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Preface

The Online Apprentice Tracking System is a customized application developed to assist your
record keeping process. The National Fund will support this application to ensure that the
system satisfies the needs of the Apprenticeship Training Center. This system has been
upgraded and migrated to a Web-based application integrated with the International’s
membership database for supporting all aspects of operating a training center.

The system configuration customization is provided via a security model which controls the
system’s look, functional capabilities, and user access.

Additional customization is available via the Admin area for Course and Certifications. If you
have used the previous desktop based application your data will be converted into the new
environment. The system also conforms to the structure and functionality of the current ATS
desktop system while integrating the records into the International membership database.

Minimized manual startup efforts have been achieved through:

1. The implementation of preloaded information

2. Default templates

3. The ability to build the members records from the International’s database without re-
keying

4. Address and status syncing

5. Certification card generation

6. Trust fund employment information

The system is continuing to evolve as new requirements and enhancements are made.

How to use this guide

This guide is designed for people who update records for their JATC and for people who administer the
Online Apprenticeship Tracking System for their JATC. If you look to the left of the screen you will see
a tab that reads ‘bookmarks’. Click on this button to allow you to jump to different sections of the
manual that are of interest to you.

o If you are ready to customized the options for your ATS and set up user accounts, see ‘Setting up
Your JATC’.

e If your JATC has already been set up and you need to edit members’ records and perform
searches, see “Tracking Apprentices’.

o Each heading on the left will jump to that particular subject in the manual. This will save you the
time of scrolling through the manual looking for something that is of interest to you.

10
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Getting started

Configure your browser

With this Web-based system you will need high-speed access to the Internet and should be using Internet
Explorer version 9 or higher. You will also want to make sure you have applied all Microsoft security
updates using Windows Update. This will ensure that you have the most up to date software. All the
information transmitted to and from this site is encrypted for a high level of security similar to the way
credit card transactions are processed across the Internet.

Before you log in to the ATS, make the ATS site a trusted-site and turn on pop-up windows in your
browser. This will allow the ATS to operate properly. The following directions assume that you are
using Internet Explorer version 9 or higher.

How to set the ATS site as a trusted site
1. Click the ‘Start’ button.
Navigate to ‘Control Panel’.
Double click on ‘Internet Options’.
Click the ‘Security’ tab on the top of the window.
You will see four zones at the top of the screen. Click on the zone named ‘Trusted Sites’.
Click the ‘Sites’ button.
Type in the address of the ATS site and click ‘add’. This is the address that you use to access the
ATS site. It was sent to you in an email.

NouvswbN

8. The ATS site is now listed as a Trusted Site and you can close all open dialog boxes.

How to configure your browser to allow cookies for this site
1. Click the ‘Start’ button.

Navigate to ‘Control Panel’.

Double click on ‘Internet Options’.

Click the ‘Privacy’ tab on the top of the window.

Click the button labeled as ‘Sites’.

Enter in ‘iwintl.org’ in the box labeled ‘Address of Website’.

Click ‘Allow’.

Click ‘Ok’.

O N U A WN

How to allow pop-ups for the ATS

Click the ‘Start’ button.

Navigate to ‘Control Panel’.

Double click on ‘Internet Options’.

Click the ‘Privacy’ tab on the top of the window.

At the bottom of the dialog box check to see whether the pop-up blocker is turned on or off. If

it is off then the ATS will work correctly. If the pop-up blocker is turned on, click the ‘Settings’

button.

6. Type inthe address of the ATS site and click ‘add’. This is the address that you use to access the
ATS site. It was sent to you in an email.

vk wnN e
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7. The ATS site is now added to the list of pop-ups which are allowed and you can close all open
dialog boxes.

Logging in

To open the Ironworkers’ Online Apprentice Tracking System, click on the link provided to you by the
National Fund. There is no software to install or other requirements except that you must be using a
computer that has Internet access.

Before logging in, notice the links on the logon page. The first link which reads ‘Forgot Password’ is
where you will click if you cannot remember your password. (Be sure not to guess at your password if
you do not know it. If you guess incorrectly five times, you will be locked out of the system. If you are
locked out of the system, you will need to call the International and have your account unlocked.)
Clicking on this link will bring up a new page that will prompt you for your username and the answer to a
secret question that was setup when the account was created. If you enter the information correctly, your
password will be sent via email to the email address that corresponds with that username.

The last link ‘Contact Us’ is where you will click if you are having problems with the system. Simply
click on this link to email support. We will get back to you as soon as possible.

1. Enter you user name and password.
Click ‘Log In’.
Note: If this is your first time logging in, you will be prompted to reset your password. Enter
your new password and click the ‘Submit’ button.

Note: Your password must be at least six characters and no more than twenty. Your password can not
contain the number zero. You must use at least one special character in your password. Special
characters are .S&#@!.

User Name:
Password:
Leg In
Forgot Password?
International Association of Bridge, Structural, Ornamental and Reinforcing Iron Workers
1750 New York Ave.. NW, Washington, DC 20006 « 202.383.4800 » 202.638.4856 (Fax)

Copyright © 2008 - 2011 International Association of Bridge, Structural, Omamental and Reinforcing Iron Workers .Contact Us

12
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Unable to login

The first and most common reason for his happening is incorrectly closing out of the system. On the top
navigation menu to the far right you will see a link that is labeled ‘Logoff’. It looks

like the image you see here. When you are ready to close out of the system, you must %
click on this link. Sometimes users make the mistake of closing out by hitting the *X” in the upper right
hand corner of the Internet browser. Doing this will lock you out of the system. The system could also
close out improperly if you suddenly lose your Internet connection. This situation doesn’t happen very
often but if it does, the program will close unexpectedly causing you to then be unable to log back in. If
you fall under this condition and you try to log back into the system, you will see a screen similar to the
one you see here. Enter in the correct information and your account will be reset automatically. You will
then be taken back to the login screen where you will be able to login successfully.

Unlock Your Account

Your login appears to already be in use.
This can sometimes happen if vour session with the application does not log out properly.
If vou think this lockout is in error, please use this form to unlock your account.

User Name:
Password:
Email Address:

Submit

The second reason for being unable to log in to the system is that you are entering in the wrong password.
If you enter in the wrong password five times you will be locked out of the system. If you fall into this
category, you will need to either email atssupport@iwintl.org to have someone with admin rights unlock
your account or follow these directions. Log in to the ATS with a different account that has full read,
write, and permissions for the ‘Security’ zone and follow these steps:

1. Click the *Security’ tab located on the top menu.
2. Under the “User ID’ heading, click the user id of the account that is locked out.

Select A Mode: ¢ Sers [ Add New Users J
User Administration
User: loca9he
User Info Permissions Recent Activity
Users Save Changes: Submit
User ID Local  Last Login Date — :
= Email: brian_caskey@iwnf.org
|| Show only in-active users - :
locald 9 4720201193720 AN [| [ Tnactive
localOhe o 4787011 11:3441 ang ||| [¥] Locked Out (3 invalid login attempts will lock out a user...use to clear.)

[ Reset Login (Use when users are showing already logged in.)

[T Reset Password (Use to set the password back to "password.)

3. On the right side of the screen you will notice that the ‘Locked Out’ option has been checked.
This confirms that this account is locked out. Uncheck this box by clicking on it.

4. Click ‘Submit’ to save your changes.

5. The user should now be able to login.

13
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The ATS has a primary tab navigation located at the top of the screen that includes seven main sections:
JATC, Member, Reports, Admin, Security, Weld Cert, and Logoff. 1T IS VERY IMPORTANT THAT
YOU HIT THE LOGOFF BUTTON WHEN YOU ARE READY TO EXIT THE PROGRAM. If

Name |

Title[Apprenticeship Coardinator

Full Time [¥] Chack hem iffll time

Address info of coordinator or contact.
Awassl:l

City/Stata/Zip|

Eemait: |

Secretaries

Semtamy LA
Secratary 1 ’N}-\i
Setary3fum

Copyright © 2008 - 2013 Intemational Assoc
Contact Us User Manual What's New April 2013!

Local Information
——————— Drint
[Wages
Save JATC Inb
ICommittes Infy
Jams Ironworkes nior City Country

Trmining Prosam Inf o -

Addrass sue V] Lozl Unicn 2207
Trainine/2) Address2 Zip Code Serving: 207 | 207
Notes Staff Info
Domumentation Save StaFInk

Coordinator Info Contact Info

International Aszsocistion of Brides, Stroctussl, Omaments] and Reinfbrcing Iron Workers
17530 New Yook Ave., NW, Washington, DC 20006 = 202.383.4300 = 202,638 4856 (Fax)

: of Bridgz, Stroctural, Omamental and Reinfcing Iron Workers

Namz |

Titlz[Union Hall Office Manager

Check out these traming videos!!

What's New January 20131

you accidentally hit the “X” to close out, your account will need to be reset before you can get back into
the program. You can access each section by clicking on the section’s name. Once clicked, each section
will then display additional options down the left side of the screen. The options on the left will vary

depending on which tab you are working with.

