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ACCESS FOR NEW APPRENTICESHIP ADMINISTRATOR 

As a new apprenticeship administrator, you will need to receive an email from a L&I Apprenticeship 

Representative that contains instructions and a secret code to activate your new apprenticeship 

administrator account. As the administrator you will be responsible for approving access to other users. 

1. If you already have a My L&I account, skip to Step 4 of this process. If you don’t have My L&I account, 

go to https://secure.lni.wa.gov/, select . 

 

 

 

 

 

https://secure.lni.wa.gov/arts/
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2. Complete the required fields 

and select . 
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3. An email with verification link 

will be sent to the given email 

address. Select the link to 

activate your new account and 

log in with your activated User ID 

and password. 

 

 

 

 

 

 

 

 

4. Select ‘Other” and select .  
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5. Select Manage apprentices and 

preparatory. 

 

 

 

 

 

 

 

6. Enter the Program ID and select . 

 

 

 

 

7. Enter the Business Name and the Secret Code you received from L&I’s Apprenticeship Representative 

and select . 
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8. Once the setup is complete, an ‘Apprenticeships’ box will be displayed. 

 

ADDING NEW AUTHORIZED REPORTER TO AN EXISTING PROGRAM 

An existing program Administrator will need to approve new requests for ARTS access. 

Repeat steps 1 through 6 from above to create a new User ID for a new Authorized Reporter, (or an 

additional Administrator) to start the registration process. 

7. Select the role and select . 

 

 

 

 

 

 

 

 

8.  Once the request is sent, the existing ARTS Administrator account holder logs into ARTS, they will see 

a request to ‘Approve’ or ‘Deny’ the access request. Once the request is accepted, the new approved 

Authorized Reporter can directly log in and will be able to see the newly added program to their ARTS 

account. 
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PROGRAM OVERVIEW  

 

1. Apprenticeship Consultant name and contact information 
 

2. Program Name (If you have access to additional programs or preparatory programs the 

link will be available.) 
 

3. Reminders for items such as OJT or RSI reporting may be displayed. 
 

 
 
 

4. Home – Quick links to complete tasks 
 

5. Training Agents – Create/deactivate new training agents 
 

6. Requests – Transfer requests and AC requests 
 

7. Reports – Program reports 
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HOME 

 

 

The Home tab is broken out into 3 sections: 

1. Action Items 
2. Apprentices 
3. Lookup. 

 

 

 

 

 

 

 

 

 

ACTION ITEMS 
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APPROACHING STEP UPDATES  

Apprentices whose OJT hours exceed 90% of their next Wage Progression Step required hours will be displayed on 

this page.  

1. Select Approaching Step Updates. 

 

Note: The number reflects the number of apprentices who are approaching or ready for step updates. 

 

2. Enter the New Step, Effective Date and Minutes 

Date for the apprentice that needs to be updated. 

A. Selecting  will download an Excel 

file with the apprentices on this list. 

B. The Autofill all dates may be used to apply 

the Effective Date and Minutes Date to all 

the rows. After the dates are entered, 

select  to apply them. 

Note: This feature should only be used 

when all apprentices in the list share a 

common Effective Date and Minutes Date.  

C. Apprentices can be removed by selecting 

. 

3. When all the updates are complete, select . 
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PROBATION NEARING COMPLETION  

 Apprentices whose OJT hours exceed 90% of the required Probation Hours or whose registration date has elapsed 

365 days as of today; will be displayed on this page. 

1. Select Probation Nearing Completion.                                               

Note: The number reflects the number of apprentices whose probationary 

period is nearing or beyond completion. 

 

 

 

2. Enter the Minutes Date and 

Completion Date for the apprentice 

that needs to be updated. 

A. Selecting  will download 

an Excel file with the apprentices on 

this list. 

B. The Autofill all dates may be used 

to apply the Minutes Date and 

Completion Date to all the rows. After 

the dates are entered, select 

 to apply them. 

Note: This feature should only be 

used when all apprentices in the list 

share a common Minutes Date and 

Completion Date. 

C. Apprentices can be removed by 

selecting . 

 

3. When all the updates are complete, select . 

Note:  The user may run the program’s “Apprentice Status Change Activity Report” to verify that the actions are 

complete.  
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READY FOR COMPLETION 

Apprentices who have reached the required hours to complete the occupation are displayed on this page. 

1. Select Ready for Completion. 

 

Note: The number reflects the number of apprentices that have completed their 

required OJT hours. 

 

2. Enter the Effective Date and Minutes Date for the apprentice that needs to be updated. If needed, you 

can enter the final hours the apprentice needs under Additional Hours. 

A. Selecting  will download an Excel file with the apprentices on this list. 

B. The Autofill all dates may 

be used to apply the 

Effective Date and 

Minutes Date to all the 

apprentice rows. After 

the dates are entered, 

select  to 

apply them. 

Note: This feature should 

only be used when all 

apprentices in the list 

share a common 

Effective Date and 

Minutes Date. 

C. Apprentices can be 

removed by selecting . 

