Washington State Department of
Labor & Industries

ARTS REPORTING QUICK START GUIDE

DEPT. OF LABOR & INDUSTRIES — APPRENTICESHIP REGISTRATION & TRACKING SYSTEM (ARTS)

The Department of Labor & Industries provides the Apprenticeship Registration & Tracking System (ARTS) to help you with your
Apprenticeship reporting. It provides access to information from the ARTS database about your apprentices, training agents,
occupations and more. It also gives you an option to do reporting online over the web.

This document is a quick-start guide to several basic reporting activities.
e  Registering an apprentice.
e Changing apprentice status (things reported on the “Request for Change of Status” or “Form 21”).
e Reporting apprentice step updates.
e  Reporting RSI hours and/or OJT work hours.
e Uploading Committee Meeting Minutes.

Other features of ARTS you may also want to use are listed at the end.

QUICK START GUIDE TO REPORTING ONLINE USING ARTS

Using ARTS for looking up and reviewing public information can be done simply by browsing to the Apprenticeship area of the L&l
web site at http://arts.Ini.wa.gov.

However, for reporting activities and for reviewing private information, ARTS application is protected by Secure Access Washington.
To log onto ARTS for reporting you will need:

e To have completed a properly signed External Access Authorization form, and

e To have set up a Secure Access Washington (SAW) account.

The link for reporting to L&I using ARTS is reached through Secure Access Washington at http://secureaccess.wa.gov/

Contact the Apprenticeship Section at APPRENTICE@LNI.WA.GOV if you need more information about these steps and to get a copy
of the help instructions for setting up a SAW account to access ARTS.

WHAT REPORTING CAN YOU DO WITH ARTS?

Using ARTS you can do several kinds of reporting online.
e  Register Apprentices
e  Report Apprentice "Form 21" Status Changes
e  Report Apprentice Step Updates
e Report Apprentice RSI/OJT Hours
e Upload Committee Meeting Minutes
e Update Training Agent Records
e Aswell as access other information



http://arts.lni.wa.gov/
http://secureaccess.wa.gov/
mailto:APPRENTICE@LNI.WA.GOV
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ONCE YOU ARE LOGGED ON TO ARTS

The ARTS home page shows you the menu; this menu will be on all the primary pages you visit. The home page also has queues
which you may use if you save work as you prepare reporting. Two of the queues will let you view and respond to comments your
Apprenticeship Consultant makes to items you report electronically that are rejected from processing because of a problem.

Washington State D of Information in $panish Topic Index Contact Info |
Labor & Industries

Home Safety Claims & Insurance

‘Workplace Rights Trades & Licensing

Find a Law {RCW) or Rule {WAC) Get a form or publication

Home Apprentice » Batch Update » Program » Occupation » Employer » Training Agent

Welcome to Apprentice Registration and Tracking System(ARTS)

You have (0) RSl itemis) in your queue.

{s) in your step gueus.

{s) in your apprentice gueus.

You have Q) ite

(

(0}

(0} item
You have (0 item

{0) item(s) in your training agent queue.

(0}

()

© Help

equest ¥ Rejected Requests P My

You have (0) rejected apprentice item(s). H
You have (0) rejected training agent iterm(s).

GETTING HELP ONLINE

ARTS menu

“Saved”

Tou have (0) OJT work hours item(s) in you q_ Queues
You have (0] ite

AC “rejected”
queues

ARTS is built with help features on the pages. There are help tips and definitions next to fields that you may want more information
about. Some screens which provide you with a multiple step process to complete have links to step-by-step instructions.

| HELP TIPS AND DEFINITIONS

Hover your mouse-pointer over the !.)) to have ARTS show you a tip or definition for the data-entry field.

|HELP SCREENS WITH STEP-BY-STEP “HOW-TO” NOTES

If you see a link on the page that says “Click here if you need step by step help for. .. “you can click it to have ARTS open a pop-up

screen with step-by-step notes on how to use the page.
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LOOKING UP INFORMATION IN ARTS

ARTS uses lookup pages to help you narrow down the information you want to work with, either to review it or to submit reporting.

The general steps are:
e Select the lookup page from the menu.
e ARTS will display a page with fields you can complete to filter your search for the record you want.
e Thefields you can filter on depend on the type of information you are looking up.
e If more than one record matches with the information you filtered on, ARTS will display a list.
e You can select from the list to view the information you were looking up.

LOOK UP APPRENTICE

Home Apprentice » Batch Up pation » Employer » Traini|
To look up an apprentice, first use the APPRENTICE menu to select i Leskop .
WelcChange Status R acking System(ARTS)
APPRENTICE LOOKUP. “You hikegister Apprentice  your queue.

Report Step Update
Report RSI/OJT Hours

You h ars itemis) in you queue.

. . . . Tou Ir step queue.
ARTS will display the APPRENTICE LOOKUP page. The fields showing rou 1 e
there will allow you to filter a search for the apprentice you want to Teuhave (1) itemis) in your training egent queve.
You have (0) rejected apprentice item(s).
Work W|th ou have (0) rejected training agent item(s).
For example, you can select to filter your search for apprentices in all Apprentice Lookup
programs, or only apprentices in programs you report for. You can also Programs In All Prograrms -Q

Apprentice 1D L’)

Apprentice SSN

filter by apprentice status.

Apprentice Last Name
Programs In all Programs 4 PR
Apprentice First Mame
. In All Prograrms
Apprent Apprentice Status All M
Apprentice SSN special Program Identification All v \_))
Apprentice Last Name
Apprentice First Name
When you use the name fields to search, ARTS will match on the
complete name, or on the beginning of the name. (Enter “Johns” and
ARTS will find “Johns,” “Johnson,” “Johnston,” etc.)
To get a specific apprentice, enter the Apprentice ID (registration id).
You can also search by first and/or last name. If more than one Apprentice Lookup
apprentice matches those name filters, ARTS will display a list. PegRTS In All progras 5
Apprentice ID @
. “w ” . . ) Apprentice SSN
From the list, select “VIEW” and ARTS will display the person’s -
pprentice Last Name Thurman
information for you to examine. Apprentice First Hame
Apprentice Status Al -
ARTS ” d | f ” f . . f . d h Special Program Identification All v -._))
will display a full page of apprentice information under the
heading VIEW APPRENTICE INFORMATION. Result
Apprentice ID First Name Last Name Program Id Occupation Id  Status  View
124589 BENJAMIN  THURMAN 533 Cancelled ‘View
View Apprentice Information 132072 Bob Thurman 155 View
Apprentice Name:Test-Record,Sample 80661 WICHAEL THURMAN 4 View
Apprentice Information 106616 THOMAS  THURMAN REQ Wiew
e ——— — 115687  Tracy Thurman 72 86 Completed View
Status Active
Registration Date 3/18/2009 12:38:00 PM

Prior Registration Number

(Note —the APPRENTICE detail page includes more information than shown here)
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LOOK UP PROGRAM

To look up program details, first use the PROGRAM menu
to select PROGRAM LOOKUP.

ARTS will display the PROGRAM LOOKUP page. The fields
showing there will allow you to filter a search for the
program you want to work with.

For example, use the program name, or part of the
program name to search with. You can filter down the
results by selecting a program category and/or a program
status from the drop down menus. ARTS will also find
partial matches on the beginning letters of a program
name.

If you know the Program ID, you can enter that to go
directly to the detail information.

Press the SEARCH button, and ARTS will show a list of the
programs that match your search filter.

Select the “VIEW” link from the list to see the detail page
for that program.

Home Apprentice » Batch Update ¥ Program » Occupation » Employer b T
Program Lockup

Welcome to Apprentice Registiuthorized Signer Lookup A
You have [0) RSl itemn(s) in your q,Commw‘ttee Associate Lookup

(0) OJT work hours iter,rApprem;ice Coordinator Lookup
Minutes Lookup

(0) izl i your sizp Minutes Action Lookup
You have

(

{

(

You have (0]
)
0) item(s) in your appréyingtes Upload
)
)
)

You have (0
1

You have item(s) in your training agent queue.

You have (0) rejected apprentice item(s).

You have (0) rejected training agent itemis).

Program Lookup
Program Id
Program Marme
Category all A

Status All =

Program Lookup

Program Id
Program Name water
Category all b
Status Active b
Result
Program I Name Address  Status C

59

City of Tacoma - Water Division Apprenticeship Committee TACOMS, WA Active PFi

29 LOTT Alliance Wastewater Operator Apprenticeship Committee OLYMPILA, Wit Active Program Wiew
1830 Parkland Light and Water Joint Apprenticeship Training Committes TACOMA, Wa Active Program Wiew

Program
Program General Information
Program |0 291
Program Status Active

Program Short Name*® LOTT alliance Wastewater Operator

Program Full Name™ LOTT alliance Wastewater Operator Apprenticeship Comrmittee

Mailing Address

Street 500 Adams Street NE
City OLYMPIA

County THURSTON

State WA

Zip Code™ 98501

Physical Address

Street 500 Adams Streef NE
City OLYHPIA

County THURSTON

State WA

7ip Code 58501 (Note —the PROGRAM detail page includes
Contact

more information than is shown here)
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LOOK UP OCCUPATION

Horne Apprentice b Batch » Dccupation P Employer ¥ Train
Occupation Lookup

Welcome to Apprenti and Tracking System(ARTS)

You have (0) RSl item(s) in your queue.