On every screen, the name of the ATS database, user name, and current version of the ATS is displayed in
the upper left corner. In the upper right corner, the current date is displayed. Also note the date at the
bottom of the window labeled above as ‘Ironworkers International Membership Data is as of 5/9/2013’.
This date indicates the last time your local union provided the International with data from the Local
Union System. This date will change frequently as the International updates its records.

Notice the links at the bottom of the site. The first link, *Contact Us’, will be used if you have questions
or comments about the system. Clicking this link will allow you to send an email to
ATSSupport@iwintl.org and your questions will be answered in a timely manner. To the right of
‘Contact Us’ you will see a link to this user manual. The next link you should see is the “What’s New’
link. This link is updated to show new features that have been added to the system. The new features are
listed here along with the page numbers of where you can read more on that feature in this user manual.
Lastly is a link to some basic training videos. These videos are here to help you with a few main

processes that should be used by every Jatc.
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JATC

The default screen that you will see after logging in will be the JATC tab. This page maintains
information about your training center including data about staff, wages, committees, training programs,
relevant notes, and documentation. If your information has been preloaded, review all data for accuracy.
It is important to fill this information in before entering any other information into the system. The left
hand navigation is used to collect information that will be used throughout the system.

Staff Info

Enter detailed information including your JATC’s address, the coordinator’s name and contact

information, and secretaries’ names. Be sure to click ‘Submit” after making any changes to save your
work.

How to edit staff and local information
1. Click the “JATC’ tab
2. Under the “Local Information’ heading, review and edit, if necessary, the contact information for
your local. Note: Notice the blue links that are underlined. Any item that is blue and underlined
will allow you to click on that item and do more for you. Clicking on ‘Print” will open up a
report that will print all the details you have entered about your JATC.

Member Admin Sacurity Weald Cent

Local Information
Tronworkers Local Undon No. 207 M Drint

Save JATC Inp

Wazes

Committas Infd

JATC Name [Ironworkers Local Unior City|

[Trzining Prosrem Ink ,m;;,i SB@

Trisina() Address2 | Zip Code|

Nowes | StaffInfo

T —_—
~— Coordinator Info Contact Info

Nams| Hame|

Title[Apprenticeship Coordinstor Title|Unien Hall Office Msnages

Full-Tims [¥] Chack hers 51l time

Address info of coordinator or contact. T
Agdzessl:
Faox
City/Stata'Zip| 3
Mobils:
|
Secretaries
Secraary 1[NIA
Secrenary 2[WA
Secreary 3[N/A

3. Click the “‘Submit’ button to save your changes.

4. Under the “Staff Info” heading, review and edit, if necessary, the coordinators’ name, address, and
contact information.

5. Enter the names of your local’s secretaries and click the ‘Submit’ button to save your changes.

Wages

When you first start using the tracking system, this area will not be preloaded for you. You will need to
enter the journeyman wages and apprentice wages that pertain to your particular local. It is particularly
important to fill out the “interval after which apprentices become eligible for a wage increase’. This

information will be used to allow you to track wage increases for apprentices in another section of the
system.
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Committee info

JAT Membar _Raports Admin Sequrity Weald Cent Lozof
o —
St Inbs Local Information
Local Unica Ne. 207 M Brint
Save JATC I
Committes Infy
TATC Nams [lronworkers Local Unior City Country|
T ne Do n [nfo
[rine Sreemm o Addrzss Stats Lozl Unicn 207
Tezining(2) Addrezsd Zip Coda Sarving: 207 207
Motes Wages
Doamenation Save Wage Inb
Journeyman Wages Apprentice Wages
Houdly Wagz Starting Houtly Waze
Hourly Bensfits Starting Houly Banslits
Total Hourly Packsge Starting Wage Packags|

(1 TATC owns ics orwn training Scility o trining takes place at:|
[[] 7ATC rents spece to tocal unicn
[] JATC has adopted an spprenticeship scholarhip lost sgmement

Contribution to Apprenticeship cents par how
Contribution to Nations! Trsining Fund cents pax howr
Interval sfier which Apprentices —

Months

‘bacoms Eligible fir s Wags incrasss

This section under the JATC tab displays information on your committee such as number of meetings per
year, length of terms, and names of both JATC and Trustee employer and employee representatives. This
particular information is not used in the system but is here for your own records.

| — — e
St o Locl Information
= Iromworkers Local Union No. 207 M Brint
ey
Save JATC Inf
JATC Name | Local Uniar city| v
Training Prozem Inh A K
Avacesa2 | Zip Cods|
Committee Info
Swve Commitezs s
R
Numbar of management JAC, Trustees who are mambars of the AGC
[ 7AC and Trusies members are one and the same
e e
JATC Employer Representative Trustee Emplover Representative
Fullnzme Chair  Sec Esgisation Fullname Chair  Sec Expiration
Ae New Age New
< > < >
JATC Employee Representative Trustee Emplovee Representative
Fullname Chair  Sec Expiration Fullrams Chair S« Expiration
Add New Add New
< > < >

Training program info
This is where you will find general information about your training program.
to fill out the “length of the apprenticeship program’. It controls the apprentice year drop down for
assigning what year an apprentice is in (eq: 1 yr, 2" yr, 3 yr). There are two new options that have
recently been added to the tracking system. Check the box if your facility is an accredited welding
facility. There is also an option to enter in the date of when your facility became accredited. There is
also a check box which you should check if your facility is an IACP certified site. This option also
provides a date of when your facility became certified. Documentation for these options can be uploaded

here.
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ember Admin Security Weld Cort
SEFinh Local Information
Ironworkers Local Union No. 207 M Print
Waze, Print
Save JATC Inb
Committes Inf>
IATC Name [Iramwerkers Local Unier Ciry| Countey
Addrss State Local Unien # 207
Trinins(?) At'.dﬁ;i]l Z\pC.nt‘al Serving: 207|207
Dotss Training Program Info
[— Seve Training Ind
General Info
Maxitrom number of Apprentices that can be trained in ons yexr
Maxitrom number of Joumeymen that can be irsinad in one year
The Length of the Trial pariod Sr Appeentices
The Length of the Apprenticeship Program
General Info 2
[] The program conducts Joumaymen wperading covrsss
] Apprentices = sequirad to pay Sv mamals and workbosts Efictive
[] The Training Farility is scorsited 25 an AWS/NE Weld Test Site o1/13/2010 (9
[ The Faciticy is 20 TACP Certifizd Site o3/11/2011 (£

Training (2)

Displays details about your school including if classes are held at night, day, Saturdays, or another time,
and where courses are conducted (i.e., training center, trade school, or community college). The
information you enter in the test requirements area will have an impact on how applicants are ranked later
on in the system.

e ——
St In® Local Information
& | Tronworkers Locsl Union No. 207 M Print
s
Save JATC Inb
Committzs In%
| JTATC Nams [ironworkers Local Unicr city| Country
Tinine Proeram Inf o SRR
Address sue[OH V] Local Union =207
Addrmssa | Zip Cods| Serving: 207 | 207
MNotes | Training(2)
Documentation Save Training(2) Ik
" Course Info

Schoo! is hald =t [ Mizht [ | Day [ Samusdsy [ ] Other

courses arz conducted ot the Biling sit2s || Trsining Center [ Tesde School || Community Collegs

Test Requirements
Aptifods Tast Physical Exam [_]
Ags Raguirement Usinalysis [ |Troe

Education Requirements| Otherl [ [

Physical Requirements | Other2 | |

Notes

Notes allow you to enter any notes about your school that you would like to keep in the system for your
own records. Be sure to click the “‘Submit’ button to save your changes.

Documentation

Documentation allows you to upload proof of IACP certification and/or proof that your school is a
welding certified facility. Any other type of documentation that you would like to store here pertaining
to your school is permitted as well.

1. Click on the link labeled ‘click here to add a new document’ to begin the process of uploading a
document.

2. A new window will open and you will first need to choose a ‘file type’. If there are no ‘file types’
available in the drop down box, you will need to create a new file type.
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| —_— e
Staf Inf | Local Information
o | Isomworkers Local Union Mo, 207 M Drint
ZEas
Save JATC Info
Committes Ind
JATC Nams |Imnw:m:|:—rs Local Unior C.it}'| Country
Trzining Brogrzm Ing s -
Addrazz State Local Union =207
Lrzining() Adidress2 Tip Eme| Servins: 207 207
Notez | Docnmentation
Click hers to sdd 2 new doodment
Bufrazh
JATC Documents List
Dl Drocument

No docements on fils for this TATC.

3. Create a ‘file type’ by entering in the name of the documentation in the empty box provided.
Click ‘Submit’ to add that file type to the drop down box. You can now choose that file type
from the drop down box. We request that you upload the three documents listed in the image
below.

4. Click ‘Browse’ and locate the file that you would like to upload to the system.

JATC Document Load Page

Select a file.
Daocument Type:
n Certification Approval Letter
New Document Type:| Letter Of Decline
Recerification Approval Lir
Browse...
Uplead: | Click here to upload a document. | Cancel/Done

5. Click the button labeled ‘Click here to upload a document’.
6. Once your document has finished uploading, close the window and click ‘refresh’. You should
see a link to your document.