 

 

 

 

 

3. When all the updates are complete, select . 
 
Note:  The user may run the program’s “Program Activity Status Report” to verify that the actions are 
complete.  
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UPDATE JOURNEY LEVEL WAGES  

ARTS will notify the program when the journey level wages need to be updated in the ARTS portal. 

 

1. Select Journey Level Wages. 

 

 

Note: The number reflects the number of occupations associated with the program whose Last Wage Entry Date 
is beyond 1-year of the current date. 

2. Enter the Effective Date and updated Wage Amount. 

 

3. Select  . 

Note: The user may run the program’s “Journey Wage Report” to verify that the actions are complete. 
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APPRENTICES 

 This section contains quick links to update apprentice records or program Journey Level wage information. 

 

MAKE AN UPDATE 

 

REPORT HOURS 

1. Select . 
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2. Search for individual apprentices 

by their: 

A. Program name 

(If you have access to multiple 

programs a drop-down list will be 

available.)  

B. SubProgram 

 

Note: If the program does not have 

SubPrograms, this filter will not 

display. 

C. Occupation  

D. Apprentice First Name 

E. Apprentice Last Name 

F. Apprentice ID 

G. Apprentice Status 

H. Registration From Date 

I. Registration To Date 

3. For this example, we’ll select 

Carpenter for the occupation, RSI & 

OJT, and select  .  
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4. The Autofill all dates may be used to apply the From Date and the To Date to all of the rows. 

After the dates are entered, select  to apply them. 

Note: This feature should only be used when all apprentices in the list share a common From Date and To Date.   

 

 

5. Enter the hours for the 

appropriate apprentice and select 

. 
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6. To verify the information 

has been entered, select the 

 on the apprentice you 

just edited to view the 

updated history. 

 

 

 

 

 

 

BULK UPDATE 

If there are multiple apprentices that need to have RSI and/or OJT hours reported for a specified period, you may 

do a bulk update.  The Bulk Update will download an external template, where you may enter RSI and/or OJT 

hours for all apprentices or you may filter the list of apprentices by Program Name and SubProgram. 

Note: The downloaded template will be a .CSV file that will typically be opened with Excel. 

1. Select . 
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2. If you do not select any filters and select , all apprentices will be downloaded on the 

.CSV file. Optionally, you may filter the list of ALL apprentices by selecting an Occupation, Date range and/or 

SubProgram. 

 

3. Update the .CSV file with the apprentices’ information and save it to your desktop. If you do not enter 

information into an apprentice’s row, then the row is ignored during the Upload process. 

Note: Please do NOT modify any cells in the first row of the workbook or the Upload process will fail. 
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4. Select 

and 

navigate to where the file is 

saved. Click on the file name to 

select it.  

 

 

5. Verify that the 

correct file has been 

chosen, then select 

. 

 

 

 

 

 

6. Review the Upload 

Results and select 

 to 

complete the update.  
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UPDATE STEPS 

1. Select . 

 

 

 

 

 

2. Search for individual 

apprentices by their: 

A. Program name (If you 

have access to multiple 

programs a drop-down 

list will be available.)  

B. SubProgram 

Note: If the program 

does not have 

SubPrograms, this filter 

will not display. 

C. Occupation   

D. Apprentice First 

Name 

E. Apprentice Last 

Name  

F. Apprentice ID 

G. Apprentice Status  

H. Registration From 

Date 

I. Registration To Date  
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3. For this example, we’ll 

select Carpenter for the 

occupation and select 

 .  

 

 

 

 

 

 

 

4.The Autofill all dates 

feature applies the Effective 

Date and Minutes Date to all 

the rows.  After the dates are 

entered, select  

to apply them. 

Note: This feature should only be used when all apprentices in the list share a common Effective Date and 

Minutes Date.   
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5. Enter the updated wage 

progression step into the “New Step” 

column for the appropriate 

apprentices and select 

. 

 

Note: If  is selected, the 

changes will go into the 

 to be reviewed by 

an administrator.  

 

 

 

 

 

6. To verify the information has been entered accurately, select the  on the apprentice you just edited to view 

the updated history. 

 

 

BULK UPDATE 

If there are multiple apprentices that need to have their Wage Progression steps updated for a specified period, 

you may use the Bulk Update feature.  The Bulk Update will open an external file, where you may enter Wage 

Progression steps for all apprentices or you may filter the list of apprentices by Program Name and SubProgram (if 

the program has SubPrograms). 
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1. Select .  

 

 

 

 

 

 

 

 

2. To select All Apprentices, 

select 

. All 

apprentices will be 

downloaded on the .CSV file.  

Optionally, you may filter the 

list of apprentices by 

selecting an Occupation, 

Date range and/or 

SubProgram (if available) and 

then select 

 . 

 

Note: .CSV files can be opened and edited in Excel. 
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3. Update the .CSV file with the 

apprentices’ information and save it 

to your desktop.  If you do not enter 

information into an apprentice’s 

row, then the row is ignored during 

the Upload process. 

Note: Please do NOT modify any 

cells in the first row of the 

workbook or the Upload process 

will fail. 

