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Why Report Electronically?

WSDOT'’s electronic Apprentice Utilization system allows you to submit your monthly Statement
of Apprentice Journeyman Participation (form 422-115 EF) electronically. You should receive
information about Apprentice Utilization along with a account name and password for the
online system from the WSDOT Project Office you are working with after your contract is
executed. If you did not receive an account name and password, you may request one by e-
mailing apprenticeship@wsdot.wa.gov.

The system is intended to save you time and effort by:

Reducing data entry

Removing the need for paper submittals

Acting as an online filing cabinet for all your reports

Tracking all report submittals through e-mail

Providing an easy process for making and submitting revisions to reports you
already submitted

Allowing easy tracking of apprentice utilization

Tracking company-wide attainment of apprenticeship requirements (on WSDOT
projects)

Allowing for subcontractors to enter their own data (if you desire)

Providing instant reports of utilization by occupation and by subcontractor

You can access the system by visiting http://fmapps.wsdot.wa.gov/fmi/iwp/res/iwp home.html

In the list of published databases, choose ApprenticeJourneymanParticipation. This will bring
you to the login screen.

7- Washington State E-mail updates [
" Department of Transportation

Traffic & Cameras Projects Business Environment Maps & Data
You are here: Home > FileMaker

Database FileMaker Databases

- Home / List

For questions concerning access and use of these databases, please contact the
appropriate Database Contact.

More Information

- Adopt-a-Highway

- Apprenticeship

Published Databases Database Contacts
+ Activity Report Online + Adopt-a-Highway

Contact yvour local coordinator or the
Roadside Litter Manager

SRR P 1 Y

- ApprenticelournevmanParticipation
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Logging In to the Online Reporting System

A . _
Washington State E-mail updates [
" Department of Transportation

Traffic & Cameras Projects Business Environment Maps & Data

You are here: Home > FileMaker = Login

Database FileMaker Database Login

- Home / List For questions concerning access and use of these databases, please contact the
appropriate Database Contact.
More Information

Database Login Database Contacts

- Apprenticeship

Open database .
"ApprenticelourneymanParticipation” Contact your local coordinator or the
Roadside Litter Manager

© Guest Account - Apprenticeship

O e ] e Email the Apprenticeship program
Account Mame: IBBBB
Fassword: I““ Technical Support

Login | Cancel |

- If the database or web site is not
functioning properly, send an email to
our technical support

Be sure that the Account Name and Password Button is selected. Then enter your Account
Name and Password into the fields below.

If you are logging in to a single contract, use the Account Name and Password for the particular
contract. If you need to see all contracts your company has worked on with an Apprentice
Utilization requirement, use the Companywide Login provided to you. Please note that less
features are available using the Companywide Login than the project specific login. If you
need to see features such as if reports have been submitted and reviewed by the project
office or if you want to receive PDF copies of the reports you submit, you must use your
project specific login.

Click the Login Button to enter the system.
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Navigating the Contract List View

If you have not entered a report, you not see the List View but will be taken directly to the
Report View. You may skip this step and go directly to page ?.

If you have already entered reports for the contract, after logging into the system you will be
taken to a list of the reports you have submitted called the List View. Think of the List View as
your home screen for a particular contract. Much of what you do in the online system will be
done from the List View screen.

The functions of the List View screen are shown in the image below and are defined below.

I.|l"I . e " . .. -
oAl & | Apprentice ournepmanParticipation | | L-:Jgout Buttan
b
Statement of Apprentica/Journavmar _
2888 Emﬁﬂfa?i‘mdl . w  Mavigaton Fields (highlghied yelow I Toe o= Logout
. E-mail Field _ - eaea T -
Road Builders, Inc. Email for reports Cp record 2 of 5 Instructions Buttan
| fettigj@wsdot.wa.gov | Submittal Process ,
Click on a reportto go to it e o Tom % App. Lesked for Instructions |
Last Repon Prepared By Costs Hrz. Hrs. Hrs. ConrEznr PED
1/231/2012 Cheiztopher Wzt 1,48 655 3 4.0 Yes Yes
Z/Z2Z0M1Z Cheistophsr Wast Bl 2617 10.7% e Repo1 Fields
02/21/2012 Christophar Wast 3183 114 Yes  Yes (highlighted pink)
4/30/2012 Cheiztopher Wzt 1601 21 5 Yes Yes
5302012 Christophes Wast 53,251 48765 e No

Totsiz shown oniy include numbers for reportz 3401 14090 19,904

. . |View€untra|::t Summa |
submitted and locked for Confractor (Yes) o

Tatals Fields (highlighted yellow) Contract Summary Button

List View Field Definitions (clockwise fromupper left):
E-mail Field: Enter your e-mail address in this field to be sent copies of the reports you submit.

Navigation Fields: These fields are useful if you have a long list of reports that will not fit on one
page. Click bottom to be taken to the end or top to go back to the beginning. Up takes you up
one page and down takes you down one page.

Logout Button: Click this button to log out of the system.