To look up occupation details, first use the OCCUPATION menu You have (0) OJT work hours item(s) in you quete.

I
[
to select OCCUPATION LOOKUP. Jou e B e Inyour e e
ol have (0
(
0
I

)

)

Jitern(s) in your apprentice queue.
You have (1) item(s) in vour training agent queue.

)

)

ARTS will display the OCCUPATION LOOKUP page. The fields You have (0) rejected apprentice item(s).

You have (0) rejected training agent item(s).

showing there will allow you to filter a search for the

occupation you want to work with.

QOccupation Lookup

Oceupation D

For example, use the occupation name, or part of the Oveupation Hame
DOT Code
occupation name to search with. ARTS will also find partial soc code
. . . SOC Category All Occupations v
matches on the beginning letters of a occupation name.

You can also get search results based on DOT code, SOC code or

SOC category. Occupation Lookup
Qccupation 1D
. . Ocecupation Name
If you know the Occupation ID, you can enter that to go directly 00T Cote
to the detail information. 50¢ Code
50C Category Food Preparation and Serving Related Occupations (#35) v
. .
Press the SEARCH button, and ARTS will show a list of the T
occu pations that match your sea rch filter. Qccupation ID Title DOT Code  SOC Code SOC Category View
543 Cook 313.361-014 35-2014.00 3! gy
333 Cook/Institutional 315.361-010 35-2012.00 e
“ ” . . . 229 Dinner Cook 313.3681-014 35-2014.00 35 ey
Select the “VIEW” link from the list to see the detail page for 265 Food service assistant 077124010 35-2012,00 35 View
. B8 Food Service Specialist 313.381-030 36-2012.00 35 Wiewy
that occu pation. 486 Food Service Technician 077.124-010 35-2012.00 35 View
498 Quick serve Food Shift Manager 319,137 -030 35-1012,00 35 Wigsw
802 wending Machine Serviceman 319.484-014 36-5099, 99 35 Wiewy
Occupation (View)
Occupation 1D 465
Qccupation Name” Food Service Assistant
Full Oceupation Title™ Food Servics Assistant
DOT Code 077 124-010
Standard Occupation Code  35-2012.00
S0C Title Cooks, Institution and Cafeteria
SOC Category Food Preparation and Serving Related Occupations
Occupation Information URL
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LOOK UP EMPLOYER

To look up employer details, first use the
EMPLOYER menu to select EMPLOYER LOOKUP.

ARTS will display the EMPLOYER LOOKUP page.
The fields showing there will allow you to filter a
search for the employer you want to work with.

For example, use the employer name or part of
the employer name to search with. ARTS will also
find partial matches on the beginning letters of a
employer name.

If you know the Employer ID, you can enter that
to go directly to the detail information.

You can also get search results based on UBI or
Contractor ID if those items are on record in
ARTS.

Press the SEARCH button, and ARTS will show a
list of the employers that match your search
filter.

Select the “VIEW” link from the list to see the
detail page for that employer.

Home Apprentice » Batch Update » Program » Occupation » Employer » Traini
Emplover Lookup

Welcome to Apprentice Registration and Tracking System(ARTS)

You have (01 RSl itemn(s) in vour gqueue.

Tou have OJT work hours item(s) in you queue.

0
You have (0) item(s) in vour step queus.
0

You have item(s) in wour training agent queus.

Tou have

(
(
(

Tou have |
(
(0} rejected apprentice item(s).
(

)
)
Jitern(s) in your apprentice quele.
1
0}
You have (0) rejected training agent item(s).

Employer Lookup
Ernplover 1D
Emplover Mame
LBl

Cantractar 1D

Employer Lookup
Ermplover 1D
Ermplover Marne northern
LBl

Contractor ID

Result
Employer Id Employer Name City  State Status View
2808 Great Northern smasonry Co. SPOKANE W Active Wiew
8349 Northern Acoustical LLC RATHDRUM 1D Active ‘Wiew
5823 Northern Acoustical Systems GRAHAM Active  View
5407 Worthern Alaska Carpenters Trust PORTL, ctivey Wiew
5405 Morthern California Carpenters OAKLAN Wiew
2187 Northern Clearing, Inc. [Pipeline] ASHLAND Wiew
461 Morthern Electric of Anacortes, Inc. ANACORTES WA Wiew
8359 Northern Hardwood Co. Inc, DEER PARK W& Active Wiew
8195 Morthern Marine & Gen Contr, Inc. DEMING Wa Active iew
6463 Worthern Mevada Carpenters RENO N Active  Wiew
6444 Worthern New England Carpenters AUBURN ME  Active Wiew
3230 Morthern Pipeline Constr, PHOENIX AT Inactive Wiew
3781 Washington and Morthern Idaho District CMC SEATTLE W Active Wiew
Employer (View)

Employer ID 461

Status Active

Ernployer Narme™ Narthern Electric of Anacartes, Inc.

Mailing Address® PO Box 159
315 5th Street

County SKAGIT

City ANACORTES
State WA

Zip Code® 38221

Contact Information

il lanoor

(Note —the PROGRAM detail page includes more information than is shown here)
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LOOK UP TRAINING AGENT

To look up training agent details, first use the
TRAINING AGENT menu to select TRAINING
AGENT LOOKUP.

ARTS will display the TRAINING AGENT LOOKUP
page. The fields showing there will allow you to
filter a search for the training agent you want to
work with.

For example, use the employer name or part of
the employer name to search with. ARTS will also
find partial matches on the beginning letters of a
employer name.

If you know the Training agent ID, you can enter
that to go directly to the detail information.

Press the SEARCH button, and ARTS will show a
list of the training agents that match your search
filter.

Select the “VIEW” link from the list to see the
detail page for that training agent.

Home Apprentice ¥ Batch Update » Program P Occupation » Employer ¥ Training Agent P Reques
Training Agent Lockup
Welcome to Apprentice Registration and Tracking System(Alidd Training Agent
You have (0) RSl item(s) in your queus. Edit Training Agent
You have (0) OJT wark hours item(s) in vou queue. g
You have (0) item(s) in your step queue.
You have (0) item(s) in your apprentice queue.
You have (1) item(s) in your training agent queue.
You have (0) rejected apprentice item(s).
You have (0) rejected training agent itemis).
Training Agent Lookup
Training Agent Id
Emplover 1d Laokup
Emplover Name
Employer LEI
Program Id Lookup
Comrmittes Unique Mumber
Training Agent Lookup
Training Agent 1d
Employer Id Lookup
Ernployer Mame golden
Employer UBI
Prograrm Id Lookup
Caommrmittee Unique Number
Result
I;:::Tﬁ Training Agent Name el Program Mame Emplljyer [n;:);;)l)l«r:r Crcuretion Occ_ll_lim View
70569  Golden Electric, Inc. 134 Egujfi:l”j;:c 8250 C;'E{:EEE” Thive \iew
7050  Golden Electric, Inc. 134 ELZ ﬁfi:f J”A”:c 5250 R;\fsiiri:;at active View
84693 ESEEEN [Vh:‘quLl;QZY\N\ER 71 ND;?;::;;';:?E}.:” 2799 Laborer  Inactive View
PARADISE]
Training Agent
Training Agent Information
Training Agent 1D 70559
Training &gent Status Active
Program Puget Sound Electrical Joint Apprenticeship and Training Committee (#134)
Employer ID™ 8250

Ermployer Mame Golden Electric, Inc.
Cocupation 107 36
Occupation Mame Construction Electrician

Effective Date

Receive Date 9/23/2005
Effective Date™ 3712008
End Date

Committee

Camrnittee Unique Nurmber
Comrittee Assigned Code
Comrnittee Job Description
Rermarks
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REGISTER AN APPRENTICE

When you register an apprentice online using
ARTS, your report goes electronically to your
Apprenticeship Consultant for review. The date

you submit the registration becomes the

registration date. The registration ID is assigned Home Apprentice » Batch Update » Program » Occupation » Employer » Training
. . . Apprentice Lookup
by the system at the time your Apprenticeshi p 3
Y Y Y . PP P Welc«Change Status Re racking System(ARTS)
Consultant completes the review and ou HRegister Apprentice
approves” the registration. o hReport Step Update $) 1N you quUELe.
Report RSI/OJT Hours
You Reports y I step queve.
You have (0) item(s) in yvour apprentice queue.
To register an apprentice, go to the APPRENTICE You have (0) item(s) in your training agent queue.
menu and select REGISTER APPRENTICE. joutiae (Dhre =nind apolentics ey )
You have (0) rejected training agent item(s).

VALIDATE SSN

ARTS uses validation of the Apprentice SSN as a first step in the Registration process to check the database and determine if that
person is already in ARTS and if that person is active in another apprenticeship.