 

 

 

 

 

 

 

 

 

4. Select 

and 

navigate to where the file is 

saved. 

 

 

5. Verify that the correct file has 

been chosen, then select 

.  
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6. Review the Upload Results and select  to complete the update. 

 

UPDATE STATUS 

1. Select . 
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2. Search for an individual 

apprentice by their: 

A. Program name  

(If you have access to multiple 

programs a drop-down list will be 

available.)  

B. SubProgram 
Note: If the program does not have 
SubPrograms, this filter will not 
display. 

C. Occupation  

D. Apprentice First Name 

E. Apprentice Last Name  

F. Apprentice ID 

G. Apprentice Status  

H. Step 

 

PROBATIONARY TO NON-PROBATIONARY 

1. Select the  in line with Agyman, Edward T to make him non-probationary. 
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2. Enter the Completion Date, Meeting Minutes Date and select . 

 

3. A confirmation message will appear at the bottom of the screen. 

 

The next time you log into your account that apprentice’s probation status will update from Probationary to Non-

Probationary. 

SKIP  

1. Select Skip. 

2. Enter additional OJT hours to credit. 

3. Enter Meeting Minutes Date. 
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4. Enter a Comment. 

5. Select . 

 

The skip request will be sent to the AC for further review. 

 

COMPLETED 

1. Select Complete. 

2. Enter the Effective Date of the status change. 

Note: If Queue Status Change is selected, it will place the status change in a separate queue that can be 
submitted all at once.   

3. Enter additional hours to credit.  
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4. Enter Meeting Minutes Date. 

5. Enter an optional Comment. 

6. Select . 

 

 

The completion request will be sent to the AC for further review. 

 

CANCELLED 

1. Select Cancelled. 

2. Select the Cancelled Reason from drop down. 

Note: If Other is selected an Other Reason field will come up for further explanation. 



31 

 

 

3. Enter the Effective Date. 

4. Enter the Meeting Minutes Date. 

5. Enter an optional Comment. 

6. Select . 
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A confirmation message will display and the apprentice will now show as being cancelled. 

 

 

If is selected on a cancelled apprentice, the apprentice can either be marked with a Skip or Active status. 

 

Note: If apprentice is marked as Skip, it will need to go to AC for review. If marked as Active, the activation will 
occur automatically. 

SUSPENDED 

1. Select Suspended. 

2. Enter the Effective Date and the Suspension End Date. 
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Note: If Queue Status Change is selected, it will place the status change in a separate queue that can be 
submitted all at once.   

3. Enter an optional Comment. 

4. Enter Meeting Minutes Date. 

5. Enter an optional Comment. 

6. Select . 

 

A confirmation message will display and the apprentice will now show as being suspended. 
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QUEUE STATUS CHANGE 

If Queue Status Change is selected when updating an apprentice’s status, on the Home tab, under Apprentices, in 

Make an Update, will now appear. 

1. Select . 

 

2. Select the box next to the updates to send to the AC. 

Note: If the top box is selected, it will select all the boxes. 

3. Select . 
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UPDATE PROGRAM WAGES 

1. Select .  

 

 

 

 

 

2. Enter the Effective Date and updated Wage Amount. 

 

3. Select  . 

FIND AN APPRENTICE  

1. Select .  
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2. Search for an individual 

apprentice by their:  

A. Program name  

(If you have access to multiple 

programs a drop-down list will be 

available.)  

B. SubProgram 

Note: If the program does not 

have SubPrograms, this filter will 

not display. 

C. Occupation  

D. Apprentice First Name 

E. Apprentice Last Name  

F. Apprentice ID 

G. Apprentice Status  

H. Step 

You can perform the same steps here that you can under Update Status to update an apprentice’s status by 

clicking on the edit .  

UPDATE APPRENTICE INFORMATION 

1. Select the apprentice’s name. 
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2. If  is selected, a copy of the page will be printed. 

3. If   is selected, you will be able to edit the apprentice’s address and personal information. 

4. If   is selected under the apprentice’s registration, you can add grants to the registration if there are any 

to add. 

 

 

REGISTER AN APPRENTICE  

1. Select .  
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2. Enter the apprentice’s Social 

Security Number. 

 

 

 

 

3. ARTS will have you verify if the 

information is correct. After selecting 

Yes, you will need to enter the 

apprentice’s Birth Date.  

 

 

 

4. Enter the Apprentice’s information, required fields 

are labeled in red.  

5. Enter the apprentice’s Demographic Information. 
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6. Select the Apprenticeship 

Occupation.  

7. Enter license/certificate 

number. 

8. Select a Step number. 

9. If the occupation has any 

grants associated, then a list of 

grants will display for the user 

to select. If applicable, select 

the Grant’s checkbox. 

10. Select the Employer. 

11. Select a SubProgram 

Note: Not all programs include 

SubPrograms. 

12. Select the button for Yes or 

No for; “Does this applicant 

qualify for Direct Entry?”. 

13. Select the Date that the 

Apprenticeship Begins. 