Member

The member area is where you will find basic information about all members that have been added to the
ATS. You can search through your members, add new members to your system, create letters to be
mailed, and view standard reports that have been built into the system. Note that the links displayed on
the left side navigation for an apprentice may not be available when you view a journeyman or an
applicant.

Search

Searching for a member or a group of members is an important part of this system. The default view
displays members’ current statuses. However, under the label ‘View’ you can access a drop down box
that lists all the different classes or statuses that a member can have in the ATS system. The class options
are:

18



ATS User’s Guide V.11.4.143

All

All Not Deleted (includes every status except deleted)
Applicants
Apprentices
Declined
Deleted
Honorary
Journeyman
Lifetime

10 Probationary
11. Trainee

© oo Nk~ wWwdE

Reports Admin Security Weld Cart Lozoft

!

Member Search
View App ¥r Sort By

i Last_Name First_Name SSN | Current_Status| Semstr S We/Rt Book/App _No.| Indenture | DOB | Local ZipPostal  Phome  |Crs_Att Certs OJT EH WS Phots Docs
ATTEBERY  |BRIAN  |**e*%. | Appeantics I | | ~ [p31s1973] 44 (41080 o] 12| o 1] o] i
|Barocs [romw [ r—— T | | o zvosesTojoszzioms| 207 [ms1e w 3| o | o ¥
[Bamry  [ranms [#er-rs [Agprencs 2 [ [ [ om1irvesose [os2a1o80] 207 4420 u 3 o
BONE TIMOTHY |apPRENTICE 01211873 530 (44647 of 5| o
0

0

0

Mt >

EONNEY |Rvan z ADPRENTICE fom1sness| 17 [an34 of & ¢
EOOTH ZACHARY  |*++++  |Apprentice 3 | OH11:9048052 {06/10/1989| 207 |44481 14 3] ¢

0
Q
Q
(1]
0
Q
BROWN WALTER et Apprantice 3 OHIOND43T76(10/15/1985 | 207 44515 2| 9 o

B %6 ]

0

Ll

o ¥

0
CAMPEELL LEE Apprentice 0 OHOENO36610|05/16/1084| 207 44460 31 15 Q| 66| 0

Choosing any of these options WI|| filter all of the members who have that status in your ATS system.
This is an easy way to find all the members having a particular status.

Y [

To the right of the “View’ area you will see the ‘Appr Year’ option. This option will allow you to search
for all members who are in a particular year of the apprenticeship program. The number of years listed in
this drop down box will be based on the number of years you specified your program lasted under the
*JATC’ tab on the top menu and ‘Training Program Info’ on the left side options. This search will only
function if you have assigned a year for each and every apprentice by opening each member record and
choosing the year in the demographic area. Be sure to save your changes.

To the right of the ‘Appr Year’ option you will see the ‘Sort By’ option. ‘Sort By’ will allow you to sort
the member list by Last Name, First Name, SSN, Current Status, Book Number, Indenture, or Date of
Birth, Local, and Zip.

Finally, if you know the name of a particular member that you are looking for you can enter the last name
in the text box to the far right. Clicking the ‘search’ button will search through the members in your ATS
and list alphabetically members that come after the item you are searching in groups of fifty. In this way,
if you were interested in finding everyone in the ATS whose last name started with the letter ‘M’, you
would type an ‘M’ in the search box and click on the “search’ button. The ATS would then not only
provide you with a list of all names starting with the letter ‘M, it would also list the names that followed
alphabetically, (e.g. ‘N’, ‘O’,....) up to the 50 per page limit.

Last name is listed as the default, but you can also search by first name, SSN, DOB, Member Number,
Indenture, Province, State, Zip/Postal Code or local.
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At times you might search for a group of members. Let’s say you were searching for all members whose
last name are “‘Smith’. You would type ‘Smith’ in the search box and click on the ‘Search’ button. The
ATS would then provide you with a list of members whose last name are ‘Smith’. If you were to click on
one of the members in the list, that member’s profile information would open for you to make changes to
his record. Clicking the ‘Search’ button on the top left will take you back to the member’s list and the
ATS will still show the results of your previous search.

Add New

Adding new records to the ATS is an important process that you will need to perform from time to time.
To add new members to your ATS:

1. Navigate to the “Member’ tab located on the top menu
2. Locate the *Add New’ option on the left menu and single click. Note: There is an image of the
‘Add New’ option in the previous section.

There are three methods for entering members into this system. The ‘Single’ and “‘Multi” member modes
will allow you to select members from the International’s database using a variety of options. The
‘Manual” mode will require information to be typed in order to add the record.

Member Mode Definitions

Multi-Member Mode (default) To add multiple active members in the following classes:
Probationary, Apprentice, or Journeyman from the Internationals
database as a group.

Single Member Mode To add one member’s record at a time having any type of status and
any type of class from any local in the union.
Manual Mode To enter an applicant’s information

Multi Member Add New

Add Member
I Add Ironworker Members (Active Only)Multi Member) | Add Ironworker Members (Single Modz) Manual Mode I
Add Ironworkers International Members
Member Search: Last Name: Class: APPRENTICE = [ Search |
[#] Member Name Book Number SSN
[¥] BARONE, STEVEN FeE v
@ HILL KYLE —_—
@ KESSLER, MICHAELE T——
[@ LAROSA, ANTHONYT 35 xs
¥ MAINES, ROBERT suE_ww
@ MOSHER, NICHOLAS 2525
@ SPINA, ANTHONY —_—
@ TRACEY,SCOTT —_—
[@ WASHBURN, DERRICK n—_
[ Add Checked Members |

The ‘Multi Member’ mode is the default view and is used to add multiple members all at once. Multi
member will only show members who have not yet been added to your system or members that
have been reinstated. To initially build your apprentice database, you will want to use the “‘Multi
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Member’ mode. This option will allow you to load all ACTIVE members in your local as a group in the

following classes:

Probationary
Apprentice
Journeyman
Trainee

HonNPE

The “‘multi member’ area will display all members within the class that you select from the drop down
box that are NOT already in your ATS database or who have reinstated. It will be good for you to check
this feature from time to time for new members processed by the International.

The records will be added with current demographic information including address, date of birth, and
phone number from the IW’s master computer records.

Click the ‘“Member’ tab.

PN

From the left side navigation, click ‘Add New’.
Choose the appropriate ‘Class’ for the types of members you are looking for.
Click the boxes next to the members’ names that you want to add. Note: All boxes are checked

by default. Uncheck boxes that you do not wish to add at this time.
5. Click the ‘Add Checked Members’ button located at the bottom of the list.

Single Member Add New

Add Member
Add Ironworker Members (Active Only)Multi Member) I Add Tronworleer Members (Single Mode) | Manual Mode
Last Mame: First Name: S5M: Local: 9
Status: ACTIVE - Class: JOURNEYMAM  + Book#: Search
Select A IMember - from the International Members List
Name Statue Clazs SEN Member No -
TALLMAN DARRFLL ACTIVE JOURNEYMMAN o 4

Ironworker Members (Active Only ) Multi M

12 Fn
| ACTIVE b

— Any — :
&2 TEMPI/CANCEL INIT/REIN

ACTIVE

DECEASED

EXPELLED

FORFEIT OUT

INACTIVE

PEMDING INITIATION

FEMDING REINSTATEMENT

RESTRICTED

REVOKED

SUSPENDED

TERMIMNATED

TRANSFERRED QUT

WITHDRAWAL CARD DEPOSIT
= WITHDRAWAL CARD ISSUED =

The “Single Member’ mode allows

you to search for any member with Add Member
any status belonging to any local. For iher) Add Tronworker Mem
instance, this will allow youtoadda ..
member with a Probationary class to

. Class:| — Any — | E
your tracking system and add e |
information to hls_record._ All of _ APPRENTICE B
your members will be displayed in ass  |HOMNORARY mb
the ‘Single Member’ mode L'ﬁlé%f;l1||55‘f’fv1-"%N

i
regardless of whether you have MILITARY
already added them to your system PENSIONER
or not. In *Single Member’ mode FPROBATIONARY
TRAINEE

you are able to add one member at a
time. This is where you will go to
add a member from a local other than your home local or a
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traveler as you might call them. You will need the members SSN/SIN or book number to add travelers.

1. Select the ‘Status’ of the member that you are searching for.

2. Select the “Class’ of the member that you are searching for. Note: If you are unsure of the status
or the class of the member, select ‘Any’ for both the status and the class. In doing this, you will
be searching all members regardless of ‘Status’ or ‘Class’ with the member number or SSN that
you enter.

3. Enter either the ‘Last Name’ or ‘First Name’ into the search box. Note: Enter ‘SSN’ or the ‘Book
#’ into the search box to find members from another local.

4. Click on “Search’ to locate that member in the system.

5. Clicking on that member will add him to your system allowing you to place him into classes.

You will be able to view a traveler’s history but you will be unable to edit any of his previous
information. You will only have control of the classes and certifications that you put him in.