Register Apprentice

Social Security Verification

Click here if vou need help.;

social Security Mumber M

Enter the SSN for the apprentice you want to register. ARTS will check the database to see if an apprentice is on record with that
SSN. If there is someone and they are active in another apprenticeship, ARTS will guide you to the Transfer process. If there is
someone and they are not active, ARTS will show the information on record. If SSN records are duplicate, or in error, or need to be
changed, contact the L&l central office for assistance.

TRANSFER APPRENTICE

If the apprentice SSN you entered is already in the system, and is for someone active in another apprenticeship, you will have the
opportunity to begin the transfer process.

Register Apprentice

Social Security Verification
Click here if you need help.

Social Security Number 000 -12 1234

Transfer
@entice with the entered social security already is already active in the systerty, following is the information about this

pprentice.
“3\ o

-~ -~
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After reviewing the information, if this is the apprentice that you intended to register, select the link at the bottom of the page to
generate a transfer form that is prefilled using the information about your program and the apprentice.

Washington State Department of Information in $panish Topic Index | Contact Info |

I-a bDf & Ir'lleSt”e5 Home Safety Claims & Insurance Workplace Rights Trades & Licensing

Find a Law {RCW} or Rule {WAC) Get a form or publication Q Help

Horme Apprentice » Batch Update ¥ Program » Occupation ® Employer » Training Agent ¥ Request ¥ Rejec]

APPRENTICE
Department of Labor & Inoustries
Apprerticeship Section T RANS F E R
PO Box 44530 AGR EEM ENT
Ohympiz 1, 335044530 Washington State Apprenticeship | L&l Apprenticeship
and Training Council Coordinator
Date of Transfer Agreement:
/ /
This Tmlxﬁerﬁmemntentemtlmmontheahwedah iz hereby entered into hety the two participating Washingi
State regisi and ihe ice {parent or dian, if a minor). The Apprenticeship Commitiee
o which the ice is heing iransferred agrees o train the ice, and the ice agrees o pexrform the work of
the irade diligenily and faithfully during the term of apprenticeship, in accordance with the terms and conditions of the
dards for the to which the apprentice is transferring.
Transfer effective date: ! i
Apprentice full name T est-Record,Sample Apprentice registration mumber:1 62476
Address:1234 Oak Street
City: OLYVRPIA Zip: 98501 State: WA
FROM:
Official name of registered ceship program
wiiachinaton State IR 18T
&
Home Apprentice » Batch Update » Program » Occupation » Employer » Training Agent » Request » Rejec
You will need to print and mail the Degatiment of Lator & ndustries APPRENTICE
transfer form following the Ppprertisestip Section
o 44530 AGREEMENT
existing processes for handling an Olympia is, 385044530 Washington State Apprenticeship | L&l apprenticeship
. and Training Council Coordinator
apprent|ce transfer. Date of Transfer Agreement:
/ /
This Transfer Agreement entemd into on the ahove date is herehy entered inio between the two participating Washington
State regisiered and the ice {parent or dian, if a minor). The Apprenticeship Commitiee
to which the i lxbemg i d agrees io train the ice, and the ice agrees to pexfc the work of
the tl'ade diligently and faithfully d\u'mg \‘]\e term of apprenticeship, in accordance with the terms and conditions of the
hip standards for the to which the apprentice is transferring.

10



ARTS REPORTING QUICK START GUIDE

CREATE NEW APPRENTICE REGISTRATION

For an apprentice who is not already in
ARTS, you will see a page with fields that
allow you to enter the information that’s on
the paper Apprentice Agreement form you
are familiar with using.

If that apprentice has an ARTS record, the
application will display the stored
information and you can update it as
necessary.

Edits on the various fields will help you avoid
mistakes or forget required information

In ARTS, fields marked with a
red asterisk * are required fields. You
must have valid information in that field
to be able to submit the form.

The page replicates all the fields currently on
the paper Apprenticeship Agreement form.
If there are fields you do not currently use
when submitting apprenticeship
registrations on paper, you should not have
to use them in the online form. Your
Apprenticeship Consultant may be able to
help with questions about completing your
registrations.

The apprentice’s “Registration Date” will be
recorded as the day you submit the online
registration (using the “REGISTER” button).

The ADD TO QUEUE button will let you save
the apprentice information you’ve entered
without submitting it to L&I. This lets you
come back later to edit and then submit, or
to delete the registration. (There are more

Registration Dates
Registration Date
Program Information
Program Name

Apprenticeship occupation Name
Special Program |dentification

Special Registration Reasons
Personal Information

Last Marne®

First Name™

siddle Initial

Address™

Zipcode®
County
City
State
Phone
Email
Sex”

Date of Birth*

Military Status

Military Status

Race (Select one or more)

Race”

Ethnic Group
Education Level

Highest education level obtained

Electrical/ Plurnber/ Other
License/ Certification
MNumber [If Required)

Apprenticeship Infermation

Term of apprenticezhip [Hours)

Date apprenticeship begins®

age progression step”™

*

Emplayer N
Begin work dat emplover

Program ‘s check lis

Credit for previous experience [Hours)

Register Apprentice

371842009 :_)J

**select Occupation™ w
Mone v ;)J
None v q_.-)j

(om0

@ male O Female
f {ram# dd ]

Not Specified A

[IMot specified
Oasian
[CIBlack or African American
[Hispanic
[Jamerican Indian or Alaska Native
Cwhite
[IMative Hawaiian or Pacific Islander
[Inot Elsewhere Classified
Others
@ Mot of Hispanic origin O Hispanic Origin

& Mot Specified

O 8th grade or less

O some high school [3th-12th)
Ocen

O High school graduate

O College or greater

2

®)
Ol mmeddegy @
2)
Lookup @
Ol mmeddegy @

Authorized Training Agent) Information

Lookup

A1 [mm# ddfynny)

1.The Sponsors have a
program for a period of 5
of this document.) program.

2, The apprentice been provide
an electronic copy of the standards.
1 have read and agree with all of abo!

ty signed Apprenticeship Agreement form which MUST be maintained by the
ond the Completions Cancellation/ Transfer of the apprentice from the

instructions about the queues in other parts

f the official standards OR the apprentice has been shown where to get

| Register H Add to Queue || Cancel |
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ARTS REPORTING QUICK START GUIDE

At the final step of creating an online apprenticeship registration, ARTS gives you the opportunity to create a printable copy of the
form. When you submit a registration online using ARTS, you should still keep a signed copy of the apprenticeship agreement in your
files. If you are not working from a paper Apprenticeship Agreement, this is an opportunity to create one.

(& https:fftest-secureaccess.wa.gov/Inifarts/PrintRegistrationForm.aspx - Windows Internet Explorer

o]

& | about:blank
File Edit ‘Wiew Faworites Tools  Help : Links il
Wk - B - & - [heage - ook - @ K W 3
A
Diapartment of Labor & Industries A 1 1 Registration Mo,
Depatrant ofLibor APPRENTICESHIP
PO Box 44530 AGREEMENT S
Olymupia WA 98504-4330 Fegistration date:12:38:00 PM
Diate of Azrecment: Approved by
3182009
. L& Apprenticeslup
THIS AGREEMENT IS5 BETWWEE: Coondinator:
I Hame of registered apprenticeship program: Washington State UBC JATC
AND
Apprentice full name (Last, First, Middle Hame, Suffix) (please print or type) Social Seearity Mo,
Test-Record,Sanple 000-12-1234
Address 1234 Qak Siveet
City OLYMPIA State WA Zip 98501
County: THURSTOMN | Phone: | E-rmail:
Zex: Female Drate of birth Military status Not Specified
11/11/1980
Face: Not specified Ethnie Group:
Not of Hispanic Origin
Current education level High school graduate ElectrncalPhimberiOther License/Certifization
Murrber (if vequred)
Term of apprenticeship (hours or Apprenticeship ocoupation [from approved standards):
months): 8000 Boat Builder
Diate apprenticeship bagins: TA12002 Credit for previons experience | Fegistered at wage progression step:
(homts or months): 1
The eraplower (trainang agent) andior sponsor, the apprentice, and hisfher parent or guardian (if a reanor), hereber enter into the terrn of
apprenticeship in confbrrnity with the apprenticeship standards for the above trade, which has been approved by the Washington State
Apprenticeship and Training Council, and are hereby raade a part of this agreement with the same force and effect as though written herein.
This agreetment rust be approved by and registered with the Washington State & pprentiveship and Training Conuneil and may be antlled
by the said couneil upon the council's owm motion, after giving all parties notice and opportunity to be heard. &
Done €D Internet H100% T
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ARTS REPORTING QUICK START GUIDE

CHANGE STATUS

The Status Change process in ARTS replicates information you otherwise report on
paper using the Request for Change of Status (“Form 21”) That form lets you = e I N
report a variety of types of information about an apprentice. Each type of change

requires a slightly different set of information.

So, in ARTS different types of status changes are collected on different
pages. This lets the system help guide you in entering the information
needed and to check what you’ve entered with edits.