14. Enter the Credit Hours from 

Previous Experience, if 

applicable.  

15. Enter the RSI Hours from 

Previous Experience, if 

applicable. 

16. Enter Comments, if applicable. 

For example, add comments to support Credit Hours from Previous Experience. 
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17. Review the Terms and 

Obligations for the Program 

and select the checkbox 

stating, “I have read and 

agree with all of the above”.  

 

18. Select . 

 

 

 

 

19. Review that the information to be 

submitted is correct. Select Edit if changes 

are needed.  

20. Select . 

 

 

 

 

 

 

 

 

 

Once Submitted a message will display, “Thank you! Your registration was successful!” and will include the 

Apprentice ID number. 
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Note: If the registration date is more than 30 days in the past, or there are credited hours, or if the apprentice is 

out of state, a Comment is required and the registration will be sent to the Compliance Specialist for approval.  

 

TRANSFER AN APPRENTICE 

Apprentices can be transferred from one program to another program (Outgoing Transfer) or from occupation to a 

different occupation in the same program. Apprentices from a different program can transfer into the current 

program (Incoming Transfer). 

OUTGOING TRANSFERS 

1. Select . 
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2. Enter the apprentice ID and select . 

 

3. After the Apprentice ID has been verified, the transfer options will be displayed. Select the appropriate option. 

 

Note: If the apprentice is transferring to a different occupation in the existing program, the apprentice will be 

transferred directly. If transferring to a different program, the receiving program will receive a transfer request 

to accept the apprentice’s transfer. 

4. Select the Apprenticeship Program from the drop-down list.  
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5. After the program is selected, the Occupation drop-down will appear. 

 

 

6. The Select a step number drop-down will appear after an occupation has been selected. Select the step level for 

the transferring apprentice. 

 

 

7. Edit the Credit for previous experience (OJT) and the RSI Previous Experience hours, if applicable.  
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8. Enter the apprentice’s License/Certificate number, if applicable. 

 

9. Enter the Effective Date of the transfer and supply any optional Comments.  

 

10. Select . 
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11. Preview the transfer information and select either  or   the transfer. 

 

If any information requires editing, select  to make the changes, then select .  

Once Submitted a message will display, “Thank you! Your transfer was successful!”. 

 

INCOMING TRANSFERS 

1. Select the Requests tab. 
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The Requests Tab down-arrow symbolizes an Incoming Transfer Request.  The number that follows the down-

arrow is the quantity of pending, Incoming Transfer Requests. 

 

In a similar manner; the up-arrow symbolizes an Outgoing Transfer Request.  The number that follows the up-

arrow is the quantity of pending, Outgoing Transfer Requests. 

2. Under Incoming Transfer Requests, select  on the Pending transfer. 

 

3. Review the transfer and select either  or  the Pending transfer. 
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Once submitted a message will display, “Thank you! Your request was successful!”. 

 

JOURNEY LEVEL RECOGNITION  

1. Select  .                

 

                      

 

 

 

 

2. Select 

 and 

save the .CSV file to your 

computer. Complete the 

.CSV file.  

Note: Please do NOT 

modify any cells in the first 

row of the workbook or the 

Upload process will fail. 

3. Select the Occupation 

from the drop-down list 

menu. 

4. Select 

. Click 

on the .CSV file to select it. 

5. Verify that the correct file has been selected, then select . 
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6. Review the apprentice 

information and select 

. 

 

 

 

 

 

Note: You can also  the apprentice from this section or  the information. 

APPRENTICESHIP PREPARATORY PROGRAMS  

If there are preparatory programs associated with the apprenticeship program, this link will be available to quickly 

access the preparatory side of the program. 

1. Select . 

 

 

 

 

You will now be in the Apprenticeship Preparation Program Manager screen. 
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LOOKUP 

 

AUTHORIZED SIGNER 

All the Authorized Signers of the program can be viewed through Authorized Signer Lookup function. 

1. Select . 

 

2. All the program’s Authorized Signers are listed with their authorizing privileges. 

3. Clicking  will provide further information about each Authorized Signer. 

 

Note: If you only have access to one program, the Program Name drop-down list will not be present. 
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COMMITTEE MEMBER  

All the Committee Members of the program can be viewed through Committee Member Lookup function. 

1. Select . 

  

2. All the program’s Committee Members are listed with their committee role, personal information and 

committee member history. 

3. Clicking  will provide further information about each Committee Member. 

 

Note: If you only have access to one program, the Program Name drop-down list will not be present. 
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PUBLIC LOOKUP  

 will redirect the user to an ARTS public website where you can search for a program, occupation, 

training agent, or apprentice from any WA Registered Apprenticeship program. 

 

Apprentice Lookup 

Search for registered Washington state apprentices using their Apprentice Status, Name, or Apprentice ID.  
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County/Occupation Lookup 

Search approved Washington 

state apprenticeship 

programs by County and 

Occupation. 

 

 

 

   

 

 

Apprenticeship Program Lookup 

Search approved Washington state 

apprenticeship programs by their 

partial name. Can also export results 

into an Excel file. 
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Training Agent Lookup 

Search approved Washington state 

training agents by their Status, partial 

Employer Name, Employer UBI, or partial 

Program Name.  