Manual Add New

Add Member

A [remworker Membess (Active Onlvhulti Member) A0 Ironworker Members (Sinels Mogs Manual Modz
Member Information
Search the Intsmaticnal datsbass Sr pre-sxisting membars
55N Fisst a “Last | Posl' Search

SSN: **t-r000  Application Number Apgplication Date| 06/19/2013 |8 Local =

City Stmte z [
Email [

Homs Phons Call'Work Phons Birth Dats i |
- . e e

e

If you choose to use the Apprenticeship Tracking System to keep track of ‘applicants’ then you will need
to manually key those applicants into the ‘Manual’ mode area. This system will not allow you to add a
member into the system if he already exists in the union. The system will search the International
database for the SSN that you enter. You will be notified if that SSN already exists in the system. This is
how you will know if someone is trying to join your local when that person already belonged to another
local in the past. To add an applicant to the system:

1. You will be required to enter in the ‘SSN” and the ‘Last Name’.

2. Click on the *Search’ button. The system will search all members to find a match of the SSN or
the last name. If there is no match of the SSN then you can continue to add in the applicant.

3. Fill in the rest of the information and click on ‘Add This Member’.

4. Repeat these steps for each additional applicant that you would like to add.

Letters

The ATS includes letters that are written using standard language that will cover most of your notification
requests. It is possible to customize the letters with some of your own words if you prefer. You also have
the ability to create new letters and add them to the system. You can populate letters with a member’s
contact information along with a list of other useful information. If you choose not to use the letters
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portion of the system, you can export the information to excel allowing you to use Microsoft Word and
mail merge to create letters, and labels in any way that you choose.

Types of letters available
There are many available letters that can be printed from the Online Apprenticeship Tracking System.
The following is a descriptive list of the letters available and recommendations for how to use them:

1. Absentee Letter — Send this letter to an apprentice when he or she has missed a class.

2. Acceptance Letter — Send this letter to an applicant who has been accepted into the apprentice
program.

3. Appearance Before JAC Letter — Send this letter to notify an individual that they need to attend
the next JATC/TIC meeting.

4. Applicant to Union Hall — Send this letter to notify an applicant to meet the business manager at
the union hall.

5. Apprentice Set Back Letter — Use this letter when an apprentice has missed classes and will not
advance to the next step in the apprenticeship program.

6. Apprenticeship Info Letter — Use this letter as a basic flyer about the apprenticeship program.

7. Apprentice Wage Increase Letter — Send this letter to notify an apprentice regarding a wage
increase.

8. Aptitude Test Letter — Send this letter to notify an applicant that an aptitude test has been
scheduled.

9. Business Manager Letter — Send this letter to the business manager when a new apprentice
starts the program.

10. Citation Letter — Send this letter to notify an apprentice that they have missed more than the
allowable amount of classes and they are suspended by the JATC.

11. Drug Testing Letter — Send this letter to notify an applicant to take a drug test and physical.

12. Employer Wage Increase Letter — Send this letter to notify an employer regarding a wage
increase.

13. Indenture Letter — Send this letter to notify the new apprentice is indentured into the program.

14. Interview Letter — Send this letter to schedule the oral interview.

15. Notice of Action Letter — use this letter to record action taken at a JATC/TIC meeting.

16. Orientation Letter — Send this letter to notify the applicant to attend the apprenticeship
orientation.

17. Reference Letter — Send this letter to the applicant’s references.

18. Rejection Letter — se this letter to notify an applicant that he or she has not been accepted into
the program.
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Print and send a letter to one or multiple members
1. Navigate to the “Member’ tab using the tip menu.
2. Locate and click the “Letters’ option on the left side menu.

Letters

Lettar Type
Add a naw latter tvps hare: Add Mew Letter
Or z=lect an existing letter hers: Acceptance Letter hd Edit This Letter

Member Search

Zzarch for and selact mambers for the latter.
Membars Local: § -
Apprentice Year: 1
Status: Apprentices
Sort By: Last Hame hd
S=arch For: -
Likes:
Use For Between:

Non AT to J Members [

Search
3. Under the “Member Search’ heading make choices from the status drop down boxes to narrow

down the type of members that you want to send a letter to. In my example, | have chosen to
send a letter to all 1* year apprentices and sort the list by their last name.

NOTE: You have the ability to send letters to members from other locals if you have added in
travelers to your system. All local numbers for members in your system are listed in the
‘Members Local’ drop down box shown in the image above.

4. Click the ‘Search’ button to show a list of the types of members that you chose to view.

5. Check the boxes next to the member’s names for whom you would like to send a letter. You can
check all names at once by selecting the check box at the top.

6. Now that you have checked those members for which you want to send a letter, you must select a
letter from the drop down box at the top of the screen. In my example, | have chosen the
‘Acceptance Letter’.

7. Click ‘Populate Letters’ to begin the process of merging the data into the letter.

8. A new window will display the contents of the letter for you to review. Note: Be careful not to
delete or change any area that has a # symbol. The #’s mark a special area used by the tracking
system to pull the name and addresses from the applicant or apprentice record. Adding and
removing these fields to your letter is addressed later in this section.

9. Click “Print Preview’ to merge the data of the members that you chose into the letter.
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1 of 1 Pl @ 100% - Find | Next u‘!k' ’L -;;;

»

STEVEN BARCNE
5876 ELMWOOD LAME

NEWFANE, NY 14108

Dear STEVEM.

The Joint Apprenticeship Committee is pleased to inform you that you have passed as a candidate for
Ironworkers Local Union Mo. Apprenticeship Program. Your score places you on the eligibility list. If you
are currently employed — do not leave your place of employment.

10. The data is now merged with the letter as you can see above. You can now print all of these

letters or export these letters to Excel, PDF, or Word by using the options in the top right side of

the screen. Use the scroll bar to the right to scroll down through the merged letters.

Export member information for printing mailing labels

You have the ability to export all of the demographic information for any member or group of members
that you choose. This will give you the ability to easily create mailing labels and custom letters if you
choose not to use the built in letters function.

1. Navigate to the “‘Member’ tab using the top menu.

2. Click the option for “Letters’ on the menu to the left.

3. Under the “Member Search’ heading, you will need to make some choices as to which members
you want to export. In my example, | want to export information for all 1% year apprentices and |
want them listed in alphabetical order by last name. Once you have made your choices, click the

Letters
Letter Type
Add a new letter type here: I Add MNew Letter
Or select an existing letter here: Acceptance Letter -

Search for and select members for the letter.

Member Search

Memhersloabi' [T Name Book/App. No.
Apprentice Year: 1 ~ [] BARONE, STEVEN 1430252
[[] HILL, KYLE 1408208
[T KESSLER, MICHAFL E JR 1417037

Status: Apprentices -

Sort By: LastMame -
Search For: - Tl LAROSA, ANTHONY T 1426373
Likn'l [[] LETTS, 5COTT G 1437277
i [C] MAINES, ROBERT 1402778

Use For Batween: I
Non AT to ] Members [[]

*Search’ button.
You should now see a list of members for which you can choose from. Check the boxes next to
the names of the members for whom you want to export. If you want to export all of the
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members on this list, click on the check box next to ‘Name’ at the top left. This will check all
boxes for you.

5. Click ‘Create Member Export File’ and the button will then turn into a link. Click the link to

4

Book

4

preview the information that you are about to export to Microsoft Excel.

1 of 1 b Pl & 100% - Find [ Next L~ @) &y

last Name first Mame middle post home Phone work Phone addressi address2
Name MName

KESSLER MICHAEL E JR 7078 RIDGE RD
LAROSA ANTHONY T 740 MOHAWK ST
MAINES ROBERT 543 59TH ST

SPINA ANTHONY

BARONE STEVEN 5976 ELMWOOD LANE

5

6. You should now see all the information about every member for whom you checked a box in the

previous step.

7. Use the icon at the top right to export the information. You will have the ability to export the

information to Excel, PDF, or Word. Choose Excel if you are using this data to merge into an
existing letter or to create mailing labels.

8. You will be prompted for a location where you would like to save the information that you are

exporting. Now that you have all the information saved in an excel document, you are able to use
Microsoft Word to create a mail merge to provide you with labels, custom letters, and any other
type of document you would like.

Note: This tutorial is not meant to teach you how to use Microsoft Office products. If you are
unsure about how to create a mail merge using Microsoft Word then you will need to find an
alternative way to learn how to do this.

Add\Edit a new letter

1.

akrwn

IS

Navigate to the “Member’ tab using the top menu.

Click the “Letters’ option on the left side menu.

Under the ‘Letter Type’ heading, enter the name of the new letter in the text box.

Click the ‘Add New Letter’ button.

Your new letter will now be listed along with the existing letters. Click the drop down box and
click on your new letter.

Click the “Edit This Letter’ button.

A new window will display the contents of the letter. Be careful not to delete or change any area
that has a # symbol. The # symbol indicates a special area used by the tracking system to pull the
name and addresses from the member record. You can see additional fields available on the left
side of the screen. Any of these fields can be added to your new custom letter. Simply copy the
item you would like to include in your letter and paste it in the spot you would like for it to
appear.

Locate the following statement: [Replace this letter with the text of your letter.]

Delete this statement and type in the words for this new letter.
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10. Click *Submit’ to save the letter.
11. Click *Cancel’ to return to the previous screen where you can now use this letter to send out to

members.

Edit an existing letter
1. Navigate to the “Member’ tab using the top menu.