Instructions Button: Click this button to see the instructions on what information to include on
the form. (Continued on next page)

WSDOT Apprentice Utilization Online Reporting Manual-Contractor Edition May 2012 5



Navigating the Contract List View

T\ a . .. .
W *ﬁl! & | ApprenticelouneymanParticipation | |

Lagout Buttan
"
Statement of Apprentice/Journavmar
Javiggh = (highBahied velow Li Lt
8888 - Everett Road and 1 ¢ 0 ¢ oy M Navigatcn Fields (highbghied yelow % 0gol i
e Email for reports = Instructions Button
| fettigj@wsdot.wa.gov | Submittal Process -
Click on a reportto go to it oyp— ) Tow %A, Locked for Instrummns'
Lzst Report Srzparzd By Costs Hrs. Hrz. Hrs. Conragor | PEQ
1/31/2012 Cheistophar Wast 1.487.65 633 B 24.0% Yes Yes
21282012 Cheiztopher Wzt 21,487 1= 1 10. 7% Ve RE[ZI'CII'[ Fields
02/21/2012 Cheristopher Wast 20 18 22.4% Yes Yes |'high|ighted pink]
4/20/2012 Cheiztophar Wast K 1601 il 20.5% hH hEH
5/30/2012 Cheizrophar Wast 53,231 4B7.65 Yes No
T e o =ree 391 L4090 19.9% [View Contract Summary |
Totals Fields (highlighted yellow) Contract sSummary Button

Report Fields: These fields contain summary level information about reports you have started
in the system.

e Last Report: This column shows the end date of each report. The first report will be on
the top and the most recent on the bottom.

e Prepared by: This column shows the name of the person that filled out the report.

e Current costs: This column show the current cost of the project (dollars paid to the
contractor to date).

e App. Hrs.: This column shows the total number of apprentice hours that were entered
on the report.

e Jour. Hrs.: This column shows the total number of journeyman hours that were entered
on the report.

e % App Hrs.: This column shows the percentage of apprentice utilization that occurred on
during each report period.

e Submittal Process Locked for Contractor: This column indicates if the contractor
submitted the report and it is now locked.

e Submitted Process Locked for PEO: This column indicates if the project office has
reviewed the report and submitted it to WSDOT Headquarters for inclusion in statewide
reporting. (Continued on next page)
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Navigating the Contract List View

? ﬂﬁ' & | ApprenticelouneymanParticipation | | LCIQ'CIUI Buttan
¥
£ mail Field Mavigaton Fields (highlighted yelow) L
Instructions Buttan
fettigj scot.wa.gov el

1/21/2012 Cheistogher Wast 3,231,487 63 (355 2078 24.0% Yes  Yes r

/232012 Christopher Wasr 23,251,487 45 35 2617 10.7% vﬁ:‘i Report Fields

03/31/2012 Cheistopher Wast 53,251,487.65 00 3183 12.4% Yes  Yes —| [highlighted pink] ‘

4/30/2012 Cheistogher Wast £3,231,487.63 1601 6212 10.5% Yes  Yes -

£/20/2012 Cheistopher Wast 53,2351,487.8F Yes Mo

Totslz shown onily include numbers for reports 3401 14000 10,014

submitted and locked for Coniractor nres;/\ |V'EW Contract 5ummary|

{ Totals Fields (highlighted yellow) 1 {ContramSummar\;Buﬁon 1

Contract Summary Button: Clicking this button generates a report that shows apprentice
utilization by contractor and occupation as well as the actual rate of apprentice utilization for
each occupation present on the job

Totals Fields: These fields show the total apprentice hours to date, total journeyman hours to
date and the overall percentage of apprentice utilization. Please note that only the hours on
reports you have submitted are reflected in the totals.

The contract number and name of the project appear at the top of the screen. If you enter
information for multiple projects, be sure to check this and make sure you have logged in to the
correct account.
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Creating a New Report

To create a New Report, click on any existing report in the List View. Sometimes the cursor has
trouble finding the field to click on. When your cursor changes from an arrow to a hand, you
will know that you are selecting a report.

r’" ApprenticeJourneymanParticipation - Windows Internet Explorer provided by WSDOT

m - IE, http: //fmapps. wadot. wa, govfmidivpd car?-db=Apprentice) ourmeymanParticipationé-loadframes

J @Ennvert - Seleu:t

ﬁ ﬁ'ﬂf & | Apprentice] ourneymanP articipation

J File Edt “iew Favontezs Toolz  Help

ettigj@wsdot.wa.gov

E 53,251 487.65

1431/2012 i Chriztopher Wast
(ke

P 655 207R 24.0%% as as

Z/ZZ0 12U Chriztopher Wast b $3.251,487.65 315 2617 10.7% N N

02/31/2012 Christopher Wast 33,251 487.65 o020 3183 12.4% es es

4/30/2012 Chriztopher Wast 53,251 487.65 1601 6212 20.5% ez ez

5/30/2012 Christopher Wast $3.231,487.65 ez No
Totslz shown only include numbers for reporiz 3401 14000 10,004 View Contract Summary

submitted and locked for Confractor (Yes)

When you enter the report you selected, click the New Report Button to create a New Report.

m - Iﬁ, http: A Afmapps. wedot. wa. govAmidiwp/cgi?-db=dpprenticel ourneymanParticipationt-loadirames