The user may also export the results into 

an Excel file.  Enter the search criteria, then 

select . 

 

 

 

 

 

COMMITTEE MEETING MINUTES  

The program’s Committee Meeting Minutes history may be reviewed, and new meeting minutes may be uploaded. 

UPLOAD MINUTES 

1.  Select  . 
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2. Select  . 

 

 

 

 

 

 

 

3. Select  and navigate 

to where you have the minutes saved and 

enter the required, 

Minutes Date field. 

 

Note: The Comment field is optional. 
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4. Select  . 

 

 

 

 

 

 

 

A message will be displayed. 

After the minutes have been uploaded, you will be able to see it on the Committee Meeting Archive page. 

You can then: 

• Select  to download a copy of the minutes to your computer. 

• Select  to see what actions were taken. 

• Select  to remove the minutes (only within 30 days of the submission date). 

 

 

Notes: The Committee Meeting Archive will contain minutes from the previous 5 years. 
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TRAINING AGENTS 

 

Under the Training Agents tab: 

• New Training Agents (TA) can be added. 

• Occupations under the TA can be activated or deactivated. 

Note: If a new business is not in ARTS, a Training Agent Agreement form may need to be sent to the AC of 

record, where the Training Agent will be added to ARTS. 

ACTIVATE A TRAINING AGENT 

1. Select the Training Agents tab, then select . 

 

2. Enter the new UBI number of a 

Training agent and select 

. 

3. Select the location and then 

. 

 

Note: If there are multiple locations, select the location that you want to add. 
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4. Select the checkbox adjacent to each occupation to the occupation.  These are the occupations that 

will be associated with this Training Agent in ARTS. Enter the required Effective Date and select 

. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After selecting , a message will be displayed. If the submission was successful, a “Success” 

message will be displayed.  If something is missing, an “Error” message requesting the missing information will be 

displayed. 
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ACTIVATE AN OCCUPATION 

1. To search for a 

Training Agent (TA), 

type in the TA’s name 

or UBI and select 

. 

 

 

 

 

 

 

 

2. Select  to expand the 

search result. 

 

 

 

 

3. The TA detail window will 

expand to show the current active 

and deactivated occupations. 

Select  to change the 

status of that specific occupation. 

 

Note: Select  to 

add a new occupation to the TA. 
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4. Select the button for Update the Status 

and enter the Effective Date of the update. 

Or, if Updating or Removing the End Date, 

select the button for Update/Remove End 

Date. 

If Updating the End Date, enter the Effective 

Date and the End Date, then select 

 . 

If Removing the End Date, enter the Effective 

Date then select . 

 

 

Note: You will receive a message that the status was changed successfully. If the date field is blank, an error will 

populate stating the date is needed. 

REQUESTS  

 

This page displays the transfer “Requests” for your program and your assigned Apprenticeship Consultant (AC). 
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When you select Requests, you will be able to view all Incoming and Outgoing Transfer requests. By selecting 

, you can review the transfer request. 

You will also be able to view requests that need to be reviewed by your AC. There are 3 statuses: 

•  means the request has been approved. 

• means the request is still being considered. 

•  means the request was not approved. 

If you select to  or , it will remove the requests from your screen only. 

REPORTS  

 

There are 9 reports located under the Reports tab. These reports can be downloaded as a PDF file or, in some 

cases, the user may choose either a PDF file or an Excel Spreadsheet. 

 

Select  to expand each section. 
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COMPLIANCE REPORTS 

 : Provides compliance reports based on a quarterly or yearly basis in a PDF file. 

 

To run the report Quarterly:  

1. Select Quarterly. 

2. Select the Quarters for 
the report. Quarterly 
Reports should only be 
run for a single quarter 
per report.  If multiple 
quarters are run on the 
same report, the data will 
be inaccurate. 

3. Select the Report 
Sections. 

4. Select the Year.  

5. Select  
after your selections have 
been made. 

Note: The Quarterly 

report will be 

downloaded as a PDF 

file. 
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To run a yearly report: 

1. Select Yearly. 

2. Indicate your 
preferred Report Format 
by selecting one of the 
two options, Excel or 
PDF. 

3. Select the Year. The 
Yearly Report should 
only be run after the 
year is complete or the 
results will be 
inaccurate. 

4. Select  
after your selections 
have been made. 

 

APPRENTICE HOURS 

: Report of all the updated apprentice hours for a particular time. 
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1. Select the Hours to run the report 
on. 

2. Select the Report type. 

3. Enter the date range.  The 
Occupation and SubProgram are 
optional drop-down lists. If you don’t 
select anything, all the Occupations 
and SubPrograms will be selected. 
Note: Not all programs include 
SubPrograms. 

4. Indicate your preferred Report 
Format by selecting one of the two 
options, Excel or PDF.  

5. Select . 

 

APPRENTICE STEPS 

: Report of all the updated apprentice steps for a particular period. 