2. Click the “Letters’ option on the left side menu.
3. Click the drop down box and click on the letter you want to edit.
4. Click the *Edit This Letter’ button.

o

A new window will display the contents of the letter. Be careful not to delete or change any area
that has a # symbol. The # symbol indicates a special area used by the tracking system to pull the
name and addresses from the member record. You can see additional fields available on the left
side of the screen. Any of these fields can be added to your new custom letter. Simply copy the
item you would like to include in your letter and paste it in the spot you would like for it to
appear.

6. Type in any changes you have for this letter.

Click “‘Submit’ to save the changes.

8. Click “Cancel’ to return to the previous screen where you can now use this letter to send out to
members.

~

Print and send a letter to one or multiple employers
Some JATC’s would like the ability to send letters to employers who have been entered into the system.

This feature is available to you.

1. Navigate to the ‘Report’ tab using the top menu.
2. Click ‘Employer Letters’ located on the right side of the screen.

Back To Reports

Employer Letters

Add a new letter type hers: | Add New Letter ]

Or select an existing letter here: - | Edit This Letter |

Emplovers

["] Employer Name
[T BERLIN STEEL CO
[C] CINTRON IRON WORKS,INC.
| IRON WORKERS DISTRICT COUNCIL OF W. NEW YORK & VIC
| MDI USA INC
[CINYPENN ERECTORS, LTD.
IZ/PROIRONL.L.C.
[C] RECIPROCITY-OUT

3. There aren’t any custom letters preloaded for you in this area. You will have to create your own

letters. Enter a name for your letter in the first text box and click *‘Add New Letter’. That name

will now appear in the drop down list of letters.
4. Choose the name that you created from the drop down list of letters and click ‘Edit This Letter’.

]

3

L
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5. A new window will open and you will need to type the body of your letter. Notice the merge
fields that are available to you on the left side of the screen. These are fields that you can copy

Letter Key
FEMPCONTACT#
FENMPNANME##
#EMPADDI1#
*EMPADD2#
FEMPCITY#
#EMPSTATE#
HEMPZIP#
#TODAY#
FFNAME#
FIVINAME#
HLNAME#*
#PNAME#
#ADDRESS1#
#ADDRESS2#
HCITY#
#ETATE#
ZIP#

Letter Editor - test

Cancel | Save Changes | Submit
#TCDAY# .

#FNAME# #MNAME# #LNAME# #PNAME#
#LDDRESS1#

#LDDRESS2#

$CITY#, #STATE# #ZIP#

Dear #FNAME#,

[Replace this text with the text of your
letter.]

Sincerely,

and paste into your letter. This information will be merged into the letter for you.

Click

Submit” when you are finished editing your letter. Click ‘Cancel’ to take your back to the

previous screen.

You should see a complete list of employers listed for you to pick from. Check the boxes of the

employers whom you want to send a letter and choose the letter from the drop down list of letters
that you added.

Click the ‘Populate’ button at the bottom of the screen.
A new window will open allowing you to review the details of the letter. Click *Print Preview’ to

merge the data from the employer records into your letter.

Tracking Information on Ironworker members

For each Ironworker member you can track wage increases, courses, audit logs, certifications,
documentation, education, employment history, military history, notes, on the job training, and photos.
All of this information is accessed through the ‘“Member’ tab located on the top menu. Note: The links
displayed on the left side navigation for an apprentice may not be available when you view a journeyman
or an applicant.

Find and view a member record
1. Navigate to the “Member’ tab using the top menu.
2. Under the “Member Search’ heading, click the drop down arrow under the ‘Search’ label and
select an option to search by: Last Name, First Name, SSN, DOB, Book Number, Indenture,

JATC Admin Sacuri Weld Cent

—_—

Mnmw Member Search

View App¥r Sort By Search
| r—
Laters Memt >>
Repors ||| [LastName  FintName | SSN |Current Status Semstr S WeRt Bookdpp No. Indesture | DOB |Local TpPostall  Phome |Crs Att|Certs|OJT |EFl WS Photo Docs

Absentss Report ATTEEERY  |BRIAN | Apprentice losnenera] as [srom0 | of 1] o 1] 0 [
BALOGH ToRN i| Appeentice 1 |om1zv0s0470 0n2211080| 207 44514 | 2] o] o ¥ | o
BARRY TAMES | Apprentica 2 OH1IN48039 [0R/28/1980] 207 |44429 4 3 o[ o ¥ [ o
BONE TIMOTHY | ameRENTICE | [ lovainens| s |saeer [ o sl o[ 1l o] [ 0
BONNEY [RyaN |APPRENTICE | | 0rs1ses| 17 |13 | o s o 1] o []
BOOTH ZACHARY | apprentics OH1IND48052 |05/ 10/1980 | 207 |43481 [ a4 3] ol26l o ¥ [ 0
BROWN WALTER | Apprentica [ommiaITI6 101511085 207 [4as15 2] o] ofa o] ¥ [ 0
CAMFEELL  |LEE | Appreniice [] |onae36612 051671084 207 44460 31 15| ojes| o ¥ | o
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State, Zip, or Local. Note: In the example above, we are only searching the ‘Apprentices’ in this
system. You can change the class of member you are searching for or choose ‘All’ to search
through your entire list of members regardless of class.

3. Enter the members’ information into the empty box and click the “Search’ button.

4. Choose the member you are looking for from the list of members.

JATC Admin - Secusi  Weld Cant Lozoff

Member

Wi Erint OptionsPrin)
Member Information
Search o e Book Numbar * 1234567 Indentur Local #
. = - [ =
Fetters First Name  [Brian Addess] 5408 BELLEVIEW RD Home Phons
= Middle Name  |J Addgzss2 CallWock Phons

Agpplication

_ LastName  [Casiey City PETERSBURG Birth Dste =
\Appr Wags Incraases

Bost Nems s Ky o
Zip 41080 Etbnicicy — —|V

Email [
N Ty P ) TR

Wags Stepr

| Save changes to member biographic

Last address update date is: 12/1/2008 Address Status: Active

Emplovment Historr iternational Status: [ACTIVE] Class: [APPRENTICE] Skill: TRONWORKER] Paid Thru: [DEC 2012]

Military History

Date: & 013
UsaID: loczl207

In the image above you can see what a member record would like like after choosing a member from the
list. Pay close attention to the information that is circled above. This information is updated
automatically for every member. If the local union makes a change in status, class, skill, last paid date, or
address to a members’ record in the local union system, those changes will reflect in this area after the
local union submits that updated information to the International. In this way you will know when a
member becomes suspended, revoked, etc...You are also made aware of the status of the address of this
member and the last time that this member’s address had changed. The above screen shot shows that this
member is an active apprencice. His skill is ironworker and he is paid through December of 2012. His
address is active and was last updated on December 1, 2008.

Notice in the screenshot above that the SSN is only showing the last four
digits. This is for security purposes. Some of you may have the need to
see the entire SSN. Place your mouse pointer over the SSN to display the
full SSN. When you remove your mouse pointer, the full SSN will no
longer be visible.

wak_wx_AREE

112-33-4556

BEN *

Print a member’s transcript
1. Navigate to the “‘Member’ tab using the top menu.
Search for the member for which you would like to view his transcript.
Click on that member from the list of members to open up his record.
In the upper right corner of the screen you will see a link labeled *Print Options’ and “Print’.
Click on “Print Options’ to select what types of data you would like to see on your transcripts.

2.
3.
4.
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You can view courses, certifications, and employment history if you choose to do so. Changing
these options will change the information that shows up on your transcripts.

5. Click “Print’ to view that members transcript of all the information you have on that particular
member including all demographics, Photo, certifications, and courses.

Member Print Options
Us= the options below to control what wou want to sz= in the member print form.
Display Apprentice Courses? [#]
Dhsplay Certifications? [
When showing emplovment history, show records for: |:| All - E":l 12 most recent records only?
[ cancet | —| Save These Seftinas J
[Print[ Close |
Member Bio Information
SEN: #esosa ‘Book Number: Indenmure. Local
Name: Address:
Home Phone: (000) 000-0000
Work Phone:
Birth Dare: 12301976
‘Gender: M Ethnicity: H
ATS Class/Stams: APPRENTICE Wege Step Wags:

International Status: [ACTIVE] Class: [APPRENTICE] Skill: [[RONWORKER] Paid Thra: [JUL 2012]

Courses
Apprentice Courses
Apprentice Courses - History
Yesr  StantDete End Date Neme Tnstructor Grade Missed DPassed  Hows  Location
2011 1112011 11202011  Crane Signalmen STINSON, HAROLD L ¢ Y 15.00
222011 10282011 Rigging STDNSON, HAROLDL oY 65.00
81372011 82072011  Safety-OSHA sub-pan R JANEE, GILBERT W 0 Y 16.00
Grade Aversge:  NaN 0.00 26.00
Atendance Average:  100.00 %
Certifications
Weld Cert
Certification Code Certification Date Espiration Date Card Number IATC
Crane Sigmaling CRANS 1112011
Qualified Rigger RIGGE. 10282011
Sub-part R SUBPR 2132011
Employment History
Year Month Wesk Employer Type Of Work Hours
2012 04 4 WESTCONSTRUCTION 21400
2012 03 4 WESTCONSTRUCTION 188.00
2012 02 4 WESTCONSTRUCTION 23150

6. You can print this transcript if you choose and then close the window by clicking the ‘Close’
button in the upper right corner of the window.

