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Changes to Creating and Submitting Course rosters in the Online Roster
Recording system for the Department of Labor & Industries.

Login to Secure Access Washington.

SecureAccess
WASHINGTON®

My Secure Services Account Management Help About SecureAccess Logout
Hello pycooper

My Services ” Add a New Service |

Electronic Permit and Inspection System Department of Purchase electrical and alteration of manufactured home permits with credit cards and Active Remave

Labor and Industries contractor deposit accounts. Manage and review related inspection activity.

L
Select Trades Education Roster Reporting System from your list of services.

Select the Update My Info Button

A List of all the courses associated with your Sponsor record is listed.
You can use this page to update your phone number/email address etc with the department.
AND you can select the class from the list and be taken directly to the “Get Or Create a Roster” page



v k] Free Hotmail & &) Web Sice Gallery ~

55 Update Myselt I © Y v Pagev Safetyv Tookv @+
Sponsor Information [ Update My nfo |
Company Name: Manually recorded courses .
Last Name: Vet L Update your company address, email or
- phone number click on Update my Info for
Address, 7273 Unwson Vi information to be saved
PO Box 44460

City: Tumwater

Stae: 1ia lick on the course name to be taken

e = directly to the Get or Create a Roster page.

Phone Ext:

Fax: (360) 902-5295

Email:
Courses
First Aid CPR M 01012006  |01/01/2009
;:""“"““"‘"““""‘“““""“‘ WA2007-012 BC 01012007 112312015
;:f‘“"*"‘“""“"“‘“""‘ WA2007-017 BC 01012007 |12312015
expired retest WAC 'WA2007-148 EL 01012007 121312015
expired retested ‘WAZDOTVH" EL 01/012007 1213122015
E’;‘;‘fﬁ"f“m""“""" WA2008-002 BC 12302007 |12312007
Credit for previous courses WA2008-569 EL 01/01/2008 12/3172008

/' Trusted sites | Protected Mode: Off v %% v

To Create a Roster you must either select a course from the list as shown

above

4-42ff-88 - 2l5b8a8AL

ourse.aspxICED:

i Favorites

%5 | electrical stuff & Free Hotmail & quickcards (edtemal) & Web Slice Gallery v

| Locate Course

B —
Laborand Industries ggmmms

Safety  Claims & Insurance  Workplace Rights  Trades & Licensing

[ v [ @ v Pagev Ssfetyw Tookv @v

Topic Index | Contact Info (NN "N

Find a Law or Rule.

Get a Form or Publication

O veln

Continuing Education

Locate Course

Course Type:

Class Id:

Manually recorded courses logged in as pycooper

ki & Select the Course Type from the
Electrical Basic Classroom

Electrical Pump Installer -

selection list.

(ex. WA2006 or WA2006-123)

Then type in the Course 1D

number: example: WA2009-111

Select Next
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Creating a Roster:
After selecting the course from the list or selecting the course type and entering the course 1D

1. Enter the course Completion date.
2. Then Click on Get or Create Roster

GOL=3 2 TedcA26
d Favorites g i elactical stulf ) Fres Hotmail B quickcards (edemal) ] Web Slice Galley =

| 88 Course Detail Update [ B v B -0 m o~ Page~ Sefety~ Took+ @+

op d o Search B

Home  Safety  Claims & Insurance  Workplace Rights  Trades & Licensing.

Find a Law or Rule  Get a Form or Publication

Continuing Education

Roster
Course credit will be applied based upon individual license renewal requirements.
Electrical Basic Classroom (BC)

Course Type:
Class 1D: WAZDOT-01Z (ox. Search Classes
WAZ0OS or WAZ006-123)
Class: WA2007-012 ‘Course Dates: 1/1/2007-12/31/2015
Title: Verified Indentured Apprecticeship 16 hrs 1
Course Type: Elactrical 8asic Classroom