1. Enter the required date 
range.   
The Occupation is an 
optional drop-down list. If 
you don’t select an option, 
all the Occupations will be 
selected. 
 
Note: Not all programs 
include SubPrograms. 

2. Select . 
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TRAINING AGENT LOOKUP 

 : A report of all the TAs which were created for the selected period. 

1. Enter the required date range.  The Occupation 
is an optional drop-down list. If you don’t select 
an Occupation, all the Occupations will be 
selected. 

2. Select . 

 

 

 

 

 

 

 

SNAPSHOT REPORTS 

: Snapshot report for a particular time period can be generated. 

1. Enter the required date range. 
The Apprentice Status and SubProgram 
are optional drop-down lists. If you 
don’t select an Apprentice Status or 
SubProgram, then all the Apprentice 
Statuses and SubPrograms will be 
selected. 
 
Note: Not all programs include 
SubPrograms. 

2. Select . 

 

 

Note: The report will be downloaded as an Excel Spreadsheet. 
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REGISTRATION DOCUMENT 

: You can download either an apprentice’s Registration ID card or Apprentice Agreement. 

1. Select the required 
Document Type from the 
drop-down list. 

?  The Apprentice ID, Date 
range, Occupation and 
SubProgram are optional 
drop-down lists. If you don’t 
select anything, all of the 
Apprentices, Occupations and 
Sub-Programs will be 
selected. 
Note: Not all programs 
include SubPrograms. 

2. Select . 

 

For this example, we didn’t specify an 
Apprentice ID, Date range, Occupation, 
or SubProgram. As a result, all 
apprentices will appear in alphabetical 
order. You may filter this list by 
Apprentice Name or Begin Date by 

selecting the . If you want to 
download all the agreements for all 
the apprentices currently shown on 
the page, select the checkbox in the 

header, .  Or, you may want to 
download an agreement for individual 
apprentices by selecting the checkbox 
that is adjacent to the Apprentice 
Name in the list. 

3. Select  . 

 

 

Notes:  

The agreements or cards will be downloaded as PDFs.  

If you select multiple apprentice agreements or cards, each one will have its own page in the downloaded file.  
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PROGRAM ACTIVITY STATUS REPORT  

 : Provides a status report of apprentices within a specified date range. 

1. Enter the required Date 
range.  If you do not select an 
Apprentice Status or 
SubProgram, all of the 
Statuses and SubPrograms will 
be downloaded. 
 
Note: Not all programs 
include SubPrograms. 

2. Select . 

Notes: The report will be downloaded as an Excel spreadsheet.  

APPRENTICE STATUS CHANGE ACTIVITY REPORT  

: Provides a breakdown of apprentices that have canceled, completed their 
program, completed their probation period or were suspended or unsuspended. 

1. Enter the required Date range. 
If you do not select an 
Occupation or SubProgram, all of 
the Occupations and 
SubPrograms will be 
downloaded. 
 
Note: Not all programs include 
SubPrograms. 

2. Select . 

Note: The report will be downloaded as a PDF.  

JOURNEY WAGE REPORT 

 : Provides a report on when journey level wages were updated and to what amount. It will also 
display the updated Step 1 wages. 

1. Enter the required date range.  

2. Select . 

 

Note: The report will be downloaded as a PDF. 
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PREPARATORY PROGRAM 

Registered apprenticeship programs may also have access to an apprenticeship preparation program. To access 
the apprenticeship preparation program, select the drop-down list under, go to an apprenticeship preparatory 

program and select . 

 

Note: If you do not see the preparatory program drop-down list but believe you should, please contact your 
assigned Apprenticeship Consultant, L&I’s Apprenticeship Program at 360-902-5320 or Apprentice@Lni.wa.gov. 

 

APPRENTICESHIP PREPARATION PROGRAM MANAGER OVERVIEW 

 

1. Program name – Shows the name of the preparatory program.  If you have permission to access more than one 

preparatory program, you will see a link below the preparatory program name,  .  
Clicking on the link will generate a drop-down list of additional preparatory programs where you may choose a 
different preparatory program. 

2. Cohorts – Shows open and completed cohorts. 

3. Students – Search for preparatory students. 

4. Funding – View and add funding sources. 

5. Reports – Run cohort, student and placement reports. 

6. Public Owners – View and add public owners to have access to reports about the program. 

 

 

 

mailto:Apprentice@Lni.wa.gov
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COHORTS 

Cohorts consist of several students who learn through the same curriculum over a specific period of time.  

The Cohort tab consists of: 

1. Open Cohort – View Open Cohorts or Add a 
Cohort. 

2. Completed Cohorts – View Completed cohorts 

3. Students – Quick links to most recent students. 

 

 

 

 

 

 

 

 

 

OPEN COHORTS 

Under Open Cohorts, you can quickly see the active cohorts.  

 

 If you select one of the active cohorts you will see the Class Details page. 
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ADDING A COHORT 

1. Select  

 

 

2. Select the class template from the drop-

down list or select . 

Note: If a new template is being created, 
you will need to follow steps 5-7 from Class 
Templates. 