The types of apprentice status changes in ARTS are:

e Completion: Report the completion of an apprentice’s apprenticeship.

e Additional Credit: Update an apprentice with additional OJT hours or update hours granted as credit for previous

experience.

e Suspend/Unsuspend: Report if an apprentice’s apprenticeship has to be suspended for a period of time.

e Cancel/Reinstate: Report cancellation of an apprentice’s apprenticeship. Or, if you've reported that an apprentice was
cancelled, and through the proper steps the cancellation is being reversed, reinstate the apprenticeship record in ARTS.

e Correction: Update general information about an apprentice including: address, education, etc.

e Initial Probation Completion: Report an apprentice’s completion of the initial probation period.

To report an apprentice status change, go to the
APPRENTICE MENU and select CHANGE STATUS.

ARTS shows the main Apprentice Change Status
page.

Use the fields here to locate the apprentice you need
to report a status change for.

You can enter an Apprentice ID (this is the L&I
assigned “registration id” for the person) or the
person’s name.

If you have provided specific information for ARTS to
find the single person’s record, that apprentice will
display.

If more than one apprentice meets your search filter,
ARTS will display a list and let you choose the
apprentice you want to report for.

Home Apprentice P Batch Update » Program » Occupation » Employer » Training A
Apprentice Lookup

le«Change Status

“You hRegister Apprentice

Report Step Update

Report RSI/0JT Hours

Yaou hReports y I step queve.

You have (0) item(s) in your apprentice queue.

Registration and Tracking System{ARTS)
vour gueue.

Yaou h Irs item(s) in you queue.

You have (0) itemn(s) in your training agent queue.
You have (0) rejected apprentice item(s).
)

You have (0) rejected training agent item(s).

Horne Apprentice » Batch Update » Program P Occupation » Emplover P Training Agent » Request P Rejected Requel

Apprentice Change Status

Programs Washington State UBC JATC #128

Apprentice D ‘_))

Apprentice Last Narme

Apprentice First Mame

Apprentice Status All »
Special Program |dentification all ~ L’)
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ARTS REPORTING QUICK START GUIDE

Once you have identified the apprentice, select the
type of status change you want to report. Use the
drop-down menu for “CHANGE OF STATUS TYPE” to
make your choice.

The apprentice status changes you submit will be
routed to your Apprenticeship Consultant for
review. The AC will review your change and approve
it to be recorded in the database, or return it to you
with a comment. Returned items will appear in your
“REJECTED ITEM” queues for you to correct.

Home Apprentice ¥ Batch Update ¥ Program ¥ Occupation » Employer ¥ Training Agent  Request ¥ Rejected Requ

Apprentice Change Of Status

Test-Record,Sample (#162476)

Registration Date: 3/18/2009

Washington State UBC JATC
at Builder

Click here if vou need help,
Please select change of status

Change Of Status Type: =Zelect One™ v

one’

Certificate of Completion
Additional Credit / Previous Credit
About L&l ind a job at L&l | Suzpend/Unsuspend
@ ashington State Dept. of Labor and Industries. | CancelsReinstate
Aiccess Agreement | Privacy and security sttem| Carraction (Narme, Address)

Drobation completign date

fifashington.
¥ only link

COMPLETION

Completion: Report the completion of an apprentice’s
apprenticeship

You will be required to submit the completion date.

Use the “Minutes Date” field to provide the date of
the Committee Meeting where the minutes will
document approval of this change (not required for
plant or OJT programs).

Apprentice Change Of Status
Test-Record,Sample(#162476)
Registration Date: 3/18/2009
Washington State UBC JATC
Boat Builder
Click here if you need help,
Please select change of status type:
Change Of Status Type: Certificate of Completion b
Certificate of Completion
Click here if you need help
Completion Date™ I {mm/ ddFy) ~_:))
Hours at completion u_))
Terms of Apprenticeship [Hours) B000
Hours reported to LEI
QJT Hours a
Previous Credit o}
Additional Hours o}
Total Hours reported to L& 4]
Minutes Date™ I {mm/ ddFy) ~_:))
| Subrit H Add to Queue H Cancel |

ADDITIONAL CREDIT

Additional Credit: Update an apprentice with
additional OJT hours or update hours granted as
credit for previous experience

Enter the number of hours you are reporting in
the field that matches whether they are

Apprentice Change Of Status

Click here if you need help.
Please select change of status type:

Change Of Status Type:

Test-Record,Sample(#162476)

Registration Date: 3/18/2009

Washington State UBC JATC
Boat Builder

Additional Credit # Previous Credi

additional hours, or are credit for previous
experience.

Use the “Minutes Date” field to provide the
date of the Committee Meeting where the
minutes will document approval of this change
(not required for plant or OJT programs).

Additional Credit
Click here if you need help

Credit For Previous Experience o

OJT Credit to Date o}

Additional 0JT Hours u_))

Credit For Previous Experience -«_))

tinutes Date® r i [mmy dd vy u_))

‘ Submit || Add to Queue H Cancel |
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ARTS REPORTING QUICK START GUIDE

SUSPEND/UNSUSPEND
Suspend/Unsuspend: Report if an
apprentice’s apprenticeship has to be
suspended for a period of time.

Enter the SUSPENSION START DATE to
report this change. If the apprentice is
already on record as suspended in the
ARTS database, this page will change to
allow you to enter an “UNSUSPEND
DATE” instead.

Use the “Minutes Date” field to provide
the date of the Committee Meeting
where the minutes will document
approval of this change (not required
for plant or OJT programs).

Apprentice Change Of Status

Click here if you need help.
Please select change of status type:

Change Of Status Type:

suspension

Click here if you need help,
suspension Start Date™
Suspension End Date

Suspension Reason[Optional)

tainutes Date™

Test-Record,Sample (#162476 )
Registration Date: 3/18/2009
Washington State UBC JATC
Boat Builder

suspend/Unsuspend

[mrm/ dd vy ‘_))

i !
f i [mrm/ dd vy ‘_))
i i/ [mm/ dd /vy ‘_))

| Submit || Add to Queus H Cancel |

CANCEL/REINSTATE

Cancel/Reinstate: Report cancellation of
an apprentice’s apprenticeship. Or, if
you’ve reported that an apprentice was
cancelled, and through the proper steps
the cancellation is being reversed,
reinstate the apprenticeship record in
ARTS

To cancel the apprentice, you will need
to enter the “CANCEL DATE.” If the ARTS
database shows the apprentice is
already on record as cancelled, this page
will change to allow you to enter a
“REINSTATE DATE.”

Use the “Minutes Date” field to provide

Apprentice Change Of Status

Click here if you need help.
Please select change of status type:

Change Of Status Type:
Cancellation

Click here if you need help.
Cancel Date™

Final Hours

Minutes Date™

Cancellation Reason{Optional)

Test-Record,Sample(#162476)
Registration Date: 3/18/2009
Washington State UBC JATC
Boat Builder

Cancel/Reinstate v
i / [mirn s ddf vy ‘_))
2
i i [mirn s dd# gy ‘_))

| Submit || Add to Queue H Cancel |

the date of the Committee Meeting
where the minutes will document
approval of this change (not required for
plant or OJT programs).
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CORRECTION

Correction: Update general
information about an apprentice
including: address, education, etc

Click here if vou need help,
Please select change of status type:

Change Of Status Type:

Correction [Mame, Address)

Click here if vou need help.
Last Marne™

First Mame™

taiddle Initial

Address®

ZipCode™
County
City
State

(Note —the APPRENTICE CORRECTION
CHANGE OF STATUS page includes more

available fields than are shown here)
Phone

Apprentice Change Of Status

Test-Record,Sample (#162476)

Registration Date: 3/18/2009

Washington State UBC JATC
Boat Builder

Correction (Mame, Address)

Test-Record

Sample

1234 Dak Street

")
THURETON

QLY MPLA

WA,

L

INITIAL PROBATION COMPLETION

Initial Probation Apprentice Change Of Status
Completion: Report an
apprentice’s completion of

the initial probation period

Enter the date of when the lie:: (e 7 o meed (elp:

T Please select change of status type:
apprentice’s initial

. Change Of Status Type:
probation was completed.

un ” Initial Probation
Use the “Minutes Date

field to provide the date of

Click here if you need halp.

Initial Probation Begin Date

the Committee Meeting » , ,
Initial Probation Completion Date™
where the minutes will
. Initial Probation Hours Reported
document approval of this

change (not required for Minutes Date

plant or OJT programs).

Test-Record,Sample (#162476)
Registration Date: 3/18/2009
Washington State UBC JATC
Boat Builder

Probation completion date

71 12009 (s ddivand
! i [mim# dd# ) “—"))
2
i f [rmrnd dd ey ‘i))

| Submit || Add to Queus || Cancel |
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ARTS REPORTING QUICK START GUIDE

REPORT STEP UPDATE

ARTS provides two ways to submit apprentice step update reports. The first is to provide the step update information using an
online form. The second is to provide step update information by uploading a file in a specified layout that contains step update data
for a set of apprentices.

