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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.  

 Registering an apprentice. 

 Changing apprentice status (things reported on the “Request for Change of Status” or “Form 21”). 

 Reporting apprentice step updates. 

 Reporting RSI hours and/or OJT work hours. 

 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&I 

web site at http://arts.lni.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:  

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

 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.  

 Register Apprentices 

 Report Apprentice "Form 21" Status Changes 

 Report Apprentice Step Updates 

 Report Apprentice RSI/OJT Hours 

 Upload Committee Meeting Minutes 

 Update Training Agent Records 

 As well 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.  

 

 

ARTS menu 

 

 

“Saved” 

Queues 

 

AC “rejected” 

queues 

 

GETTING HELP ONLINE 

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.  



ARTS REPORTING QUICK START GUIDE 

4 

 

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:  

 Select the lookup page from the menu. 

 ARTS will display a page with fields you can complete to filter your search for the record you want. 

 The fields you can filter on depend on the type of information you are looking up. 

 If more than one record matches with the information you filtered on, ARTS will display a list. 

 You can select from the list to view the information you were looking up. 

LOOK UP APPRENTICE 

To look up an apprentice, first use the APPRENTICE menu to select 

APPRENTICE LOOKUP.  

ARTS will display the APPRENTICE LOOKUP page. The fields showing 

there will allow you to filter a search for the apprentice you want to 

work with.  

For example, you can select to filter your search for apprentices in all 

programs, or only apprentices in programs you report for. You can also 

filter by apprentice status. 

 

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 matches those name filters, ARTS will display a list.  

From the list, select “VIEW” and ARTS will display the person’s 

information for you to examine.  

ARTS will display a full page of apprentice information under the 

heading VIEW APPRENTICE INFORMATION. 

 

 

 

 

 

 

 

 

            (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.  

 

 

 

  

 

 

 

 

 

 

 

 

 
(Note –the PROGRAM detail page includes 

more information than is shown here) 
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LOOK UP OCCUPATION 

 

 

To look up occupation details, first use the OCCUPATION menu 

to select OCCUPATION LOOKUP.  

ARTS will display the OCCUPATION LOOKUP page. The fields 

showing there will allow you to filter a search for the 

occupation you want to work with.  

For example, use the occupation name, or part of the 

occupation name to search with. ARTS will also find partial 

matches on the beginning letters of a occupation name. 

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

SOC category.  

If you know the Occupation ID, you can enter that to go directly 

to the detail information.  

Press the SEARCH button, and ARTS will show a list of the 

occupations that match your search filter.  

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

that occupation.  
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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. 

 

 

 

 
(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. 

 

 

 

 
 



ARTS REPORTING QUICK START GUIDE 

9 

 

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 

by the system at the time your Apprenticeship 

Consultant completes the review and 

“approves” the registration.  

 

To register an apprentice, go to the APPRENTICE 

menu and select REGISTER APPRENTICE.  

 

 

 

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.  

 

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&I 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.  
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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.  

 

 

You will need to print and mail the 

transfer form following the 

existing processes for handling an 

apprentice transfer. 
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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 

instructions about the queues in other parts 

of this document.)  
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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.  
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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 

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:  

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

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

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

 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.  

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

 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.  
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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.  
 

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). 

 

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 

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). 
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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). 

 

 

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 

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 

 

 

 

 

 

 

 

 

(Note –the APPRENTICE CORRECTION 

CHANGE OF STATUS page includes more 

available fields than are shown here) 
 

INITIAL PROBATION COMPLETION 

Initial Probation 

Completion: Report an 

apprentice’s completion of 

the initial probation period 

Enter the date of when the 

apprentice’s initial 

probation was completed.  

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). 
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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 

 

To report an apprentice step update, go to the 

APPRENTICE MENU and select REPORT STEP UPDATE.  

 

 

ARTS shows the main apprentice Step Update page.  

Following the steps below, you can ask ARTS to give 

you a list filtered by apprentices active in your 

program during the period you specify. On that page 

you can update the steps for any or all of the 

apprentices shown.  

You can also use the fields here to locate the 

apprentice you need to report a status change for if 

you are reporting for only one person.  

 

 
 

First 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 drop down menu. 

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

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

you want. You can leave these fields blank. 

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

history. To 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.  

ARTS will show you a list of apprentices.  
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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 

"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:  

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

 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.  
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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.  

 

 

 

 

 

 

ARTS will display the Batch Step Update page.  

 

 

 

 

 
 

 
 

 

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 “**All**” 

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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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’ 

registration ID and other information 

from the ARTS database.  

The file has the following columns:  

 First Name 

 Last Name 

 Registration ID 

 Program Id 

 Occupation Id 

 Step 

 Hour 

 Effective Date 

 Minutes Date  

 

 

 

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, 

Effective Date, Minutes 

Date. You must provide 

the Step number, the 

Effective Date, and the 

Date of the Committee 

meeting minutes 

documenting the step 

change to have a 

complete transaction 

for an apprentice. The 

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. 

 

 

 



ARTS REPORTING QUICK START GUIDE 

21 

 

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

options available: 

 -Upload & Submit: This will upload the file and submit all the 

information to L&I. 

 -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.  

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

or not entering the Meeting Minutes date, or if the Registration 

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.  

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

 ARTS will validate that the program Id and occupation Id is matching with the information we have in ARTS .  

 If step is entered ARTS will make sure user enters effective date and minutes date.  

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

Getting More Help for Batch 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.  
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REPORT RSI/OJT HOURS 

ARTS provides two ways to report apprentice RSI 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 

 

 

To report an apprentice’s RSI and/or OJT hours, go to the 

APPRENTICE MENU and select REPORT RSI/OJT HOURS.  