Reporting an address change

It has become the AGiress Chiangs 5ilumissiot Fota
H ’ H Member Information
International’s policy that the e
local union office will be in Hook Nimbee —=
charge of the address that is Address]
. Addressl
on record for any particular ity State: NY Zip:
New Address
member When an ATS user Address1: 1234 Maine Avenue
notices an address that needs Address2: Ste 400
tO be Changed they mUSt City: Washington State. DC ~ Zip: 20006
. ! Submit this address change to
submit that change to the To: Local Union & To Email: local9@hotmail com
local union. The local union B cmeri Topsnt e AR o

Click here to sumbit your address change to the local union:

will make that change in the
local union system and then submit those changes to the International office. Once those changes are
uploaded into the International Headquarters system, the ATS will receive a flag on that record that the
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address needs to be synced. Once the address is synced, all offices will have the same address. To report
an address change to the local, follow these steps:

Navigate to the “Member’ tab using the top menu.

Search for the member for which you would like to submit an address change.

Click on that member from the list of members to open up his record.

Click “‘Report Address Change’ located above the member’s address.

Under the ‘“New Address’ heading, type in the new address for this member.

Under the “Submit this address change to’ heading, type in the email address of someone at your

local union office that can make this change in their LU system.

7. Check the box to the left if you would like to copy yourself on the email that will be sent to the
local union office for proof.

8. Click ‘Submit’ to email this address change to the local union office.

I

Syncing an address change

When the International office updates the Headquarters system with the address changes from the Post
Office or changes that were sent from the local union office, a *‘Sync’ link will display in the brown area
above the member’s address. Clicking the ‘Sync’ link will update the address that was previously on the
ATS system. The ATS system now matches the address at the International. Follow these steps to sync
the local union address with your system.

1. Place your cursor over the ‘Sync’ link in the member record which is displaying the brown area
above the member’s address. The old address that you previously had in the ATS will be
displayed.

2. Click the *Sync’ link to discard the old address and accept the new address.

3. The brown area will go away and your record is now in sync with the local union as well as the
International.

Steps have been added to allow a user to sync multiple address changes at the same time. Click here to
read more on that process.

Highlighted members records

You may notice at different times that a member is highlighted brown or yellow as in the example shown
here. These brown and yellow lines indicate that there is a discrepancy between your records and the
records at the International. Notice the lower case ‘i’ to the left of the record. Hover your mouse pointer

JATC Esporis Admin Secuice IWeld Cant Lezof
I —
i Alsoner Member Search
View App ¥r Sert By Sasrch

(Sasrch [ntis-marchas By | Last Hame (Like} ¥
Add New Nent >>
= il Last Name First_Name SSN | Current Status SemstrS We/Rt Book/App._No.| Indenfure ~ DOB  Local ZipPostal  Phome  |Crs_Att Certs OJT EH WS Photo Docs
e | || i ADANS RICHARD ssev  [apoenic . 04241063 330 o 4 0 1 0 o
Documentation |aTTERERY  [BRIAN [ Frs— 0316/1073| 44 |41080 o 2 o 1 o ¥ 0

EALOGH JOHN e, | Apprentice 1 OHLINS0470 08:22/1089| 207 [44514 1] 2] ofs] o ¥ 0

i |BARRY [7anms [ r— | OHITN4B039 (08281980 207 |+4425 14 3] o35 o ¥ o

|BonK. | TvoTHY +++++ [ADDRENTICE g 01211973 ] 550 [44647 of 5| o 1 o []

|BONNEY |rvax == ADDRENTICE I | onisnces| 17 (#4134 | o g o 1o o

over the ‘i’ for a short explanation of what is wrong with that record. It is basically a flag that lets you
know that you need to take a closer look at this member to see what is going on. If you click on the
‘Mismatches’ checkbox in the upper left corner, the system will group all members who are highlighted
brown together. This will make it easier to find and fix these records. In this example we will look at the
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yellow line first. When you see a member that is marked with a yellow line, the system is telling you that
this member was not found in the Ironworkers Headquarters system at the International. The record was
not found because you have information in this system that does not match this member’s record at HQ.
Click on the member record to get a better idea of the problem.

Brint ionsPrint
Member Information

sswe  [-ssss Boak Numbar * e Indentms  [OH11N28038 Leals  [207
ATS Addrsss Indenturs Dats 5
FistName  [John Addrmssl | Homa Phons [ioo0) 0000000
MiddlaName | Addres2 | CallWork Phone |
LastNeme [Do= City | Birth Date i
S~ e e
w [ sy
Emsil: |

Status] Apprentice g [ 08 W][2013 %] 5iame heme |

Semester 2 |2 V|Eﬁ| 12 VI|2012 V| Wage Step:

Save changes to member biographic

Last address update date is: not found Address Statns: none
International - No book number match found

Possible ITW Matches

BARRY. JAMES M ACTIVE APPRENTICE reeev 0002 1439605
Member Book Number/SS5¥ Change Loz
New Valoe Old Valus
00000001 1439605
Sync - 1439605 80000001
20000001 1430605

Date: 1273272011
UserID: 1ozl 307

As you can see in the example here, the system is telling us that it cannot find a matching book number
for this member. If you look to the right of the member’s photo, the system will suggest possible
matches. The match that the ATS found shows a different book number than what is currently in the
system. This has most likely occurred because this member went suspended and then returned to receive
a new book number. Click on the book number in the ‘Possible IW Matches’ list and the correct book
number will replace the incorrect one. Your records are now in sync for this member and the yellow flag
has gone away. Click on the SSN under the ‘Possible IW Matches’ and the correct SSN will replace the
incorrect one. Click on the full name under ‘Possible IW Matches’ and all demographic information that
the International has on this member will replace your information.
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If the flag on the record you are viewing is brown, this indicates that the status of that member has
changed. Click on the member record to get a better idea of what the current status is of that member
according to the International records. As you can see in the example, this member is listed as an
‘Apprentice’ and the International records have marked this member as being a ‘Journeyman’. Change

Email: |

Status| Apprentice |z (08 v[(2012 | status Meme
| ‘-’|Hf| vH Wags Step:

v

Semazter O

Member Photo

| Date: 51122013
| UzeaTDy: 1ozl 207

Save changes to member biographic

Last address update date is: 2/192003 Address Stams: Active
International Status: [ACTIVE] Class: [JOUENEYNAN] Skill: IRONWOREKEE] Faid Thru: [DEC 2013]

the status of this member to match the International records and the brown flag on this member’s record

will go away.

Applicant check in dates

You will only see the option for adding an applicant check in date when viewing an applicant’s record.
This date is meant to keep track of and remind you of the dates that you asked that applicant to check

back with you.

Member Information

|
{Search SSN; [==->=5555 Agpplication Number Agplicstion Date ] Locals
Add New [{fEm— ‘RICRAHD Middle Nams R Last Name * ADAMS Post Nams
Letters | || ATS Addsess
||| asdresn |
Applicsnt Cherkin Dares|

| |assmsz |
Application i City Starz Zip
(Apor Wass Incrmssss Emait |
e | ||t carwesthons [ — @
|| samiin

: [ | same sumrsars 50 v][200 o]

(Conifications

| Stus Memo |
Documentation

[
B | -

| || Mot encugh information svailabls to renk member. Rank Member
Employment History

I Save changes to member biographic
[Medicat information Last address update date is: 2/19/2003 Address Status: Active
e r— International Status: [ACTIVE] Class: [JOURNEYMAN] Skill: [RONWORKER] Paid Thru: [DEC 2013]
Military History

Applicant Check In Dates
Notes Add New Cherkin Date
O The Job Trsinine | e Chackin Das| 06/18/2013 |1 488 rew chackin dots
Existing Checkin Dates

e No reconds Sund
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Application information

Application information is used when keeping track of applicants in this system. After entering all
applicants into this system using the ‘Add New’ function, you will need a way to rank those applicants in
a way that will help you decide which applicants you want to accept into the program. You can give

JATC Agmin

S - A—
— == I
Member
— Brint Opticn:print
- Mamber Faformation
Seach | ||zss: ~ssaz Agpticadion Numbar  [1 Applicacion Dase| 06/18/2013 |8 Lewl=  [207
Ags New First Mams + [Brian Migale Name [ LastNems+  [Casiey Post Name
o ATS Asdrss
| — |y [770 Hill Spring Br
Applicant Chacits Dot
| || asersez

Applicstion Infrmation | (| ciry Lerlaia St zis [20e48

| =

Home Phons[(301) 509:0998 ol Week Phons | Bith Date 012171877 |E
il e [mee v Etericicy

’ s [ropien V] SumEBam  [05 (2013 v]
: | s damo |

i Apgr Ve

Ranking is 1 of Rank Member

Save changes to member biographic |
Last address update date is: not found Address Stafus: none
Infernatisnal : No book mumber match found
Application Information.
Save Appication Information
On The Job Trising ication Date tizsticn Numbar OvellScre Position Accapiance Date
| E— B [+ 2 P B [ B B
ont Frysical wodk: Miliry Educatien Retnanca Contort Mssical

points to applicants in eight different categories and the system will keep track of which applicants have
the most points. Applicants will be ranked from the highest point total to the lowest. Be sure to click
‘Submit’ to save your changes.