J & Corvert + [0 Select

'i’-} *'1'9? # | Apprentice) aumeymanP articipation
=

J File Edit ‘“iew Favortes Toolz  Help

|
W i Listyiews mnstmﬁoasl

il
W hinegton OO
'J’ nepmami?l?mmmm
EF Version 101412006

Report reviewed by
PEO and LOCKED

Request Revisions

Corfract Number '\a"‘EU':‘I'Or:T.
3338 Everett Road and Bridee Improvements
Localon O FIoEs | SOy X e TECRIN DEE
Snohomish Everstt
Toad Builders, Inc. e e 351.3
TR T N P FTaT o oo —

Christopher West r[425) 482-6008 53251 48765
SRR 11n e e 11312012 e s
[Apprentice Summary

) Aeglsireiion e
Bpprentice Name - wrraie | 3rmzeny Craft or Trads Nember | Nams of Contractor or Sub-Contractor | Worksd
Laura A. Shelly F |7 [Leborsr oopppe (Road Buoilders, Inc. 13 IS
Poszph T. Michaslzon [ | [T [Electrician 111111 |General Electric Co. 13
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Filling Out a Report

There are a few different sections in the Report View that represent different sections of the
report and reporting process: Contract Information, Command Buttons, Apprentice
Information, Journeyman Information, Remarks and Certification (shown below).

|NewRepo|1” List Wiew ” InstructionsJ |

SaEre J

| Logout J | PrintViewl

ieshington Stota

P

EF Version 10/4/2006

§s‘§9' T | “'E\Fe'ietltﬁﬁ:'oad and Brides Improvements | NEW ~
oo o ProfE Q,.,:,ﬁ. i EATEET Chy F‘;iﬁmff’f Command Buttons
Stiohiomis] VETELL 3520 i i -
=i hame [Comtra AWEr AR ¢ 2 e Submit I (highlighted pink)
Road Builders, Inc. - |‘f = ‘ 635725 via
" 5 - ontract Information s .
Christosher West | [Teas vantra N 76 Email |
= (highlighted purple) =
e [5512012 =erpoee | i 3% Eivepo
Apprentice summary
Apprentice Name fo mare r; . \l-er1\¢| Craft or Trags Rﬁﬂ'x‘:?ﬂ Nama of Contractor or Sub-Contractor v?r:?n:n ttigS@wsdot. wa.g
Lzurz & Shelly | | @cra‘ 000000 |[Road Builders, Inc = - R
s || |[Etectrician Cumulative
[ ] @ Totals
(] Electrician Appr fire 3491
Jessica Forney [ ] Operator Jeurny Hrs 14090
= : Appr Pet .
Titus O. Capestany | ||l || Truck Driver 19.9%
_Jchrm'c M. Tapp | Cperator Add these many
[Phillip D. Barclay L |l |[frenwertker Hew Apprentices
Somer Mostafavi [ %] Ogeratcr
Kenneth M. Graves | [|[[]Caborsr
| Zanz 0. Wackenhut X0 |[[Carpenter o
Joseph T. Michaslson |||l [[Electrician 111111
Apprentice Information
(highlighted yellow) i )
. Look up an Apprentice ID
at Labor & Industries
Add this many
Hew Journeyman Hemais
Crafts or Trades —
Hourneymen Summary |
NUmbET o P S HEl r
i CrattorTias t2 mark for Cakts wor.l:l ) REI’T‘EI i3
Il _EE (highlighted green)
Journeyman Information
(highlighted orange) ——

I, the undersigned, do hereby certify under penalty of perjury that the items listed herein represent the proper hourly
totals for Apprenticeship/lourneyman participation during this reporting pericd.

rieea hamz

Emall r this Sepon

fettisj @wsdot.-wa. gov |

Certification
(highlighted blue)

We will go over how to fill out each section of the New Report, discussing Command Buttons
as appropriate on the following pages.
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Filling Out a Report - Contract Information

Fr
'J’ Dinartmant of Transnoriation

ey Peoort

List View. ‘ Instruc:tions‘

RN

g | “]::'Jféi'e-u"lf':'cad and Brides Improv

SIS

Stiohomish

Apprentice Summary

Clck Dox
Apprentice Name to mare for Daists|s

Feglisiration

Craft or Trads Number

Mams of Contr

—

4 May 2012 )

1 2 3 45
B 7 8 % 101112
1314 15 16 17 1819
0 21 DE 23 24 25 2%
a7 23 2 3 [

Logout ‘

EF Wersion 10/4/2006
NEW

Submit
via

Cumulative
Totals

30
14090
19.9%

Appr Hrs

Journy Hrs

Appr Pet

Before you begin entering Apprentice Information or Journeyman Information in your New
Report, make sure that the Contract Information section of the report is filled out accurately.
Most of the information in this section should be populated automatically. Check the highlighed

field to make sure the information is correct:

e Prepared By: The name of the person that filled out the report.
e Phone Number: The telephone number of the person that filled out the report.
e Reporting Period Beginning Date: The earliest date in the monthly period reported

on.11

e Reporting Period Ending Date: The latest date in the monthly period reported on.