 

ARTS shows the main apprentice Report Hours screen.  

Following the steps below, you can ask ARTS to give you a list 

filtered by apprentices active in your program between the dates 

you specify. On that page, you can update the steps for any or all 

of the apprentices shown.  

You can also use the fields here to locate the apprentice you need 

to report hours for if you are reporting for only one person.  

 

 
 
You can choose to report RSI hours, OJT Hours, or both RSI and OJT Hours. Use 

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 

drop down menu.  

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

"Apprentice Id" or "Last Name" of the person that you want. You can leave 

these fields blank.  

You have the option to see detail about each apprentice’s RSI/OJT history. To 

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 will show you a list of apprentices.  

Entering RSI hours 

Enter the From Date, To Date, Unpaid Hours, and Paid 
Hours. You must enter the From Date, To Date, and one of 
Paid or Unpaid hours. 

Entering OJT hours 

Enter the From Date, To Date, and work Hours. You must 
enter From date, To date, and work hours.  

You do not have to report RSI and OJT hours for every 
apprentice in the list. Leave the Unpaid hours, Paid hours, 
and work hours empty for any apprentice who has no 
change to report. ARTS will ignore those lines when you 
submit the report.   

 

Setting the From date and To date 

There is a shortcut to set the From Date and To Date for all the apprentices in 
the list. Enter the date in the "From date" text box and "To Date" text box. 
When you click the "Set RSI Date" button, ARTS will pre-populate the From 
date and To date for RSI hours for each apprentice shown on the screen. In 
the same way, you can click on the "Set OJT Date" button to set the From 
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:  

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

 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 

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.  
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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.  

 

 

To report step updates using the batch method, go to the 

BATCH UPDATE MENU and select BATCH STEP UPDATE.  

 
 

 

ARTS will display the Batch Step Update page.  

 
 

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 

“**All**” 

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. 

 

 

 

 

 

 

 

 



ARTS REPORTING QUICK START GUIDE 

25 

 

ARTS generates a file for you that 

contains the apprentices who meet 

the search criteria you filtered for. It 

also provides the apprentices’ 

registration ID and other information 

from the ARTS database.  

The file has the following columns:  

 First Name 

 Last Name 

 Registration ID 

 Program ID 

 Occupation ID 

 RSI Start Date 

 RSI End Date 

 RSI Unpaid Hours 

 RSI Paid Hours 

 Work Start Date 

 Work End Date 

 Work Hours 

 

 

 

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. 

To report RSI or OJT hours 

for an apprentice, fill out 

the RSI Start Date, RSI End 

Date, RSI Unpaid Hrs, RSI 

Paid Hrs, Work Start Date, 

Work End Date, and Work 

Hrs. You must provide the 

RSI Start Date and RSI End 

Date and either RSI Unpaid 

Hrs or RSI Paid Hrs if you 

are reporting RSI Hours. If 

you are reporting OJT Hours 

you must provide Work 

Start Date, Work End Date, 

and Work Hrs.  

 

 

For any apprentice on the list who does not have a RSI 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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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. 

 

 

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

options available: 

 Upload & Submit: Choosing this will upload the file and submit all 

the information to L&I. 

 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, 

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. 
 

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 on “Export Error Message” under the error message list. ARTS will 

create a text file with the errors for you to save. 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  

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

 ARTS will validate that the program Id and occupation Id match with the information we have on in ARTS.  

 If RSI Paid and Unpaid hours are entered, ARTS will make sure you enter RSI Start Date and RSI End Date.  

 If work hours are entered, ARTS will make sure Work Start Date and Work End Date are entered.  

 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.  
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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&I.  

MINUTES UPLOAD 

 

To upload a copy of your committee 

meeting minutes, you must first have saved 

a copy of the minutes in a .pdf format file.  

Use the PROGRAM menu to select 

MINUTES UPLOAD.  

 

ARTS will display the Upload Minutes page.  

If you report for more than one Program, 

use the drop down list to select the 

program you wish this Meeting Minutes file 

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 

can browse to the place you have the .pdf file saved on your 

computer.  

Select the file and click Upload Minutes button to upload 

the file into ARTS. 
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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 

To review and respond to items in your rejected lists, either:  

 From the Home page, click the link for the list you 

want to review.  

 – OR – 

 From the REJECTED REQUESTS MENU select the list 

you want to review, either REJECTED APPRENTICE 

REQUEST, or REJECTED TRAINING AGENT. 

 

 

 
 

The Rejected Request page will show a 

list of items for you to review.  

Click the EDIT link to go to the detail 

page where you can see the 

Apprenticeship Consultant comment.  

On that page you will also be able to 

edit, resubmit, or save the item.   
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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:  

 Your ARTS home page lists the queues, and you 

can view those pages by clicking the links.  

 You can also use the MY QUEUE menu to select 

the View My Queue page.  

 
 

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

 Apprentice items  

(such as registrations and status changes) 

 Training Agent items 

 OJT Hours reports 

 RSI Hours reports 

 Apprentice step updates 
 

 
When you select the queue you 

want to work with, ARTS will 

display a list of items you have 

saved.  

You can select a specific item to 

work with by clicking the “Edit” 

link. That will take you to a 

detail page where you can edit 

and submit or re-save the item.   
 

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

 Use the “Check All” link to select the whole list.  

 Or use the check boxes to select more than one item.  

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

the check boxes selected.  
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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.  

 

 

 

EXPORT: click this button to access the export feature. You can save a copy of the report in a number of useful 

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.)  

 
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.  
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