Apprentice wage increases

Last address update date is: 12/1/2010 Address Status: Active
International Status: [ACTIVE] Class: [APPRENTICE] Skill: [RONWORKER] Last Paid: [MAR 2011]
Apprentice Wage Increases
Add New Wage Increase
Rate: + Date: 04/01/2011 EH Comments: Submit
Existing Wage Increases
Period Increase Date Comments
1-0.60 % - 516.00 6172010 Step 1
2-0.70% - 518.00 12112010 Step 2
3 -0.80 % - 520,00 6172011 Step 3

This section of the system gives you the ability to keep track of when an apprentice is due for a wage
increase. It will also show when an apprentice started as well as a history of his wages throughout the

apprenticeship.

Note: You must have previously entered your wage package data here before you can track the wages
of an apprentice.

Add/Delete a wage increase
1. Navigate to “Member’ on the top menu.

2.
3.
4

Search for the member for whom you would like to enter a wage increase.

From the left navigation

menu, click ‘Appr Wage Increases’.

Under the ‘Add New Wage Increase’ heading, click the drop down arrow and select the
appropriate wage period. Note: You should have already set up a wage term under the ‘Admin’

section of this system.
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Enter the date when the new wage increase is scheduled to start.

Enter any comments about the wage increase.

Click “‘Submit’ to save your changes.

If you choose to delete a wage increase, select the period increase that you wish to delete.
Click the ‘Delete’ button to remove the wage increase from that members’ record.

© oo N oo

Apprentice courses

Although the name implies that this section is only for apprentices, it can be used to track courses taken
by any member whether that member is of apprentice, journeyman, or has a probationary status. This
includes journeyman upgrade courses. Any courses that your members have taken in the past will be
listed here as well as any courses that your members will be taking in the future provided that you have
created the class already in the ‘Admin’ area of the system.

Apprentice Courses
Add A Class To This Member
Apprentice Courses - History
Ttems below listed in rod are vour assignments.
Year  Start Date

End Dat= Nams Instroctor Grads Missed Passed  Howrs  Location
2013 3182013 3/22/2013  Stroctursl stes] erection 1 MOORE, RAYTMOND V a0 0 ¥ 40.00
2012 1/7/2013 1/11/2013  Welding 2 SARGENT, MATTHEW J 77 0 40.00
1210/2012  12/14/2012 Pre-enginesred metal buildings SARGENT, MATTHEW I T8 P 32.00
11/5/2012 11/9/2012  Elueprint raading SARGENT, MATTHEW J 85 0 ¥ 40.00
10:22/2011 10222011  Orientstion SARGENT, MATTHEW I -] 0 ¥ B.00

Audit log

The “Audit Log’ tracks the date when a members’ status, semester, wage step or local has changed.
When an apprentice becomes a journeyman, your local union will notify the International of this change.
The International will process this change of status and will apply the change to the International
membership system. Once the change is made in the membership system, your system will flag that
apprentice so that you will know there has been a change in status. You will need to then change the

status in your system to match that of the International. The “Audit Log’ will keep track of the date and
time when all changes have been made.

Last address update date is: 11/3/2010 Address Status: Active
International Status: [ACTIVE] Class: [APPRENTICE] Skill: [IRONWORKER] Faid Thru: [OCT 2013]
Audit Log

Status Fromotion Log Change In Local Log
Promotad To Efective Date Updatz Data Memo  Added to local Datz Addad
Joumerman 6/1/2013 6/26/2013 11/11/2010
Apprentice 1/26/2011
APPRENTICE 11/11/2010
Semester Log Wage Step Log
Semester Effctive Date Updats Dats TWags Step Effective Dats

3

4/1/2012

12/20/2012

1- 16.0900
- 18.6600
- 21.6500
-23.9000

B[ e
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Certifications

Certifications are much like the *Apprentice Courses’ section. Here is where you will view all
certifications that a particular member holds. You will also be able to see when those certifications will
expire if they do expire.

Qualifications/Certifications
Wald Cort

Cenification Certification Date Expiration Dats Card Number 1aTC
AL/, @[/, |@] "
Certification Search Filters
Will exgirs in. months (optionsl (o) monts
Centification Code Expiration Date Card Number JATC
Sub-parR, Steal Esection SUEDR
Seafold Erector Dismantler scaff
Forklifi Sakty okl
Flazzer FLAGR
Qualifisd Rigzer RIGGR

AWR
g CRANE
isaster Response (OSHA Course T500) DR
OSHA 30 hour oshai0
Ironworker's National WCP a1

WK 0023042
15-600570026

[ T O T e I
(S 323|335 3|5

5/29/2014

Add/Edit/Delete a certification for a single member

1. Navigate to the “‘Member’ tab located on the top menu.

2. Search for the member for which you would like to add a certification.

3. From the list of members found, click on the member that you would like to add a certification
for.

4. Select ‘Certifications’ from the options on the left side.

5. Under the “Certifications’ heading, click the drop down arrow to select a certification from the
list. Note: If the certification is not listed, you will need to add the new certification in the
‘Admin’ section of the program. You will not be able to add a certification to a member’s
record using these steps if you are using this system to print National Fund cards for that
certification. There is a separate process for adding those certifications to a members’ record.

6. Enter a start date and an expiration date. You may leave the expiration date field empty if the
certification does not expire.

7. A ‘Card Number’ field is optional if there is a number for each card that needs to be recorded
(Federal OSHA 10 cards).

8. Click ‘Submit’ to add the certification to the member record.

9. Clicking on a certification will give you the option to delete that certification. Click ‘Delete’ to
remove the certification or ‘Save’ to save any changes that you may having done.

View accredited welding records

If a member has received a welding certification through an AWS accredited welding facility, that
certification is automatically added to that member’s record. If you notice that one of your members does
have welding certifications on his record, you have the ability to view the details of that welding
certification by clicking the ‘Weld Cert’ link located on the “Certifications’ option on the left side menu.
The ATS will let you into the WCP system in a ‘Read Only’ mode for viewing the details.

36



ATS User’s Guide V.11.4.143

Certifications
Certification Certification Date Expiration Date Card Number w
T Y 3 !l | Add: | Submit
Certification Search Filters
Will expire in: b months (optional to:) > months Search
e Code Certehoation Date Espiration Date  Card Number JATC
Crane Signaling CRANS 2111992 9
Qualified Rigeer RIGGR 2111992 9
Tronworker's National WCP Al 712172011 71212012 9
Tronworker's National WCP Bla 72172011 7212012 9
Trenworker's National WCP A1 712172010 77212011 9
Ironworker's National WCP Bla 72172010 7212011 )

Certifications for welder Albert Lewis Jr.
Edit welder information  List test results

Mame Created Effective Expires
Al August 24, 2010  July 21, 2010 July 21, 2011 continuity renew X
Bla August 24, 2010  July 21, 2010  July 21, 2011 continuity renew

Add a certification without entering test results

Documentation

Maintaining important documentation that is accessible along with other membership information such as
certifications is more important than ever. The ATS can store all types of documentation from the time
an individual applies to become an applicant and throughout the individual’s career as a journeyman.

You need to have the ability to scan the documentation or you must have received it in a digitized format
such as a PDF, JPEG, Bitmap, or any of the other allowable file types.

Last address update date is: 12/1/2010 Address Status: Active
International Status: [ACTIVE] Class: [APPRENTICE] Skill: [RONWORKER] Last Paid: [MAR 2011]

Members Docs
Befrezh Click here to import a new doc
Mo records found

Add/Delete/View documentation on a member’s record
1. Navigate to the ‘“Member’ tab on the top menu.
2. Locate the member for which you would like to add documentation.
3. Atter clicking on that member, choose the ‘Documentation’ option on the left side menu.
4. Under the “Member Docs’ heading click ‘Click here to import a new doc’.

Member Information
Hzms: BROWHN, WALTER E Book Number: 1428847
Class: Joumayman T Status: A
Document Typa: v|

New Document Type: | Click here to add a new document type. |

Select a file.

Browse...

Upload: | Click here to upload a document. [l wWhen chertad, vou will raplacs the cument document. When un-cheried vou will craate 2 duplicste docsment,

37




10.

11.
12.

ATS User’s Guide V.11.4.143

A new window will open.

Click the ‘File Type’ drop down arrow to select the type of file you are
uploading. Note: If the file type you are looking for is not on the list, enter the
name of the type of document you would like to add to the list in the ‘New
File Type’ section and click ‘Submit’ to add that new type to the list. Some
examples of documentation that you may want to add are shown here.

Click ‘Browse’ to locate the file on your computer that you are uploading into
the system.

Once you have located the file, click ‘Click here to upload a document’. Once
you have received notification that the file was uploaded, you can close the
window by clicking the “X” in the upper right corner.

You will not see your uploaded images until you refresh the page. You can do this by clicking on
the ‘Refresh’ link to the left of the page.

