'-a i tr tl;l si iii |M r H-l

Step 2: lf you know the "Training agent" name or their "UBl No.l', 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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Add a Training tuenl
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Note: lf you don't know the Training agent name or UBl, you can scroll through the
alphabetical list provided.

Step 3: Click on the plus sign to the left of the Training agent name chosen.

Actlve Tralning Agants / Occupatlons (fotal: 1 1735)

Filter by Training Agent

Filter by Training Agenl or UBI No X
Add a Training Agent

Reports

@ ,r, S. King Street, Limited Partnership/dba: American Life lnc. (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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(-) : r rtechani$i, tnc. (6012{1489)

AvrllabL Oc<uprtlon

Carpenler (lnadive) Activate

Shipsright (loactive) Adiv.te

Millwright (lnacliw) Adivate

Eoat Bu;lder (lnactive) AdiEis

Residential Carpenter (lnactive)

Piledrivei Bridqe, Dock & Wharf Builder (lnactive)

l6ulation Applicator (lna.tive)

AsliEle

Activare

Ad;vale

Cabinet Maker(Adive)

Ca.penter, Scaffold ErKtor(Adive)

Dr Yall Finish€r fi.perxAdive)

Deadivate

D€aclivate

D€a.tivatj

(i) la rna,'ri"' rn.. {ffi101350)

(i,l n a nr wooacratr rnc (601ft21s)

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".

B
Occupation Name: Cabinet Maker

Mioutas Dale:hte:End

Cancel

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.

Acivc Trainlng Agcntr / Occupatlonr flotal: 11736)

@

Filter

467 X
Add a 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.

lf 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.

r Reports

Compliance Reports

v Apprentice Hours

w Apprentice Steps

v Trainino Aoent I ookuo

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 dll reports by
clicking in the check box to the left of "Select All".

^ Complidn@ Repods

O €xcel Spreadrheet (rlix)

C) Adobe Reader (.pdQ

nselect alt:

!loccuparion Analysis

DApprenti(e status summary

ulApprentice Continuously Suspended 1+ Yeat

g Reginered significanlty tonger

9Apprentices Lesr lhan 50% OrT

DApprenticer l-eJs Than 50% FSI

IojT 80% Timely Reponing

glRsr 8095 Timely Repoiling

f-]lTraining Agents

[ fimely Registration

DComminee M€ting Minutd

n.,oumey L*l wage Rares

@Commine uembers

!signed Transferr

! 5i9ned Agreementt

ReportsHome Training Agents Requests

Training AgentsHome Requests

tr4t



ApprenticeshipRegistration&TrackingSystem(ARTS)il

Step 4: Now choose the desired report "Year"

2018 -

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

,\ Compliance Reports

Select a file format:

Q rxcet Spreadsheet (xlsx)

O nOoO" Reader (.pdf)

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

Run Report

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

' Apprentice Hours
. Apprentice Steps
. Training Agent Lookup
. Snapshot Report

Yean

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".

Requests

APPRENTICESHIP CONSULTANT (AC) Gary Peterson, 360-416-3081 , p-ega235@lni.wa.gey

Note: You will see a number to the top right of the "Requests" tab indicating the
number of requests made.

Run Report

Home Training Agents Reports
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Step 2: For each type of request (Change of Status, Transfer, etc.), you will see the
apprentice name and lD, the "Request Date", and the "Action" available or "Status" of AC
action.

ln 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.

Requests

APPRENTIC€SHIP CONSULTAN! (Aq Evie lrw.y, 5@:1ZLe5j&, lawe2J5@LNl.wa.oov

AC Approv€d R€queJts

MAdiq o",. LJ

Aploved 4l12l211g !

Nvyed all2!201s !

lncomlng TEnifGr Raqsest5

t{e Rcqud O.t!

4/15/2019

1/15/2019

1/1512019

4/22/2019

4/12/2019

4/15/2019

4/15/2019

lt1s/2019

4/16/2019

4/16/2019

A<do'l

t:lt@t
Clos

Cloe

Nrm

Esmay.Erin 003798)

Romv.Waoas

t203799\

Mlliame-Ryan 11919021

WillbmsRven (19'19021

Olrs.,ustin {1895321

H.letrEradford (203636)

CrosonBrandon 1202978)

lbarra tooezMario 1200745)

T:!(her le(qP (202S)

SenyukAnd.q/ (20273il

RrrckNi.holas (2015a1\

Eero.Fearne (2038231

Approved

ACPending

ACPending

ACPending

Clo*

Approv€d

R.qdD.tc 
^.dor

AC D€nl€d Rcquests

N.m Adlon kgu6tD.l.

No data Available

!

Frsl erericusIz ruen Last

0utgolng TransfGr Rcquesti

tl.m

Oti5 rustn (149532)

Burdi.kte$ r1a816l)

1/15/2O19

1/1512019 @

Step 6: Where an "Action" is included, you can choose to take the action/s. ln the example,
the program can 'Approve' or'Deny'the request.

Training Agents Reports
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Take an Action
Appr.ntlGr Nam.r

Ryan N Williams

4'117 W Sylvestor St

Ctyr Stalei

t'v -lla1.l"i - J
Washinglon

Effedive Date: 2019-f 1-'l

F on Program:
Washington State UBC JATC

From Oc(upation:
Carpenter

To ProgFm;
Washington State UBC JATC

C€binel Mak€r

Credit for previous experience: 21 11

Commentsr

5m of 5@.turrde6remriiiq

@ E
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 lD of the apprentice, the action requested,
and comments made by the AC.

Clicking on the apprentice name and lD takes you to a page of the apprentice detail,
display only without the ability to take action,

*Screenshot Required

Here is an example of the apprentice details screen
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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)".

Apprentice Key Dates

Rcqr5tdtron

s1312016

Apprentice Details
at 8a(k to 5car(h results

Apprenticeship lnformationApprentice lnformation

ApproilkL Natrrc, lD

Abey, Jordan (l 87634)

Completed

Apprcrla( esIap Bcqdfl (Ddtc)

1l9l2Ot7

Apprenli(eshrp Tcrm (flouri)
5000

Probatron I lo{rs Reqltired

1 200

Waqe Progressron Step and Effe.tive Date

step6-9/9/2017