3. Enter the optional Description and/or 

Occupations field(s). 

4. Enter the optional Subject Areas. 

5. Select . 
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6. Enter Cohort Dates; Start Date, 

End Date and # of class days 

7. Select a Funding source from 

drop-down list.  

8. Enter Funding Amount. 

9. Select . 

10. Select . 

CLASS TEMPLATES 

1. Select Class Templates.            

 

 

2. Enter the Class Name, 

Occupation, or Description to filter 

your search.  

3. Select . 
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4. Select  on the 

template.  

a. You may also select 

 to start a new 

template. 

 

 

 

 

 

 

5. Select the checkbox adjacent to the list of Grants to 

associate the Grant with this cohort. Enter descriptive 

information in the optional fields. 

6. Enter subject information in the optional fields. 

7. When complete, select . 
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CLASS DETAILS 

The Class Details page will provide further details regarding the open cohort including the funding information and 

students enrolled.  

On this page, you will be able to: 

1. Edit the cohort, Evaluate the 

students, or Print a copy of the 

screen. 

2.  - Individually 

add a student to the cohort 

3.  - Register a 

group of students into the 

cohort. 

 

 

 

 

 

 

 

EDIT 

If you select : 

1. Edit the class details such as the 

Class Name, Dates, and Class Days.  

2. Add or remove funding sources. 

Select the Funding Source drop-

down list and select a new funding 

source. 

3. Select , or 

 to complete the edits 

to the Class. 
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To add a Funding source: 

 

1. Select the Funding source.  

 

2. Enter the funding amount and select . 

To remove a Funding source: 

If you need to remove a funding source, select the  to remove it. 

 

Once you have completed your edits, select  to save your edits. 
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EVALUATE 

By selecting , you can choose to evaluate the students individually or you can use the . 

 

1. Bulk evaluate all the students in the cohort by 
entering the student’s grades in the different 
subjects.  

NOTE: You will still need to mark if the student 
skipped, completed, did not complete, or 
dropped out of the cohort. 
 

2. Individually evaluate the students. 

 

 

 

 

BULK EVALUATE 

1. Select .  
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2. Select  

and a .CSV file will be 

downloaded to your 

computer for you to 

complete. Typically, a .CSV 

file will be opened by 

Excel. 

 

Note: Please do NOT 

modify any cells in the 

first row of the workbook 

or the Upload process will 

fail! 

 

3. Once you have entered all the information on the .CSV file and saved the file, select . Navigate 

to the saved .CSV file. Click on it to select it. 

4. Select . 

 

5. Verify the Days Absent, Subject Area Scores, 

and Notes. Automatically Complete will be 

selected. If needed, you can change this. 

6. When complete, select . 
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PRINT 

By selecting , a copy of the Class Details screen will display to be printed or saved as a PDF to your 

computer. 

 

ADD A STUDENT 

To add a student to a cohort: 

 1. Select the Cohort.  
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2. Select .  

 

 

 

 

 

 

 

3. Enter the Student’s Social Security 

Number. 

4. Verify that the information is correct 

by selecting . 

5. Enter the student’s Birth Date. 

6. When complete, select . 
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7. Enter the Student’s information.  

8. Enter the Student’s 

Demographic information.  

9. Select the checkbox adjacent to 

all Grant(s) that are associated with 

this Student. 

10. When complete, select 

. 
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11. Review the information and select 

. 

 

 

 

 

 

BULK ADD 

To register several students to a Cohort: 

 1. Select the Cohort.  

 

 

 

 

 

 

 

 2. Select   
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3. Select . The template file 

will be downloaded as a .CSV file. A .CSV file 

will typically be opened by Excel. 

Enter the required details to register the pre-

apprentice including the Grant information and 

save the file.  

 

Note: Please do NOT modify any cells in the 

first row of the workbook or the Upload 

process will fail! 

 

4. Select  to browse to the saved .CSV file. Click on the file name to select it. 

5. Select . 

6. Review the information and 

select  . 

 

 

 

 

 

Note: By selecting , you can edit the Student information. If you select , you can remove the 

Student from the cohort. 
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COMPLETED COHORTS 

Completed Cohorts lists the recently completed cohorts.  

 

If you select a Completed Cohort you 

may: 

a. Edit the Cohort. 

b. Evaluate the Students in the 

Cohort. 

c. Print the Cohort screen. 

d. Add a Student individually or 

Bulk Add students. 
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VIEW ALL COHORTS 

If  is selected you will be able to view all active, canceled, and completed cohorts. 

 

 

 To Find a Cohort: 

Enter the Class name, select a Status, or 

select a Start and End date and select 

. 

Note: To view the Class Details screen, 

select one of the Cohorts from this list. 
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STUDENTS 

To quickly access a more recently registered student’s profile, you may click on the student’s name under Students 

section located on the right side.   

 

The Student Profile will display. 

You can  the Student’s 

personal profile information or 

 this screen.  