WSDOT Apprentice Utilization Online Reporting Manual-Contractor Edition May 2012
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Filling Out a Report - Apprentice Information

To begin entering Apprentice Information, tell the system about how many apprentices you
would like to add using the Add These Many New Apprentices Command Button by typing in
the number of apprentices you would like to add in the field to the right of the button and then
clicking the Add These Many New Apprentices Command Button. Then enter in the
Registration Number of each apprentice.

Apprentice Summary

FOTE

el Rsglsiration
Apprentice Mame to mars far o e [ra— Cratt or Trads bzt Hame of Contractor or Sub-Contrector | Workea ettig/@wsdot. wa.gow letting tham
rrrrrr - ar e
LIl 111111 i . Cumulative
ﬂﬂﬂﬂﬂﬂ STEP#2 Totals

Appr Hrs 3401

Journy Hrs 14000

| | ApprPet 19, STEP#1

| | Add these many
HNewr Apprentices

o

Then click the Save Command Button at the top of the screen to automatically retrieve the
Apprentice Name, Female or Minority Indicator, Craft or Trade and Contractor Information for
each apprentice.

- |.‘-J'=~':'Ii"-.‘='"r_»ri“ ListMjew “ InstructionsJ | Logout J | — |
';’ ngmgnl?l"]h’? L 2 i = -

EF Version 10/4/2006
| NEW
Submit

via
Email

ot thiz repar

| | [E¥t=t: Fozd znd Brides

Stichomish

31,2012 Ending D

Feglsiration

Cumulative
Totals
Appr Hrs 3401

Journy Hrs 14090

Appr Pct 19,804

I

pnnnnnEEE

;;;;;; 2 ay c 14 Add these many
HNew Apprentices

Fill out any missing or incorrent information, enter the hours worked and click the Save
Command Button.
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Filling Out a Report - Journeyman Information

To complete the Journeyman Information section of the New Report, you can begin as you did
with the Apprentice Information section of the New Report by telling the system how many
journeyman occupations you would like to add using the Add This Many New Journeyman
Crafts or Trades Command Button. Then for Craft or Trade that performed work on the project,
list the Number of Journeyman and Hours Worked.

Add this many
Hewr Journeyman 6
Crafts H‘Frl_rades

[

Remarks

STEP#1

[Hourneymed Summary

Hoenber o
Jouwr“w;mn Craftor Trads

|:1:=."n'i."1':m

L=y | N

I Cmeratne

—
[l

I_ ahnrar

I Trrk Thriver

ITfJFﬁ:“ Cantrnl Paintar

I Snrvevne

| = =

Select the Craft or Trade from the dropdown menu for each occupation.

[vpstaien

[Road Builders, Inc.

[Etectrician [ & ]

Te- N X @ Road Builders, Inc. | 3|

Tt O Capestany [ [ Cowck Driver [Rozd Buigers Tnc [ s |
Johooy 2 Tapp [ [ | J|Eabores [Safe Wav Teaffic Control Co. || 14 |

Heat & Frost Insulator and Asbestos Worker & [ :

Heating Equipment Mechanic
Hod Carrier and Mason Tender

Industrial Engine and Machine Mechanic
Industrial Power Vacuum Cleaner

Inland Boatman

Inspection/Cleaning Sealing of Sewer & Wat
Inspection Cleaning Sealing of Sewer & Wat
Insulation Applicator

Ironworker

Landscape Construct
Lather

Marble Setter

Metal Fabricator

Metal Fabricator - Shop

Modular Builder
Operator
Ad thi| fiete the
Hew Jouf £ 20T Remars
Crafis o| Plasterer Fd with "D
surmeym) £ 1avground & Park Equipment Installer I
—] Plumber & Pipefitter e |
Power Line Clearance Tree Trimmer e L
Refrigeration & Air Conditioning Mechanic 301
6 |||Roofer 528
10 ||Sheet Metal Worker 412
3 Shipbuilder & Ship Repairer 08
F=——1/Sign Maker & Installer =
— | Soft Floor Laver ]
3 |||Sprinkler Fitter - 6
1 I |
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Filling Out a Report - Remarks and Certification

Enter any remarks you would like to make about the report in the Remarks section. Your
remarks can be anything that would be helpful information to the project office for their review
of your report. You can also add any information that is helpful to you and your apprentice
utilizaiton tracking to this section.

Then complete the Certification section of the report. Be sure to type your Name, Title and
then check to make sure the e-mail address is correct.

Add this many Delete the
New Journeyman 6 Journeymen records Semarks
Crafts or Trades marked with "D" E—
1 Laborer that performed 8 hours was a landscape |aborer.
[Hourneymen Summary
e Craft or Trads o mark for Dietats wl:::ln;
2 ||[Flantrician ENIESREE
6 I Mmearatnr ;I |_ 528
10 I_ahnr.ﬂr ;Il_ 412
2 I Tk Thrivar ;I |_ 08
2 I Traffic Contral Paintar ;I |_ 8
3 I Survevnr ;I |_ 1]
1 I' ahnrar ;I |_ g

-

|, the undemignad, do hersby certify under penalty of perjury that the items listed hersin represent the gpropsr hourly

totsls for

nticeship/Journeyman participation during this reporting pericd.