Provider: Manually recorded courses
Completion Date:
MWDDIYYYY

< Prév
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i Favorites  © iz |, electrical stuff v ] Free Hotmail & quickcards (external) @] Web Slice Gallery ~

|8 Course Detail Update [ % v B - ) & v Pagev Safetyv Tookv @+

Topic Index | Contact Info [ TN

Washington State Department of
PLLIELLL LR L o sarery | Claims & Insurance | Workplace Rights | Trades & Licensing

Find a Law or Rule  Get a Form or Publication ) Help

Continuing Education

Roster
Course credit will be applied based upon individual license renewal requirements.
Course Type: Electrical Basic Classroom (BC)

‘WA2006 or WA2006-123)

Class: WA2007-012 Course Dates: 1/1/2007-12/31/2015
Title: Verified Indentured Apprecticeship 16 hrs
Provider: Manually recorded courses. Course Type: Electrical Basic Classroom

Completion Date:  04/14/2011
MM/DD/YYYY

Get or Create Roster

Select People
License/Certificate: OR Name: OR SSN

Roster List

< Prev

Done / Trusted sites | Protected Mode: Off 45 v H100% -

To add names to the roster, you can enter either the license number
Or name Or SSN of the person that took the course.

Do not enter more than one value.
If you enter the license number the person with that certificate number will be added to the Pending

roster,

Searching by Name or SSN will return a list that you will need to make your selection from>

For example: | entered the Name Parker in the name field and selected Search People:



€ Select License - Windows Internet.

nselist aspxaC|

% | electrical stuff = | Free Hotmail | quickcards (external) i Web Slice Gallery =

Topic Index | Contact Info [N N

Rt e
Laborand Industries (SIS YPIIL @ IPTI. e | Workplace Rights | Trades & Licensing ‘
Finda Law or Rule Gt a Form or Publication @ Help
Continuing Education
Select License
. Exp Date
License (Status)  Type Name Address UBI/SSN S
P 0 BOX 784
PARKEDDI45M6
Electrical T PARKER, DREW D 7468 07/26/2008
(EXPIRED) ctrical Trainee . NEWMAN LAKE ,
WA 99025
5271 CHAPMAN
ST SOUTH
(PAACR:‘EVDEJ907C4 Electrical Trainee PARKER, DAN J 1866 02/24/2012
) SALEM , OR
97306
2525 E 53RD AVE
APT C-110
CP:CR:‘EVDELQUSQN Electrical Trainee | PARKER, DEVIN L 2204 11/15/2012
) SPOKANE , WA
99223
PARKEDL967M7 :ﬁfle;EAmE
Sg:%"g’"ﬁn Electrical Trainee | PARKER, DAVID L 1681 12/0972012
roare SNOHOMISH , WA
) 98296
6510 86TH AVE
CTwW
PARKEDRI27KL
Electrical Trai PARKER, DEREK R 6813 05/13/2010
(EXPIRED) cuical Trainee UNIVERSITY
PLACE , WA
98467
2100 112th STS
PARKEDWSB4KS PARKER, DERECK | P!
(EXPIRED Electrical Trainee WADE " *"-**-4008 05/10/2009
) TACOMA , WA
98444
4553 GLENDALE
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Select the Name on the list to add the person to the Pending Roster.

Once the name has been selected repeat this process until all names have been added.

Search

Locate

Select

If you are unable to locate the person you are looking for in the list you can scroll to the bottom of the
page and select Cancel to be returned to your search page to start over.

If searching by name if you enter a name such as Johnson, you may get a message:
Too Many Records Found, Please Narrow the Search.
If this happens, try adding the first letter of the person’s first name:
Example: Johnson, K
In most cases the names in the license database are formatted with last name, comma, First name.



Deleting a Name from a Pending Roster.

You can delete a person from the roster as long as the roster has not been submitted.