REPORT STEP UPDATE USING ONLINE FORM

Home Apprentice ¥ Batch Update ¥ Program ¥ Occupation ¥ Employer ¥ Training
Apprentice Lookup
Welc«Change Status Registration and Tracking System(ARTS)

. Fegister Apprentice
To report an apprentice step update, go to the You h your
P PP pup 2 ¥ hRerrt Step Update

APPRENTICE MENU and select REPORT STEP UPDATE. o Report RSI/ 0T Hours

Tou hReports y I step queue.

Tou have (0) item(s) in your apprentice queles.

Irs ite

Tou have (0) itemis) in your training agent queus.

o)
You have (0) rejected apprentice item(s).
()

Tou have (0) rejected training agent item(s).

ARTS shows the main apprentice Step Update page. ERET

. . Click here if yvou need step by step help for Step Update.
Following the steps below, you can ask ARTS to give

Prograrm Id washington State UBC JATC #4128

you a list filtered by apprentices active in your i Bl T ] rvdar €@

program during the period you specify. On that page - T ] iomvddrgyy €@

you can update the steps for any or all of the Apprentice Status Active v

apprentices ShOWn. Special Program Identification | All A
OR

. iy tice Id
You can also use the fields here to locate the pRrentEe

Apprentice First Narne

apprentice you need to report a status change for if

Apprentice Last Name

you are reporting for only one person. [ show Details

First select the apprenticeship program. If you report for only
one program, the system will select it for you. If you report for  proorapm 14+ W A Sheet Metal JATC #74 e
more than one program, use the drop down menu.

Enter the "From Date" and "To Date". ARTS will use the datesto  From Date* Y (mmy dd /) g))

build a list of apprentices who were active in your program " J
during this period. Jiarbdte £ [mm{ dd/yy) =

To report a step for one specific apprentice, use the option to

Apprentice Id
enter the "Apprentice Id" or "Last Name" of the person that

you want. You can leave these fields blank. TR E B E

You have the option to see detail about each apprentice’s step

history. To see the details, select the "Show Details" check box. Show Details

If you don’t want to see the details you can uncheck the box.

Press the search button to have ARTS build the list of the

apprentices that match your search criteria.

ARTS will show you a list of apprentices.
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ARTS REPORTING QUICK START GUIDE
Entering Steps

Enter the Step#, Effective Date, Step Hours, Committee
Meeting Date in the fields for the apprentice.

You must enter the Step number, the Effective Date, and
the Meeting Date to report a step update for an
apprentice.

You do not have to report a step update for every
apprentice in the list. Leave the Step number empty for
any apprentice who has no change to report. ARTS will
ignore those lines when you submit the report.

Setting Effective Date and Committee Minutes Date

There is a shortcut to set the Effective Date and Committee Minutes Date for all
the apprentices in the list. Enter the date in the "Effective Date" box and click the
"Set Effective Date" button. ARTS will put the date into the effective date field for

each apprentice in the list for you. Enter a date in the "Committee Minutes Date"
field and click the "Set Minutes Date" button. ARTS will put the date into the

Step o
. " . - Step Committee
Apprentice Id Apprentice Name Current Status Occupation Id  Step No. Effective =
Date Hours Minutes Date
[ Active 1004 steps Step# Eff. Date  Hour  Minute Date
History
2 5/5/2007 52 5/5/2007
1 T113/2007 0
I EE——— Active 6 steps Step# Eff. Date  Hour Minute Date
History
2. 1/1/2007 1£1/2007
1 91172006 0
[piccsicica] ehssueaEmtn Active 952 steps Step# Eff. Date  Hour Minute Date
History
1 5/22/2006 0
Effective Date (mm/dd/ vy
Committee Minutes Date (mm/ ddf ey

| Set Effective Date H

Set Minute Date

|

"Minutes Date" field for each apprentice in the list for you.

Save or Submit

After entering information for apprentice step changes, you have two choices:

e  Press the "Submit" button to submit the information to L&l immediately.

e  Press the "Save" button to save these step changes into your queue. You can

submit them later on, or edit them, or delete them.

Getting More Help for Step Updates

When you are on the Step Update page, take
advantage of the step-by-step help file. Click
the link shown here to have help information
open in a separate browser window.

‘ Submit H Save H Cancel |

Step Update

Click here if you need step by step help for Step Update.

Program Id Washington State UBC JATC

From Date i [mm/ ddfyveyy] Q)

1)

/= Step Update Help - Windows Internet Explorer

e

Step Update
Step 1
Flrst select the apprenticaship program. If you report for oty one program, the system wil salect it for you
1F you repart for more than one program, use the drap dawn meny

Fragram I¢* WA Sheet Metal JATC #74 -

Step 2.

Enter the "From Date* and "To Date”, ARTS will use the dates to build a list of apprentices wha were active in
wour program during this period.
From Date* P {mmddi) @

To Date” ro {rmy ded ) 2’}

Stop 3

To regart a stap for one speeific apprantice, use the optian to entar the “Apgrentica Id" or "Last Name™
of the parson that you want, You can leave these flelds blank.

Apprentice |4

Apprentice Last Name

Step 4
You have the option to see detail about sach appr
"Show Detalls® check bo, |f you don’t want to see

stap history, To see the detalls, select the
detalls you can unchack. the box

joone

@ Irvomat
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BATCH REPORT STEP UPDATE USING FILE UPLOAD

If you are reporting step updates for a number of apprentices at the same time, you may find advantages in using the Batch Step
Update, which allows you to provide step update information by uploading a file in a specified layout that contains step update data

for a set of apprentices

To report step updates using the batch method, go to
the BATCH UPDATE MENU and select BATCH STEP
UPDATE.

Home Apprentice » Batch Update » Program® Cccupation » Employer » Train
Batch Step Update “

Welcome to AppiBatch Hours Updateion Mnd Tracking System(ARTS)

You have (07 RSl item(s) in your queue.

You have (0) OJT work hours item({s) in you queue.

Tou have

Tou have

{
o))
()

You have (0) item
()

You have (0) rejected apprentice item(s).
()

You have [0) rejected training agent itemis).

0F item(z) in your step queus.

{s) in your apprentice queue.

0Y item(z) in your training agent queus.

ARTS will display the Batch Step Update page.

Batch Step Update

Click here if you need step by step help for Batch Step Update,

Pleaze select a program you want to report for and the status of apprentice you want to report for and then click the "Get template”
button

Program [d*™ Washington State UBC JATC #128 v
Occupation 1d* =l v

Search From Date® r r (rmy ddfysgy)

Search To Date”™ r r [mmsddswasy)

Apprentice Status | Active v

Please click on the browse button and specify the file you want to upload.

Brawse...

Upload & Submit H

Upload & Add to Queus H Cancel |

First select your apprenticeship program. If you report for only

one program, the system will select it for you. If you report for
more than one program, use the drop down menu.

Select the Occupation you want to report for. You can select a
single occupation from the drop down menu. If you want to
report the step update for all the occupations in your program
you can just pick “**Al[**”

Enter the “From Date” and “To Date.” ARTS will use the dates
to build a list of apprentices who were active in your program
during this period.

Click on the “Get Template” button to get the comma
separated file which has list of all apprentices that are active
during the specified time period for the program and
occupation you chose.

Program I1d* Wi Sheet Metal JATC #74 A
Occupation 1d* Al v
From Date® i (mmy ddf ey ?)
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ARTS REPORTING QUICK START GUIDE

ARTS will generate a file for you that
contains the apprentices who meet
the search criteria you filtered for. It
will also provide the apprentices’

reglstratlon ID and other information lg] File Edit Yiew Insert Format Tools Data Team Window Help
from the ARTS database. PN EREEAT B %GB A 8 s AL Z B @ BgArial
. . .‘,[New List. | ﬁ Get \Work Items .ﬁ Publish Refresh 'L:xtvnflgu:ei.lst | E?-":hr:nji-»:— Columns \;h Links and Attachments !
The file has the following columns: o7 = 3
e  First Name A | 5 S | G
L N | 1 |First Name Last Name  Registration Program |d  Occupation |d Step Hour Effective D Minutes Date
¢ LlastName |2 |Albert Abbott I 154445 74 1004
e  Registration ID | 3 |Devon Ablitt 149414 74 6
e P Id | 4 |Scott Adams 147764 74 952
rogram 5 |Shawn Adams 144658 74 B
e  Occupation Id | B |Steven Adams 146565 74 1004
e Step | 7 |David Afikms 140846 74 1004 I _l
| 8 |Joshua Aiken 155922 74 10
. Hour ' 9 |lan Allen 154917 74 1004
: | 10 |Randy Allen 149938 74 B
* FEffective Date 11 | Daniel Alvarez 151437 74 B

e  Minutes Date

B3 Microsoft Excel - StepTemplate.csv

This file is a “COMMA SEPARATED VALUES” data file. The comma separated values format is a common standard for data. Thee files
have a “.csv” file extension. If you use a spreadsheet application, it will likely be able to open and let you work with this type of file.