Printied Name

[Contract Administration Officer |

[Tenna M. Fetiig

Emall for Tls Report

|fE‘EEiE‘i @wsdot.wa.gov |

FoermViewr related web NEW

After completion of the Certification sectio of the report, you are ready to submit your report.
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Submitting a Report

When you are ready to submit your report, click the Submit Via E-mail Command Button.

Y state ey f_;_gmr:gri‘ ListView, i Instrugionsi Sayg I Logout i Print View |
'J’ Department of Teansporiation

EF Version 10/4/2006
NEW
Submit
via
Email

Apprentice Summary

. TR Raglsiratian HOUTE Ny
Apprentice Name to mare for Dests|= Craft or Trags Numbar Nama of C or $Ub-C: Viored to Fettigd@wsdot wa.gow l=tting the
N — A— p— p— " n " know it is v for review.
|I_au1'a A Shelly 2 [ aborsr T covooo ||Safe Wayy Traffic Control Co. | 43 | _‘1

Clicking the Submit Via E-mail Command Button generates an E-mail that should pop up as
shown below. There is no need to fill out the To or CC field of the e-mail, this will be done for
you. You may add any other comments you would like to make to the body of the e-mail
however, it will be filled out for you. You must click the Send Button on the e-mail.

Y pje-,a;.';;_.r:g.-g‘ List View I Instructions‘ ‘ L. Logout i | Print iew |
W Conanen of Trannoriation - - - - -

EF Version 10/4/2006

NEW
Message Insert Options Format Text Adobe PDF ) S u b m It
via
Y EY N RS Email
Basic ||Mames |[Include ||Options|| Spelling 1o
Apprentice Summs = j Text = 4 ~ B =
Apprentice Name 1o i J to _Fem'g..r@wsdor.wa.go'

Fram... I 1
| Cumulative
To.. | IFeth’g Jenna Totals
I Appr Hrs
Cen | I'-.-'alentc’E';-.'sdot.';-.'a. oV 3994

Journy Hrs 15451
Subject:

IPIease Review Statement of Apprentice/Journeyman Participation ||

Appr Pot 11.1%

This message is to inform you that the Statement of || Add these many -
. . . Hew Apprentices

Apprentice/lourneyman Participation summary that starts on |

5/31/2012 and ends on 05/31/2012 for contract 8888 is

available for your review. | have reviewed the report and

determined it accounts for all hours worked on the project by

my firm and each other firm present and the project site/s.

Refresh
Apprentice
Infarmaticn

If the e-mail does not come up when you click the Submit Via E-mail Command Button, follow
the instructions under the button to submit an e-mail manually.
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Revising a Report - Request Revisions

If you discover that you need to make changes to a report that you have already submitted, you
will need to request that the report be unlocked using the Request Revisions Command
Button. In the List View section of the system, select the report you want to make revisions to.

{‘i—' "1'5? £ | Apprentice aurneyrnanParticipation

=
L
fettig) sdot.wa.gov .

al go nstructions.
1/31/2012 Cheiztophar Weat 13,151,487.43 655 2078 14.0% Yes  Yes
/292012 Cheiztophar Weat 13,151,487.43 313 2617 10.7% Yes  Yes
02/31/2012 Cheiztophar Weat 13,151,487.43 010 3143 11.4% Yes  Yes
4/30/2012 Christopher Wast 13,251 48783 1601 6212 10.5% Yes  Yes
5/30/2012 Christopher Wast 13,251 48783 Yes Me
05/31/20 1:_n Christopher Wast $3.251 487 63 303 1361 7.0 Yes M

Totalz shown only include numbers for reportz 3401 14000 19,004 N
submitied and loded for Gontckr (Yes) L2 R R S

When you open the report, you will notice the text to the right of the Contract Information
that says that the report is locked. Below the text you will see the text Request Revisions. Click
on this text to generate an e-mail asking for the report to be unlocked. If the e-mail does not

appear for you, e-mail fettigi@wsdot.wa.gov to ask for a revision.

Washington State
'J’ Department of Teanaporiaton

“m“ 'Iiunyliil i Usiﬂ'ﬂ.r “ nstruﬁoasl

Conmrast Number '\a"‘EO':‘I'OF:D'.

3838 Everstt Road and Brides Improvemesnts

[oC=ion O Projest | Cooy _ EErEE L [ )
Snohomizh Everstt

:lg?u}cf Euﬂdars: Inc.

Coneract Award Amount

50.436,357.23

TeQErEl Ty . M0ne amoer Cunrent Cost

Christopher West r[425) 482-6098 53,251 487.63

£ ng _ — REGJITed AppIe Ricecig
e 5/312012 =g ome 03/31/2012 Serane L5
Apprentice Summary

, Raglsination FOITE |

Apprentice Name - mrm | wmaesy| Craft or Trade wember | Mame of Contractor or Sub-Contractor | VWorkad
[Laurz A Shelly F | [T [Laborer 000000 [Safe Way Traffic Control Co. 68 B
Woseph T. Michazlson [T | [T [Elsctrician 111111 [General Electric Co. 123

Qg0

EF Version 10/4/2006

Report submitted to
WSDOT and LOCKED
for Contractor

Request Revisions

O
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Revising a Report - Request Revisions

When the e-mail comes up, be sure to click the Send Button on the e-mail.