To delete a Name from the Roster

Select the checkbox in the Delete column next to the name you wish to delete from the roster.
Then Select the Update Roster Button to Delete the person from the Pending roster.
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Topic Index | Contact Ino [N NP>

s Dty
Labor and Industries g g

Claims & Insurance | Workplace Rights | Trades & Licensing
Find a Law or Rule  Get a Form or Publication. 0 Help
Continuing Education Log Off
Roster Updated.
Roster
Course credit will be applied based upon individual license renewal requirements.
Course Type: Electrical Baslc Classroom (BC)
Class ID: AT 012 e Search Classes
WA2006 or WAZ006-123)
Class: WAZ007-012 Course Dates: 1/1/2007-12/31/2015
Title: verified indenturad Apprecticeship 16 hrs
Provider: Manually recorded courses Course Type: Electrical Basic Classroom
Completion Date: 04/14/2011
MAVDDNYYYY
Get or Create Rostar
Select Peaple
License/Certificate:  OR Mame:  OR SN
Search people |
Pending Roster Requests. Update Roster Requests. | ‘Submit Roster
Delote License Type | Licensee
@ JAMESD"942RN Electrical Trainee |Derek A Jameson
Ja] PARKEDJS07C4 Electrical Trainee |Dan J Parker
Roster List
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The page will be refreshed with your updates.
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5 Coune Detai Update:

dubhil] Mome | Safety | Claims®nsurance | Werkplace Rights | Trades & Licensing
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Find a Law or Rule _ Get 4 Form or Publication

Continuing Education

Roster Updated.

Raster
Course Type: Electrical Basic Classroom (EC)
o Tz
WAZ006 or WA2006-123)
Class: Waz007-012 Course Dates: 1/1/2007-12/31/201%

Title: Verified Indentured Apprecticeship 16 hrs

Provider: Manuall recorded courses Course Type: Electrical Basic Classroom

Completion Date:  04/14/2011

DY
| cetorcreate roster |
Select People
LiconserCortificate:  OR Mame: 0K ssn
Pending Roster Requests [ update Roster Requests | | submitroster |
Detete | License | Type | Licensee
[5] PARKEDI907CA Electrical Trainee | Dan J Parker
Raster List

Dene
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Submitting your Completed Roster
Once you have completed adding your list of attendees to the Roster,

Select the [Submit Roster| Button for the course to be credited to the person(s) on the {Pending Roster.}
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BB Course Detail Update

gei| Home | Safety | Claims B insurance | Workplace Rights | Trades & Licensing

Find a Law or Rule  Get a Form ar Publication

Continuing Education

Roster Updated.

Roster

Course credit will be applied based upon individual license renewal requirements.
Course Type: Elactrical Basic Classroom (8C)

WA2007-012 fex.

WAZ006 or WA2006-123)

Course Dates: 1/1/2007-12/31/2015

Class 10:

Class: WA2007-012
Title: Verified indentured Apprecticeship 16 hrs

Pravider: Manuzlly recorded courses Course Type: Electrical Basic Classraom

Completion Date:  04/14/2011
MWDDIYYYY
| cetor craate Roster

S5H

>[ Submit Roster |
Licensee

Delete | License | Type
n PARKEDJS07C4 Electrical Trainee  Dan J Parker
Roster List
< prev
Done
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After Selecting the Submit Roster button; the Roster is submitted and the Print Roster Button is displayed
at the top of the page:

FOTTCTITOTTE CUUGATION Togom

purse credit will be applied based upon individual license renewal requirements.
urse Type: Electrical Basic Classroom (BC)

ass ID: WAZ00T-012 (ex. Search Classes

WA2006 or WA2006-123)

Class: WA2007-012 Course Dates: 1/1/2007-12/31/2015
Title: verified Indentured Apprecticeship 16 hrs
Provider: Manually recorded courses Course Type: Electrical Basic Classroom

Completion Date: 04/14/2011
MW/DD/YYYY

Get or Create Roster

Select People
License/Certificate: OR Name: OR SSN
Search People
pster List
License Type Licensee
ENNII"932M2 Electrical Trainee Imbler Jennifer

You can add additional names to a submitted Roster, but you cannot remove names from a Submitted

roster.
If a name needs to be removed from a Submitted Roster, you must contact the department to have the

correction made at: 360-902-5259 or email the ElectricalProgram@]Ini.wa.gov.



mailto:ElectricalProgram@lni.wa.gov