 

 

 

 

 

If you select  under the Student’s Cohort, you can 

update the Student’s progress in the Cohort and select 

 to save the changes. 
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You may also edit the Grant the 

Student is associated with by 

selecting ,adjacent to 

the Grants line. A pop up list 

will be displayed where you 

can deselect or select the 

Grants to associate with this 

student. 

Click  to complete 

the updating of the grants. 

 

 

STUDENTS 

Under the Students tab, you can find a Student by: 

A. Cohort information 

B. Student information 
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FIND A STUDENT –  COHORT 

1. Enter the Cohort name. 

2. Select . 

All students registered in that cohort will be displayed. 

If you select one of the students, you will be able to 

edit the student’s information. 

 

Note: If you need to further narrow down the search 

results, you can specify the status of Cohort and the 

specific Date range of the Cohort. 

 

 

 

FIND A STUDENT –  STUDENT 

To search for a specific student, you can 

search by: 

A) ID 
B) First name 
C) Last name 
D) Email 
E) Phone 
F) Status 
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For example, below we are searching for a student based on their ID. 

1. Enter the student’s ID number.  

 

2. Select . 

 

A list of students who match the search 

criteria will be displayed below the 

 button  

 

If you select a student, you will be able to 

edit their information. 

 

 

 

 

Notes: 

1. The search function is based on a “contains” search. This means if you are unsure of the spelling of a student’s 

last name you may enter the first few letters and all students whose last name match those letters will be 

displayed below.  

2. You may also search using multiple fields such as Last name and Status.  
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FUNDING 

Funding sources in apprenticeship programs refer to the 

various financial resources that may be utilized to 

support the creation, expansion, or operation of 

preparatory programs. The sources can include federal 

grants, state grants, private donations, employer 

contributions, and other forms of financial support.  

Under the Funding tab, you can: 

1. Find a Funding Source 

2. Add Funding Sources 

3. Deactivate Funding sources 

 

 

 

FIND A FUNDING SOURCE 

Funding sources are added by the program itself, not Labor and Industries. If the funding source is not found, it 

may be added. Please refer to Add Funding Sources. 

1. Enter the Name of the funding source.  

2. The Status box will default to All 

Statuses. To narrow down the search 

results, select a specific Status from the 

drop-down list.  

3. Select . 
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ADD FUNDING SOURCES 

To verify if a funding source is listed, please see  Find a Funding Source. If the funding source is not listed, use the 

process below to add it. 

1. Select .  

 

 

 

 

2. Enter the UBI (no dashes) of the funding source and select . If you are unsure about the UBI, select 

. You will be sent to the Department of Revenue’s website 

where you can use the Business Lookup tool and search by name, street address, county, etc. 

3. If the funding source has an active UBI, the name of the source will be displayed. If the Name field doesn’t 

automatically display with the name, you may enter the funding source name. You can also edit the Name field if 

needed. 

4. When complete, select . 
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DEACTIVATE FUNDING SOURCES  

Deactivating a funding source means that funding from that federal grant, state grant, private donations, employer 

contributions, etc., is no longer available to the preparatory program.  

To deactivate a funding source: 

1. Select the funding source.  

 

 

 

 

 

 

 

 

2. Select . 

3. Review the message and if 

appropriate, select 

. 

 

 

 

Note: By selecting , you can edit the Funding Name and UBI. 
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REPORTS 

Under the Reports tab, there are quick links to other sections and reports. They are: 

1. & - 

Link to all View all Cohorts.  

2. - Links to Class 

Templates. 

3.  & 

- Links to Students 

search. 

4. - Link to Funding. 

5. Placement Report & Training 

Report - Downloads reports as Excel 

files. 

 

 

 

 

 

PLACEMENT REPORT & TRAINING REPORT  

1. Select  to expand the report 

section. 

2. Select  . 

 

An Excel file will be downloaded to 

your computer. 

 

 

Note: If you select the Cohort drop-down list, you can narrow down the report to just one Cohort. 
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PUBLIC OWNERS 

Public owners are businesses that can view reports about your preparatory program and view the students’ 

statistics. The Public Owners tab is 

where you can select: 

1. Find a Public Owner.  

2. Add Public Owner. 

3. Edit Public Owners. 

 

 

 

 

 

 

 

 

 

 

FIND A PUBLIC OWNER 

1. Enter either the Public 

Owner’s name or UBI #. 

2. Select . 
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ADD PUBLIC OWNER 

1. Select . 

 

2. Select the Public Owner from 

the drop-down list.  

3. Enter the End date, if there is a 

specific date when the Public 

Owner’s access will terminate. 

4. Select . 

Note: If the Public Owner is not available on the drop-down list, please contact L&I’s Apprenticeship Program at 
360-902-5320 or Apprentice@Lni.wa.gov. 

EDIT PUBLIC OWNERS 

1. Select . 

 

 

 

 

 

2. Enter a new End date or remove it.  

3. Select . 

 

 

For questions or help contact your assigned Apprenticeship Consultant or L&I’s Apprenticeship Program at 360-
902-5320 or Apprentice@Lni.wa.gov. 

mailto:Apprentice@Lni.wa.gov
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