?‘i Weshmguonsista i im“ 'Iiaisliil i USE mﬁi ” ‘r]Stl'uiHOi‘s I @
Epartme BHaD

EF Version 10/4/2006

Corfract Number hame of Broject
BEEE Ewerstt Road and Bridgs Improvements |
Tocaion of Projecy | Couny EEE e

T Bl ;ﬂdh / . mTETE % Unlock Report for Contractor - Mess.., Report submitted to
il ] WSDOT and LOCKED
for Contractor

Message Insert Options Format Text Adobe PDF
AL
Basic |[Mames ||Include||Options|| Spelling
Text = - - - -

Christopher West
e e 3311201

[Apprentice Summary

Apprentice Mame
Lavra A. Shelly

Hoseph T. Michaelson
Mielizsz P, Andrus
[Eric Whiteside

Hessica Forney

Request Revisions

Fettig, Jenna

Titus Q. Capestamy
Hohnry M. Tapp

|
Ivalentc @wsdot.wa.gov
|
|

Unlock Repart for Contractar

Please unlock the Statement of Apprentice/lourneyman
Participation summary that starts on 5/31/2012 and ends on
05/31/2012 for contract 8888. | need to make further revisions
to this report and will resubmit after completing them.

You will receive an e-mail notifying you that the report is ready for your changes when it has
been unlocked. After you are notified that the report has been unlocked, you may return to the
system and make your changes. You will notice on the List View that the report says it is
unlocked for the Contractor and the PEO.

1/31/2012 Christopher Wast £3,251,487.83 655 2078 24.0% Yes Yes
2/28/2012 Chriztopher West £3,251.487.65 313 2617 10.7% es es
03/31/2012 Chriztopher West $3,251.487.65 20 3183 22.4% ez ez
4/20/2012 Christopher Wast £3,251,487.83 1601 6212 20.5% Yes Yes
05/31/2012 Chriztopher West £3,251.487.65 503 1361 17.0% No No
'\J Totslz shown only include numbers for reponz 3401 14090 10,004 View Contract Summa FYI

zubmitted and locked for Contracior (Yes)
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Delete an Apprentice or Journeyman

If you need to delete an apprentice or journeyman from the Apprentice Information or
Journeyman Information section of the report, you will need to use the Click Box To Mark For
Delete Row Boxes in either section of the form to indicate which records you want to delete
and then click the Delete the Apprentices Marked With “D” Command Button or the Delete
the Journeyman Records Marked With “D” Command Button as applicable.

Apprentice Summary f do ot s== the m _
Apprentice Name to rs'rT;'- 1. S aefllf-\'&'e?' Nama of Contractor or Sub-Contractor \;{}:Ilr:;d m to Feftigl@wsdot. wa.g
———— [IET STEP#1 ] | e A
[ L e | || 125 ] Cumulative
[ B | [Oper | | 25 | Totals
|_ — = | = | 2 | Appr Hrs 3401
|— ? |Op:‘1‘z'_c‘1' | | a1 | Journy Hrs 14000
— A [ .
L0 M | Treck Driver | I IHE perPeEt 10,004
= |— - - |-—5b31'51' |[ ssssss = | 4 | Add these many —
| |_ ] | [ | | | Hewr Apprentices 7
Lok 1 an Apprentice 1D
atLa & Industries
| Delete the |
— Apprentices
STEP #2 . "'“'""'%‘5_.
Add this many Delete the
New Journeyman 6 Journeymen records Hemarks
Crafts or Trades marked with "0
1 Labaorsr thaet performad 8 hours wes 2 lendscapse |sborsr,
Heurneymen Summary
Journsgmar Craftor Trads o mank for Delste m?:rul:j
> |[Fiectrician ST 01
W] Iﬂﬂ?rarnr ;I |—‘ ) STEP #‘]
10 I':hnr.ﬂr L”— 4172
2 I Trick Thivar LI |_ 08
2 ITr:n"F.“ T ontrnl Painfar ;I |— =
3 I Snrvsvnr ;I |— f
1 I_ ahnrar LI |_ 8
| E[]

WSDOT Apprentice Utilization Online Reporting Manual-Contractor Edition May 2012 17



Refreshing Apprentice Information

If you made a change to an apprentice record and wish to revert to what was there before, you
can use the Refresh Apprentice Information Command Button to attempt to get the old
information back. Clicking this button pulls the most current information the system contains
for every apprentice on the report. Because this button pulls the most current information, it is
not recommended that you use it when revising an old report. It may be effective if you have
just made a change on a current report. If you need to change information about an apprentice

on an older report, it is recommended that you manually change the information and then click
the Save Button.

|aezeut ]

| Print View

Apprentice Summary

Apprentice Name to mars 1\3—

Nams of Contractor or Sub-Contractor

2 ||B.cad Builders, Inc.