For apprentices you

want to report a step
update on, fill out the
Step number, Hour,

@_] File Edit View Insert Format Tools Data Team MWindow Help

:_] _JH ..} ,_\‘l _‘_~|?§1|*—{§ Lhoy ."!l‘)""l’}‘:xzv

Microsoft Excel - StepTemplate.csv

AR X

! : Arial

Effective Date, Minutes

g‘f‘-li“:‘n‘ List | ﬁtiet Work Items ?&F‘utwhsh @l Refresh 'Ex:xnﬁgurei_lst | achcnzn::e Columns 1& Links and Attachments !

Date. You must provide 15 v X o A& 472972007
the Step number, the A | B8 [ € | D E_ | F ] 6 | H [N
. 1 |First Name Last Name  Registration Program Id  Occupation Id Step

Effective Date, andthe |75 ajpen Abbott I 154445 74 1004

Date of the Committee | 3 |Devon Ablitt 149414 74 B 2172007 24172007
ti inut | 4 |Scott Adams 147764 74 952

meeting minutes 5 |Shawn Adams 144658 74 B

documenting the step E Steven Adams 146565 74 1004 5/1/2007)4/29/2007|}

7 |David Adkins 140846 74 1004

change to have a 8 |Joshua Aiken 155922 74 10

complete transaction 9 |lan Allen 154917 74 1004

for an apprentice. The |10 |Randy Allen 149938 74 6

Hours field is optional.

For any apprentice on the list who does not have a step
change, you can leave those fields empty. ARTS will ignore
lines where you didn’t enter Step, Hour, Effective Date, or
Minutes Date.

Then Save the file to your hard drive.

After entering all the information to the file and saving the
file to your hard drive, click on the browse button. It will
bring up a dialog so you can browse to the place that you
saved the file and select it.
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ARTS REPORTING QUICK START GUIDE

After browsing to the file and clicking “Open” then there are several
options available:

e -Upload & Submit: This will upload the file and submit all the Upload & Submit ” Upload & Save H Cancel |
information to L&I.

e -Upload & Save: This will upload the file and Save all the
information to your queue. Later you can go to your queue to,
edit, delete, or submit the information to L&I.

When you submit or save the data, ARTS will validate the data. If

there are any errors, they will be listed for you to review. Error(s)

Some of the common errors are: not entering the Effective Date,

the Committee Min

or not entering the Meeting Minutes date, or if the Registration |t lesases Bport s ficonds

Id does not match the Apprentice’s Last Name in the database.

You can use the “Export Error Message” link to save a text file listing the error messages. This allows you to work on those issues at
another time. You can use the “Export Error Records” link to save a file in the reporting template layout showing the problem
records from your report. This allows you to edit the data and resubmit the file at another time.

List of Validations

These are the edits ARTS will check against your batch upload Step Reporting file.

e ARTS will make sure the first name and last name of apprentice is matching with our information in ARTS.

e  ARTS will validate that the program Id and occupation Id is matching with the information we have in ARTS .
e If stepis entered ARTS will make sure user enters effective date and minutes date.

e The order of columns must not change; otherwise ARTS cannot process the information.

Getting More Help for Batch Step Updates

Click here if you need step by step help for Batch Step Update,

When you are on the Step Update page, take E,l?ji,i select a program you want to report for and the status of apprentice vou want to report for
advantage of the step-by-step help file. Click the

link shown here to have help information open in (2 Datch Step Update Help - Windows laternet Explarer FEER

. |8 hitpiifrcad unk-best. ads ma goviAA TS HebPageaBotchitepUpddta.htm
a separate browser window.

Hatch Step Update

Step 1

First setect your apprenticeship progrien. |1 you repert for oy one program, the system wil sebect it for you
8 o report for meore tham one program, ise the drop doven meny

Program ™ Wown, Sheet Metal JATC #74 -

Step &

Select the Occupation you want b report for. You can select a sigle accupation from the drop down menu.
W ot weant 8o report the step update for 4 the ocoupations in your program you can just pick a1
Occupation 147 =AM .

0 and "To Date” AETS will use th dates 1o bulld a Tist of apprentices whe were
active in your program during this perfod.

From Data” f (e s ) @

To Date” i b [mens dd e &

Step 4

Chick on the "Gt Template” button to get the comma separated file which has list of all apprentices

that are active during the specified time period for the program and occupation you chose

fut tmmedatn | =
»

bone i Irnemet L
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REPORT RSI/OJT HOURS
ARTS provides two ways to report apprentice RSl and/or OJT hours. The first way is by providing the RSI/OJT hours information using

an online form. The second way is by providing the RSI/OJT hours information by uploading a file in a specified layout that contains
step update data for a set of apprentices

REPORT RSI/OJT HOURS USING ONLINE FORM

Home Apprentice » Batch Update ¥ Program P Cccupation » Employver » Training
Apprentice Lookup

WelciChange Status Registration and Tracking System(ARTS)

You hRegister Apprentice

wour guels,
You hReport Step Update < . Lele.
Report RSI/OJT Hours
To report an apprentice’s RSl and/or OJT hours, go to the Tou e eports »'
APPRENTICE MENU and select REPORT RSI/OJT HOURS. Touhave (0) itemis) in your apprentice queue.

You have (0) item(s) in your training agent queue.
You have (0) rejected apprentice item(s).
i)

Tou have (01 rejected training agent itemi(s).

ARTS shows the main apprentice Report Hours screen.

Report Hours
Click here 1f you need step by step help far RS| & OUT reporting.

Following the steps below, you can ask ARTS to give you a list e o
filtered by apprentices active in your program between the dates Emgr?t‘d Ml St ”S -
rom Date i [mmé ddryyy)
you specify. On that page, you can update the steps for any or all TaDate - |
ofthe apprentices ShOWn. Apprentice Status . Active v
Special Program Identification | Al v
OR
You can also use the fields here to locate the apprentice you need Atz
Apprentice First Name
to report hours for if you are reporting for only one person. Apprentice Last Name
Show Details
You can choose to report RSI hours, OJT Hours, or both RSl and OJT Hours. Use You want to report RS| & OJT Hours (%
the drop-down box to make your selection. “
Select the apprenticeship program. If you report for only one program, the
system will select it for you. If you report for more than one program, use the Program |d” W WA Sheet Metal JATC #74
drop down menu.
" " " " . . . From Date” / ! [mm{ dd/ywyy)
Enter the "From Date" and "To Date". ARTS will use the dates to build a list of
apprentices who were active in your program during this period. To Date” ol {ram/ dd/ )

To report a step for one specific apprentice, use the option to enter the .ﬂ.pprentice Id
"Apprentice Id" or "Last Name" of the person that you want. You can leave

these fields blank. Apprentice Last Name

You have the option to see detail about each apprentice’s RSI/OJT history. To Show Details
see the details, select the "Show Details" check box. If you don’t want to see
the details you can uncheck the box.

Press the search button to have ARTS build the list of the apprentices that

match your search criteria.
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ARTS WI” ShOW yOU a lISt Of apprentices' Apprentice Id Apprentice Hame Current Status Occupation Id From Date l::::‘:“ Unpaid Paid hm‘“d"on'::‘::" Freg
E t . RSI h oAy sty Active 1004 From To Unpaid Paid From To Hour
ntering ours
History History
. . 712012008 712912008 & 33 127112008 1274; 2008 5
Enter the From Date, To Date, Unpaid Hours, and Paid e e e SIS s
Hours. You must enter the From Date, To Date, and one of SIS I TN S e FA 200 S e s
. . 4/1/2008  S//2M08 56 3 1172008 /2008 566
Paid or Unpald hours. U208 HINI208 55 913I2007  9IVU20T 168
11112008 INI208 55 66 All Hours 1219
Entering OIT hours didn T
All Hours 1"n 73
Other Hours
Enter the From Date, To Date, and work Hours. You must Total Hours 1 73
enter From date, To date, and work hours. = ¥ R - Lol R B
History History
You do not have to report RSl and OJT hours for every ® o AR e
apprentice in the list. Leave the Unpaid hours, Paid hours, 5
and work hours empty for any apprentice who has no s okt
change to report. ARTS will ignore those lines when you L o s e w091
Other Hours 1s Other Hours
Ssu bmlt the report_ Total Hours 1338 266 Total Hours 8091
Setting the From date and To date
There is a shortcut to set the From Date and To Date for all the apprentices in ¢ Dat
the list. Enter the date in the "From date" text box and "To Date" text box. LS (mm/ dd/ )
H n n H
When you click the "Set RSI Date" button, ARTS -WI|| pre-populate the From To Date (i dds |
date and To date for RSI hours for each apprentice shown on the screen. In ddd
the same way, you can click on the "Set OJT Date" button to set the From Set RSI Date Set OJT Date

date and To date for OJT Hours.
Empty Report

If you have no apprentices in your program during the period, or if you don't
have any hours to report for them, then you can use "Empty Report button"
and L&I will be notified that you made the mandatory report. The date you
entered as your search will be considered the report date.

