
SPONSORS


MAIN 


MENU


The menu is divided 
into three main 
areas. 

•Program, 

•Apprentices and 

•Contacts

Reports will come 
later when we find 
out what reports the 
sponsors would find 
useful. 

Status is 
automatically 
updated as new 
ones are added or 
deleted. 

This area is for 
news items from the 
state for the 
Sponsor. 



VIEW AND EDIT PROGRAM INFORMATION


All contact information is 
managed by the Sponsor, all 
other edits are submitted to 
the ATR. Click on the pencil 
to get the screen for edits. 



The apprentice area is divided into three areas: 

•To view current apprentices

•To edit information

•Contact information

•Move apprentice from employer to 
employer 

•Update wage information 

•To take action on an apprentice



APPRENTICE AREA




From this 
screen you 
can still edit, 
print out the 
Apprentice 
Agreement or 
submit to the 
ATR.


Once the action 
is submitted to 
the ATR, select 
with a check 
mark to generate 
action form to 
print. 





Once an apprentice has been approved, it is added to the 
Apprentice List. You can open each record to view detailed 
information. 



After any action is generated it is added to the history for that apprentice.




On the main menu under Apprentices Edit, there is a selection to 
change employers. This brings up the apprentice list but with new 
instructions. 

The program provides a list 
of all employers in the 
program to choose from. 



Now on the Employer History for this For this new employer
apprentice we have a new date




To update the wage of an Apprentice, go to the main menu and select, 
under Apprentices, edit, update wage and you will get this screen. 

Notice that now you have the option to 
update the wage. 

This screen will come up when you 
click on the pencil on the line of the 
apprentice you wish to change their 
wage. 



Now the wage history for this apprentice shows his old and new wage. Also, 
notice that this apprentice has a current wage showing now that it has changed 
from the starting wage. 



To do an action form for an apprentice, select action forms except for new 
apprentices. You can view the apprentice’s information and history from 
this screen, check on pending action or select an action. Go after 
selecting an action will take you to another screen for information about 
that action. 



Here are some samples of 
various actions that could be 
taken. 



After completing an action, go to the Pending Apprentice Actions Screen to 
continue the process. 



Once an action has been completed, an Action Pending will appear. This 
indicates that some kind of action is already being taken and has not been 
completed and approved. 



This screen will show you all actions you have initiated and their status.  
From this screen you can submit these action to the ATR and then 
generate the action form after you check the boxes. 



CONTACT LISTS