EF Version 10/4/2006
NEW
Submit
via

Email

Cumulative
Totals

3401
14000

Appr Hrs

Journy Hrs

Appr Pct 19,004

Johnny M. Ta

o = o

Add these many
MNewr Apprentices

Look up an Apprentic

elD

at Labor & Industries
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Look Up an Apprentice’s Registration Number

If you are unaware of an apprentice’s registration number, you can look them up by name using
L&I’s Apprentice Registration Tracking System (ARTS). For informaiton about Oregon
Apprentices, you must call Oregon L&l at (971) 673-0780.

% Wa::hgﬁoﬂit'na | ey .'e_e;;_gri_l List. Viey-_.r _” Instructic_ms_] | - J | Logoul__ _J | Print View
EF Version 10/4/2006
TSS'S;S i | “E'\":ei'e_u'f':éad and Brides Improvemsnis | NEW
Submit
via
Email

‘-: 1- mwrmaw [ omcey] Craft or Trads “»‘3.'3.‘.’&’3?" HNams of Contractor or Sub-Contractor U::‘:IrJI:d ta _FEfﬁgJ@WSD‘OE.Wa.gGV = =m
O |2 | ILaborer |Coooooe |[S2fe Wy Treffic Control Co. || 68 | £ = y tarrevEy
|—D : : |Ele;u"L:i;m 111111 ||General Electric Co. | 125 | Cumuiative
a2 O E : [Operator I[ == |Boad Builder I Totals
Eric Whiteside TN [Ersztricizn 33333 |[Road Builders, Inc. | ApprHrs 3401
Jessicz Fomey CNEIL 1ot + |[Road Builders_Tnc. [ ] JourmyHrs 14090
Tius O.Capestany || ||| J|[ ||[Truck Driver 5 |[Road Builder [ s | APPTPSt 19,005
Johnnw M. Tapp N : : Lzborsr sscass ||Safs Waw Traffic Control Co. 14 =R
|_ NN New Apprentices

Refresh
Apprentice
Infermation

Look up an Apprentice ID

at Labor & I|1cIL|stEies

Apprentices
- marked with "0"

Click on the link Look up an Apprentice ID at Labor & Industries below the Refresh Apprentice
Information Command Button. Clicking on this link will pull up a new window in your internet
browswer where you can look up apprentice information in L&I’s database. Here, you can look
up an apprentice with their ID number, Last Name, First Name, Status, Program ID or any
combination of the above.
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Printing a Report

If you enter your e-mail address in the List View, you will automatically be mailed a copy of
each report you submit as well as a Contract Summary Report each time you submit a report. It
may take a few days for the automatically generated report to be e-mailed to you, but it will
arrive. If you want to save or print copies of your monthly reports, this is the best way to go
about doing so. Please note that you need to enter your e-mail address logged in to each
contract - there is no e-mail address for reports field in the companywide login.

You can also use the Print View Control Button to generate the report in a web form that may
print better than the version normally seen in your browser however your browser and printer
settings may prevent this from being formatted as neatly as the version you will receive if you
provide your e-mail address.

- ||'-]:_.II-;|'J,_'__-r'rJ|'j-J| List Wiew _“ Instructionsj ‘ J ‘ Logout J | N — |
'J’ nenmem?!sl?mﬂﬂﬂm e - - s - H

EF Version 10/4/2006

T | Hﬁzl':ei'e_u'ls:'cad and Bridge Improvements | NEW
e = = -
Snotiomish Submit
via
Email
2012 B ~on Sub
Apprentice Summary
. EoTLT Raglsiration awlid -
Apprentice Name {g mars Tor Delste|-wmie [wezes Craft or Trads Wumber Hams of Contractor or Sub-Contractor | Uorksd to _Femg..r@wsn'or.wa.gov =t
[Laurz & Shelly [ ||| |Laborer cooooo ||Safs Way Traffic Control Co. || 68 | 2 Frent v
|eseph T. Michaclson (O LIl Electrician 111111 || General Electric Ce. 125 Cumulative
Dfelissa P. Andrus I_ X Operator 2 |[R.oad Builders, Inc. 23 Totals
- . il - = Appr Hrs
Eric Whitesids |— Elzctrician |f‘_ca:i Builders, Inc. 34 3491
—— J H
Jessics Fornev S Operztor 232344 |[Road Builders Ine. 31 oy 14090
— il = = Appr Pct :
Titus O. Capestany |— | |l || Trmck Driver 33 |Rca:i Builders, Inc. 36 19.9%
Johniry M. Tapp |_ | [l |[ILeborer ssasss |(Safe Wav Traffic Contrel Co. 14 Add these many
| |— I | | [ | | Newr Apprentices
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Company-wide Login

If your company has many contracts with WSDOT and there is an interest in monitoring

progress on all contracts, your company can use the Company Wide Login to see how you are

doing over all. The Company Wide Login List View looks a little different than than List View for

a single contract. It contains all reports for all contracts that your company has started to date.

It lists the Contract Number, Project Name, Report End Date, Preparer Name, Apprentice Hours,

Journeyman Hours and Actual Apprentice Utilization for each report submitted.

The totals at the bottom of the list represent company-wide attainment which can be a useful

demonstration should you need to submit Good Faith Effort documentation.