Save or Submit

After entering information for apprentice hours, you have two choices:

e  Press the "Submit" button to submit the information to L&l immediately.
e  Press the "Save" button to save these RSI/OJT changes into your queue.

You can submit them later on, or edit them, or delete them.

Getting More Help for Hours Reporting

{Both RSI & Work Hours

V[

Send Empty Report

@

Submit H Save H Cancel |

When you are on the Report Hours page, take advantage of the
step-by-step help file. Click the link shown here to have help

information open in a separate browser window. button

Batch Step Update

Click here if you need step by step help for Batch Step Update,

Please select a program you want to report for and the status of appgntice YOou wall
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BATCH REPORT RSI/OJT HOURS USING FILE UPLOAD

If you are reporting hours for a number of apprentices at the same time, you may find advantages in using the Batch Step Update.
This allows you to provide step update information by uploading a file in a specified layout that contains step update data for a set

of apprentices.

You have (0) RSl item(s) in wour gueus
To report step updates using the batch method, go to the You have
BATCH UPDATE MENU and select BATCH STEP UPDATE. You have

You have

(0

(

(

You have |
(

You have |
(

You have

[ R o o R o ]

Home Apprentice » Batch Update » Program » Occupation » Employer » Traini
Batch Step Update

Welcome to AppiBatch Hours Update

Q_ System(ARTS)

OJT work hours item(s) in wou queue.

itemis) in your step queus.

itemis) in your training agent queue.

)
)
Jitermnis) in your apprentice queue.
)
J rejected apprentice itemi(s).

)

rejected training agent item(s).

ARTS will display the Batch Step Update page. button

Apprentice Status | Active v

Batch Hours Update

Click here if you need step by step help for Batch Hours Update.

Program Id™ Washington State UBC JATC #128
Occupation 1d* Y (i v
Search From Date” 7 v

Search To Date® i I

Please select a prograrm you want to report for and the status of apprentice you want to report for and then click the "Get ternplate”

~

First select your apprenticeship program. If you report for only one
program, the system will select it for you. If you report for more than
one program, use the drop down menu.

Select the Occupation you want to report for. You can select a single
occupation from the drop down menu. If you want to report step

updates for all the occupations in your program you can just pick
Ak P [|FE

Enter the “From Date” and “To Date.” ARTS will use the dates to build a
list of apprentices who were active in your program during this period.

Click on the “Get Template” button to get the comma separated file
which has list of all apprentices that are active during the specified time
period for the program and occupation you chose.
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Please click on the browse button and specify the file you want to upload.
Upload & Subrnit || Upload & Add to Queue H Cancel |
Program 1d*™ Wt Wih Sheet Metal JATC #74 hd
Occupation 1d* i1 gl v
*
From Date I ; (mmy dd /) H_J)
Tao Date”

i r [rnrms ddf ey ‘_-'))

Get template
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ARTS generates a file for you that
contains the apprentices who meet
the search criteria you filtered for. It

also provides the apprentices’
B3 Microsoft Excel - HoursTemplate-2.csv.
registration ID and other information :E0) rle Edt Vew Ifeert Fomot Took Data Team Window el
R W= = BN |7 T WA AL IR IR~ N SR e A N ‘ : arial 210 z| Bz U
from the ARTS database. .JJHEJ\jAlvﬁlkr—a <A 2 AlA{ﬂﬂ@ E via | u
P INewlist | 556 ems dapublish @l Refresh Al Confiure List | G Columns [ Links and Attachments !
G26 - ~
7 H . A | B [ ¢ [ D ] E F G | H [ | J [ K L
The flle has the fO”OWIng COIUmnS. | 1 |First Name Last Name Registratio Program Ic Occupation Id RSI Start Date  RSI End Date RSI Unpaid Hrs RSI Paid Hrs Work Start Dat Work End Da'Work Hrs
. | 2 |Albert Abbott I 154445 74
e  First Name |3 |Devon  Ablitt 149414 74 6
| 4 [Scott Adams 147764 74 952
o Last Name | 5 [Shawn  Adams 144658 74 6
. . | 6 |Steven Adams 146565 74 1004
e  Registration ID | 7 [David  Adkins 140846 74 1004
| 8 |Joshua Aiken 155922 74 10
e ProgramID 9 [lan Allen 154917 7 1004
. |10 [Randy  Allen 149938 74 6
e  Occupation ID 11 Daniel  Alvarez 151437 74 3
| 12 |Carolina  Ambriz 152462 74 6
° RSI Start Date 13 [Josl Ames 121427 74 6
| 14 |Derek Arbogast 156682 74 6
° RSI End Date 15 |Leonid  Arkhipchuk 156901 74 6
| 16 |Julie Armstrong 143036 74 952
° RSI Unpaid Hours (17 |[James  Aubrey Jr | 151817 74 3
| 18 |Stacie Avery 144177 74 6
° RSI Pa|d Hours | 19 |Kristina  Ayers 155916 74 1004
20 |Douglas  Baird 153131 74
e  Work Start Date
e Work End Date
e Work Hours

This file is a “COMMA SEPARATED VALUES” d

ata file. The comma separated values format is a common standard for data. Thee files

have a “.csv” file extension. If you use a spreadsheet application, it will likely be able to open and let you work with this type of file.

To report RSl or OJT hours
for an apprentice, fill out
the RSI Start Date, RSI End

A B3 Microsoft Excel - HoursTemplate-3.csv
Date, RSI Unpald HrS, RS l @_] File Edit View Insert Format Tools Data Team Window Help
Paid Hrs, Work Start Date, RN = WS MW e 2 < WP TERY: e AL A [0 S0 S N1 0 oW L w10 2B Z U | 3
i B e List | G« Itemns P Publish [l Refresh Gl configure List | Bmch s Links and Attachments !
Work End Date, and Work - o
Hrs. You must provide the A [ B [ ¢ [ D [ E ] F [ &G ‘ I ||
1 |First Name Last Name Registratio Program Id Occupation RS Start Date nd D RSI Unpaid Hrs  RSI Paid FWork Start Date Work En
RSI Start Date and RSI End | 2 |Albert  Abbott I | 154445 74 1004
| 3 |Devon  Ablitt 149414 74 6
Date and either RSI Unpaid | 4 [Scott | Adams 147764 74 952 17142007 44172007 34
| 5 [Shawn  Adams 144658 74 6 2/1/2007 5/1/2007 58 )
Hrs or RSI Pald Hrs |f ou 6 |Steven Adams 146565 74 1004
y | 7 |David Adking 140846 74 1004 3/2/2007 5/1/2007 56 24142007 anpzoo7far
are reporting RSI Hours. If 8 lJoshua  Aiken 165922 74 10
| 9 |lan Allen 154917 74 1004
you are reporting OJT Hours |10 Randy _ Allen 142550 L 5
|11 |Daniel  Alvarez 151437 74 6

you must provide Work
Start Date, Work End Date,
and Work Hrs.

For any apprentice on the list who does not h

ave a RSl or OJT hours to report, you can leave those fields empty. ARTS will ignore

lines where you didn’t enter RSI Start Date, RSI End Date, RSI Unpaid Hrs, RSI Paid Hrs, or Work Start Date, Work End Date, Work Hrs.

You have the option report RSI hours or OJT hours separately, or report both at the same time.

Then Save the file to your hard drive.
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| Browse...

After entering all the information to the file and saving the file to your file Upload )

hard drive, click on the browse button. It will bring up a dialog so you

can browse to the place that you saved the file and select it.

Looki: | (£ New Folder vl O 2 @

5 HoursTemplate.csv

£

My Recent
Documents

Desktop

My Documents

After browsing to the file and clicking “Open” then there are several W9
options available: e
\1\; File name: HoursTemplate.csv v
e Upload & Submit: Choosing this will upload the file and submit all s
the information to L&l.
e Upload & Save: Choosing this will upload the file and Save all the
information to your queue. Later you can go to your queue to, edit, Upload & Submit H Upload & Save H Cancel |

delete, or submit the information to L&I.

When you submit or save the file ARTS will validate the
data. If there are any errors, they will be listed on the
page for you to review.

Error(s)

(0) Wark Hours updated and (0) RSI Hours updated successfully.

The following errors happened during the process:

There is a missing work hours start date in the information you submitted for Shawn Adams
There is a missing RSI start date in the infarmation you submitted for David Adkins

RSI hours were already reported during the time period you provided for Scott Adams
Export Error Message Export Error Records

Some of the common errors are: not entering the RSI Start Date, RSI End Date, Work hours Start Date, Work Hours End Date, or the
RSI, or Work hours were reported for the period that you specified or if the Register Id does not match the Apprentice’s Last Name

in the database.