It is recommended that individual contract reports be entered using the project login for each

contract as this view provides the preparer more options for tracking their attainment and the

status of their reports.

Statement of Apprentice/Journeyman Participation -
Road Builders, Inc. Ton ue Instruction SJ Logout J
e Click on a project record to go to the form ﬁmmj
Numbsr  Mame of Frojsat Last Regart Frapared By Cument Costs APP-HIS.  jor pies x
1111 Olympic Bagion Bridge Dack Fapair 5/31/2012 Jennz M. Fattig 783 TO0D .07
LRED Everett Foad and Brides Improvements Christopher West £3,251,487.65
PR Everatt Foed 2nd Bridea Improvements Chriztopher Wast $3,251,487.63
SRER Evarett Fooed and Erides Improvements Christopher West £3,251,487.65 1 53 13.7%
PR Everatt Foed 2nd Bridea Improvements Chriztopher Wast $3,251,487.63
BERE Evarett Fooed and Erides Improvements Christopher West £3,251,487.65
BERE Evarstt Fioed and Brides Improvemants  1/31/2012 Christophar Ll 2078 71.5%
2822 Evarstt Foed and Brides Improvaments 22302012 Chriztopher Wast 315 2617 10.7%
5388 Everstt Road and Brides Improvements  03/31/2012 Christophar Wast 220 3183 22.4%
BERE Evarstt Fioed and Brides Impeovament:  4/20/2012 Christopher Wast 1601 5212 20.5%
LRED Everett Foed and Bridee Improvements  5/22/2012 Christopher £3,251,487.65
BERE Evarstt Fioed and Brides Improvement:  05/31/2012 Christopher Wast $3.251.487.63 503 1361 27.084
1aa8 Everett Rioed znd Brides Improvements  08/30/2012 Christophar West .
BEEE Everatt Roed and B.'i:.',:za Ir:.;:\-:;_“.-—'_»n'_a-_:a Tr30/2012 Chriztopher Wast Totals E.I'E' FEpres E','I"Itiﬂ.tl". eofallre po 15 for 53 3.1%
Soon Szartls Conerate Feplacement 8/30/2011 Jenna Wl Fattiz all p’{l]EDTE and prav ide Dﬂl"l’"pﬂl’l:.'—'.'\flde 40.4%
LoED 283013 attainment on WsDOT p’ﬂjED’tE
DOOD 21292012 Jennz hI Fattig £5 580 58 1365
e 3/31/2012 Jennz LI Fattiz £0,560,560.00 1841 T o= o .0%
Road Builders, Inc, 926684 169074 36.4%
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Command Buttons Cheat Sheet

e Hanort

To create a new report for an existing contract that you are logged in to
you must click this button. It may take a moment for the new report to
come up. Be patient and press the button only once.

List Miew,

Clicking this button takes you back to a list of reports for a contract or
contractor.

i

Instructions

Clicking this button takes you to instructions about command buttons and
form field instructions

Clicking this button saves any changes you have made to a report... use
frequently!

Click this button to log out of the system. Always log out when you end a

Logout .
i session.
Clicking this button generates a version of a report that is formatted to
Print View .
print from your web browser
Submit If you are ready to submit your report to WSDOT, click this button. An e-
. mail should come up. Be sure to send the e-mail. If the e-mail is not
Ewa'l generated, be sure to follow the instructions to the right of the Submit
mail

Via E-mail button. You need only press the button once.

Add these many
New Apprentices

Enter the number of apprentices you would like to add in the box to the
right of this command button and then click the button - it will add the
number of lines to the report.

Refresh

Clicking this button reverts apprentice information to the most recent
known in the system. Use caution!

Click the aqua boxes in each apprentice record you want to delete. Then
click this button and they will be deleted from the report.

Apprentice
Informaticn

Click the agua boxes in each journeyman record you want to delete. Then
click this button and they will be deleted from the report.

Add this many
New Journeyman
Crafts or Trades

Enter the number of journeyman occupations you would like to add in the
box to the right of this command button and then click the button - it will
add the number of lines to the report.

TOP up

Clicking on these four buttons moves you around in the List View if you
have too many reports to be shown on one page.

View Contract Summary |

This button generates a detailed report about cumulative apprentice
utilization for a project.
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Resources

WSDOT’s Apprentice Utilization Web Page
http://www.wsdot.wa.gov/biz/construction/Apprenticeship.cfm

Frequently Asked Questions
http://www.wsdot.wa.gov/biz/construction/ApprenticeshipFAQ.cfm

Quick Reference Guide
http://www.wsdot.wa.gov/biz/construction/Apprenticeship/QuickReference2.pdf

Apprentice Registration and Tracking System
http://www.lni.wa.gov/TradesLicensing/Apprenticeship/ARTS/default.asp

Apprentice Utilization General Special Provision
See your contract or visit: http://www.wsdot.wa.gov/Design/projectdev/GSPAmendments.htm
and find the General Special Provision in Division 1 General Requirements, 1-07.0PT1.GR1

L&I Apprenticeship Coordinators
http://www.lni.wa.gov/TradesLicensing/Apprenticeship/About/AppCoordinators/default.asp
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