To save the list of error messages to review later, you can click
create a text file with the errors for you to save. You can use th
layout showing the problem records from your report. This allo

List of Validations

on “Export Error Message” under the error message list. ARTS will
e “Export Error Records” link to save a file in the reporting template
ws you to edit the data and resubmit the file at another time.

e ARTS will make sure the first name and last name of apprentice is matching with our information in ARTS.

e  ARTS will validate that the program Id and occupation

Id match with the information we have on in ARTS.

e If RSI Paid and Unpaid hours are entered, ARTS will make sure you enter RSI Start Date and RSI End Date.
e If work hours are entered, ARTS will make sure Work Start Date and Work End Date are entered.
e  The order of columns must not change; otherwise ARTS cannot process the information.

When you are on the Batch Hours Update page, take advantage

of the step-by-step help file. Click the link shown here to have
help information open in a separate browser window.

Batch Hours Update

Click here if vou need step by step help for Batch Hours Update,

Please select a program you want to report for and the status of ap
button

ntice you want to

Drooaram 1 d* wifachinagton Stoto LIBC IATC #17 L3
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UPLOAD COMMITTEE MEETING MINUTES
If you are required to submit copies of your committee meeting minutes, ARTS gives you a way to do that electronically. You are able

to upload a copy of your meeting minutes in a .pdf format file. If you submit your minutes by uploading a file using ARTS, you do not
have to mail a paper copy of your minutes to L&lI.

MINUTES UPLOAD

Home Apprentice ¥ Batch Update » Program » Occupation » Employer ¥ Training
Program Lookup
Authorized Signer Lookup 4
Committes Associate Lookup
. Minutes Lookup
. . X Training Agent : .
a copy of the minutes in a .pdf format file. Minutes Action Loo

OJT Hours )
Minute Upload
Rl Hours

Apprentice Step Update

To upload a copy of your committee

o _ Anprenti
meeting minutes, you must first have saved | 7P

Use the PROGRAM menu to select
MINUTES UPLOAD.

Upload Minutes
. . Click here if you need help
ARTS will display the Upload Minutes page.
Program™ Wiashington State UBC JATC #128 hd
If you report for more than one Program, Minutes Date™ VI
use the drop down list to select the Comment

program you wish this Meeting Minutes file Please click on the browse button and specify the file you want to upload (File should be in "PDF" format)

to be recorded.

Next, enter the date of the Committee Meeting that this file has the minutes for.
This date will be used to identify the minutes within ARTS.

Click on the browse button. It will bring up a dialog so you Choose file k3

minutes Date™ I i

can browse to the place you have the .pdf file saved on your Lock in: [ © Mesting Minutes Folder S e meE-
computer. 5
. . . Iy Recent
Select the file and click Upload Minutes button to upload Documents
the file into ARTS. @
Desktop
L

My Documents

.
w58
4y Comnpuiter
.
M yPTazztgork File mame: | j Open
Filesoftvpe: |4l Files 7] =l Cancel
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RESPOND TO REJECTED ITEMS

Items you submit are reviewed by your Apprenticeship Consultant. They use ARTS to review the information you have reported. If
there’s a problem, they will use ARTS to make a comment so you can take further action.

ARTS has two rejected item pages which give you access to the items your Apprenticeship Consultant has returned to you because of
an issue. One page will list “Rejected Apprentice Items.” These include apprentice registrations, and status changes. The other page
will list “Rejected Training Agent Items.” These include activating and inactivating Training Agent records.

You can respond to items in your rejected items lists by editing and resubmitting them, deleting them, or re-saving them to work on
when you are ready.

REJECTED ITEMS

Horne Apprentice » Batch Update ¥ Frogram * Occupation » Employer ¥ Training
To review and respond to items in your rejected lists, either:
. From the Home page, click the link for the list you \:’elcome to ApPrenticg Registration and Tracking System(ARTS)
ou have (0) RSl item(s) in your queue.
want to review. You have {0) OJT work hours item{s) in you queue.
You have (0) item(s) in your step queus.
i

You have (0
—OR-

itemis) in vour apprentice gueue.

You have (0) rejected apprentice item(s).

)
)
)
e (0) itemn(s) in your training
)
e  From the REJECTED REQUESTS MENU select the list )

you want to review, either REJECTED APPRENTICE
REQUEST, or REJECTED TRAINING AGENT.

You have () rejected training agsnt item(s).

plover ¥ Training Agent ¥ Request ¥ Rejected Requests ¥ My Queus ¥

Rejected Apprentice Request
aue Rejected Training Agent

Rejected Training Agent

The Rejected Request page will show a

list of items for you to review. Home Apprentice b Batch Update ¥ Program ¥ Cccupation ¥ Employer # Training Agent ¥ Request ¥ Rejected Reque

Click the EDIT link to go to the detail Rejected Apprentice Request

page where you can see the

Apprenticeship Consultant comment.

Rejected App! : est
On that page you will also be able to
edit, resubmit, or save the item. First Nflme Last Nf'ime 0-:.-: upaltion Hame Review Date Rev‘ilewed ‘.3? Act.ion Ed.it
Armin Kabir  Residential Carpenter 4/15/200% 2:44:00 PM Kabir,&rmin Register Edit
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USING YOUR SAVED QUEUE

Items that you have saved in ARTS by using the ADD TO QUEUE button are available for you come back to in your saved queues. You

can edit and then submit, or delete the items.

SAVED QUEUES

You can access your queues in two ways:

e  Your ARTS home page lists the queues, and you
can view those pages by clicking the links.
e You can also use the MY QUEUE menu to select

the View My Queue page.

ing Agent P Request ¥ Rejected Requasts » My Queus k

Views My Queue

Horme Apprentice » Batch Update » Program » Occupation » Employer » Training Ag

Welcome to Apprentice Registration and Tracking System(ARTS)
You have (0) RSl item(s) in vour queue.
You have (0) OJT work hours item(s) in you queue.
You have (0) itemn(s) in your step queue.
You have (0) itermis) in your apprentice queus.
You have (0) item(s) in your training agent queue.
You have (0) rejected apprentice itemis).

()

You have (0) rejected training agent itemi(s).

There are five queues based on the type of item you have saved:

View My Queue

e Apprentice items
(such as registrations and status changes)

e Training Agent items Apprentice

e  OJT Hours reports Training Agent
RSI H QT Hours

o ours reports Sl Houre

[ ]

Apprentice step updates

Apprentice Step Update

When you select the queue you
want to work with, ARTS will
display a list of items you have

saved. RSI Hours
Check all - Uncheck all
e . First Name Last Mame Start Date End Date Unpaid RSIPaid RSI Create Date Creator Mame Edit
You can select a specific item to [0 alhajii Kabba 2/1/2008 1/1/2008 520,00 620,00 2/13/2009 HKahir,Armin Edit
work with by clicking the “Edit” Eemddilicca  kaber|i [5/2007 6/5/2007 54.00 45,00 8§/25/200% Kabir,Armin Edit
link. That will take you to a [ Melissa Kaberline 5/5/2007 6/5/2007 64.22  45.00 oo o0 —rammemmm cdit

Program Mame | YWashington State UBC JATC #128 v

RSI Queue

detail page where you can edit

and submit or re-save the item.

| Submit || Delete || Cancel |

ARTS gives you a shortcut to act on multiple items in a queue at once.

RSI Hours
e Use the “Check All” link to select the whole list. =P Check Al Uncheck Al
First Name Last Mame Start Date End Date Unpaid RS1 Paid K
e  Or use the check boxes to select more than one item. \’ Gl T
[0 #elissa  Kaberline 5/5/2007 &/5/2007 54,00 45,0
|:| telissa  Kaberline 5/6/2007 &/ 5/2007 54,22 45,2
[ ]

the check boxes selected.

Then use the buttons to either SUBMIT or DELETE all of the items with

ﬂ| Submit || Delete || Cancel |
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USING REPORTS

Reports in ARTS are accessed from the APPRENTICE menu. The reports are presented in your browser using the BusinessObjects
technology. It puts additional features into buttons you can use. Here we will describe two that are good to know about.

e W= 1 J1 Main Report » # [100% %] Busiiessobjects

Approved Registratié L&l ARTS (Apprenticeship Registration & Traclang System)

Pending Registratic§ . L . . .
Online Activity Report: Submitted Apprentice Registrs:

EXPORT: click this button to access the export feature. You can save a copy of the report in a number of useful
IﬁE L formats such as Adobe Acrobat (PDF), Microsoft Excel (XLS), Rich Text Format (RTF) among others. (To use this
feature, you must have pop-up blockers disabled.)

= [3
E= |: PRINT: click this button to access the print features for the report

MORE THINGS YOU CAN DO WITH ARTS
This document is intended to give you a quick-start to reporting online with ARTS. In addition to the reporting tasks described here,

you can do other activities online with ARTS. For example you can use ARTS to select an employer record that is recorded in the
database and to activate or deactivate them as a Training Agent for your program.

CONTACTING L&I FOR HELP WITH QUESTIONS

If you have questions about using the ARTS online application, you can send an email to APPRENTICE@LNI.WA.GOV . During

business hours someone will help with your question.

If you have questions about reporting rules or specific reporting issues, your Apprenticeship Coordinator will help with your
question.

30


mailto:APPRENTICE@LNI.WA.GOV