Click on the documents title to view its contents. Note: Those of you who are using Adobe
Acrobat 9 or later may want to apply the settings listed below. If you do not apply these settings,
you will be forced to save a PDF document to your local computer every time you try to open up
a PDF.

Welding Centification

Welding Cer Card

Open Adobe Acrobat 9.X on the client workstation
Click on the “Edit’ drop down menu
Select the ‘Preferences’ option
Select the “Internet’ option in the left pane
Uncheck the option ‘Display PDF in Browser’
f. Click the ‘Ok’ button to close the dialog box
Click on the check box located next to the document to be deleted.
Click “‘Submit’ to delete the checked documents from the system.

® o0 o

Education

A members’ educational background is entered here. It includes information on the level of education
achieved including high school, technical school, and college. Check the boxes next to the level of
education that the member has completed.

Last address update date is: 12/1/2010 Address Status: Active
International Status: [ACTIVE] Class: [APPRENTICE] Skill: [IRONWORKER] Last Paid: [MAR 2011]

Education
Save Changes: |_Submit |
High School Trade School
[Tl 9th Grade
[T] 10th Grade
[C] 11th Grade
[T 12th Grade
[ClGED

[T Diploma

Employment history

This section can be used to record the employment history of an apprentice or journeyman. Apprentice
history is stored in the ‘On the Job Training’ section, so some JATC’s may elect to not store any
apprentice information here. This section also allows you to track when your members are dispatched out
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and where they are dispatched to. This history may be loaded automatically from your Trust Fund and
kept up to date by receiving monthly data files from your Trust Fund to the International.

Add/Delete employment history

1. Navigate to the ‘Member’ tab located on the top menu.

2. Find a member’s record using the “Search’ field.

3. From the list of members found, click on the member for which you would like to apply
employment history.

4. From the left side options, choose ‘Employment History’.

5. Any ‘Employment History’ for this member will display under the *Employment History List’
heading. As you can see below, the total number of hours for each year is displayed. Select a
year to filter down and show the employers and hours that member worked for that year.

Emplovment
| Employment History Dizspatch | Reports I
Add New Emplovyment History
Year  Month Week Employer Type Of Work Hours
2012 - - b Add

Employment History List

Employer Filter: All * Employer Source: All Sources 4
Year Hours
2011 356.30
2010 1.250.50
2009 19130
Total Hourz 2.604 50

6. In this example, | have chosen to view the employment history for the year 2011. Notice the

hours shown for each employer as well as the “Total Hours’ listed below. Only one year can be

selected at a time. Select another year to view the hours for that year.

Employment

[ Employment History Dispatch Reports |
Add New Employment History
Year Month Wesk Employer Type Of Work Hours
2012 - - ke Add
Employment History List
Employer Filter: All * Employer Source: All Sources Gl
Year Hours
2011 35650
Year Ionth Week Emplover Type OFf Work Hours Local From Source
2011 & 1 PACIFIC COAST STEEL 100.00 75 CAFTWTF
2011 5 1 PACIFIC COAST STEEL 115.50 73 CAFIWTF
2011 4 1 PACIFIC COAST STEEL 154 50 73 CAFITWTF
2011 3 1 PACIFIC COAST STEEL 71.00 75 CAFIWTF
2011 2 1 PACIFIC COAST STEEL 30.50 73 CAFIWTF
2011 1 1 PACIFIC COAST STEEL 30.50 73 CAFTWTF
2011 1 1 PARADISE REEAFR INC 34.50 73 CAFTWTIF
2010 1.250.50
2009 797.50

Total Hours 2,604 50

7. Notice the heading ‘From Source’ on the right hand side. This column will give you information
on where the data came from. In this example, the data came from the trust fund. You can filter

the source using the drop down box ‘Employer Source’.
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Under the ‘Add New Employment History’ heading, enter the week, month, and year for the time
the member worked.

Click the ‘Employer’ drop down arrow to select an employer. Note: This list of employers
comes from the ‘Employers & Projects’ option on the left side navigation under the ‘Admin’ tab
on the top menu.

Enter the type of work and the number of hours that member worked.

Click “Add’ to add that employment history to that member’s record.

Click on any item that you have added to make changes. Make your changes to the record and
click “Save’ to save your changes. Note: You cannot make changes to or delete employment
history that has been added to a record through a trust fund.

Click on any item that you want to remove. Click ‘Delete’ to remove the employment history
from that member’s record.

Notice the drop down box next to ‘Employment Source’. ‘JATC Records’ displays only records
that you have entered into the system for these members. Some locals have had the trust fund
submit employment history data to the International electronically which has allowed us to import
all of this information for you. If you are one of these locals, choosing *All Sources’ from this
drop down box will display these records for you.

There is an ‘Employer Filter’ drop down box which gives you the capability of choosing one
employer from your complete list of employers. The list will then filter out all of the other
employers and just show the hours and dates that member worked for that employer.

Add/Edit/Delete dispatch information

Employment
Employment History Dispatch BEeports |
Add New Dispatch Record
Dispatch Date Emplover
04/06/2011 EH -
Dispatch Note: Add |
Dispatch History
Dispatch Date Employer

Mo dispatch history found
It has been requested that there be a way to track when a member was dispatched out to a job site. To
enter dispatch information for a member:

1.
2.
3.

Navigate to the ‘Member’ tab on the top menu.

Find the member’s record using the ‘Search’ field.

From the list of members found, click on the member for which you would like to add dispatch
information.

Click the ‘Employment History’ option from the left side menu.

There are three tabs associated with employment history. Click on the middle tab to display
‘Dispatch’ information.

Any previous dispatch information entered will show up under ‘Dispatch History’.
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7. The ‘Dispatch Date’ is the day that that member was sent out to work for a particular employer.

Select a date and an employer from the drop down box. A dispatch note area is available if you
choose to use it.

8. Click the *Add’ button to apply the dispatch information to this member’s record.
9. Click on any item that you have added to make changes. Make your changes to the record and

click *Save’ to save your changes.

10. Click on any item that you want to remove. Click ‘Delete’ to remove the dispatch history from

that member’s record.

Display and print reports on dispatch information

Employment
Employment History I Dispatch I Reports |
Emplovment Print Options
[| Inchude Employment History Employment Start Date: A e through A iz
[T Inctude Dispatch History Dispatch Date:  / / 4  through P =

N

7.

[ Get Records ]

Navigate to the “Member’ tab on the top menu.

Find the member’s record using the ‘Search’ field.

From the list of members found, click on the member for which you would like to add dispatch
information.

Click the ‘Employment History’ option from the left side menu.

There are three tabs associated with employment history. Click on the last tab to display and
print reports on dispatch information.

Check the boxes for the information for which you are looking for. Enter dates if necessary to
narrow down your search.

Click the ‘Get Records’ button to display the results.

Military history
If a member has a military background, then it can be entered here.

Military History

Save Military Changes: @]
Military Service -
Discharge Date A ]
Length Of Service
Veteran Status Mon-veteran

Will Use GI Benefits !

Helmets To Hardhats =
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Notes

The ‘Notes’ section should be used to capture any comments relevant to a members’ training. This
includes comments on performance including any disciplinary actions taken. Be sure to click the
‘Submit” button to save your changes.

Member Notes

Save_\'otesl Submit |

= -
Enter notes here!

m

< | T | »

On the job training

Details such as the employer, number of hours worked, and type of field experience are easy to track.

Use this section to store training history of an apprentice. You can track the hours worked on a project, as
well as categorize the type of work an apprentice has been doing for each project.

Add/Edit/Delete on the job training

1. Navigate to the “Member’ tab on the top menu.

2. Find the member’s record using the ‘Search’ field.

3. From the list of members found, click on the member for which you would like to add dispatch
information.

4. Click the ‘On The Job Training’ option from the left side menu.

5. Under the “New Year/Project’ heading, select the year and project by clicking the drop down
arrows.

6. Click the *Submit’ button to begin adding on the job training for that year and project.

New Year/Project
Year Project Add Here
2011~ 1198743 ONTARIO LIMITED/PRO: 8 - Submit |
Most Recent Date Hours Reported 2011
Hours Details - 2011 - PACIFIC COAST STEEL/YYY
Del Apprentice Category Jan Feb Mar Apr May Jun Jul Ang Sep Oct Nov Dec Tot

[[] Reinforcing Concrete ~ | 3050 | 4000 | 2800 000 000 000 000 000 000 000 000 0009830
30.50 40.00 28.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 98.50

Delete selected rows: [ Delete Save changes:
Existing Years
Year Hours
2011 98.50
2010 261.30
2009 157.50
Total: 317.50
2011 - Projects
EmployerProject Hours
PACIFIC COAST STEEL/YVY 08.30
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Under the “Hours Details” heading, click the drop down arrow to select an ‘Apprentice Category’.
Note: The list of ‘Apprentice Category’ items can be edited under the ‘Admin’ tab on the top
menu.

Enter the hours worked in the boxes under the applicable months.

Click the ‘Save’ button when you have entered all of that hours for that apprentice category.

You can edit this information at any time by changing the number of hours or the apprentice
category and then clicking the *Save’ button.

Check the box to the far left under the ‘Del’ heading to remove an entire row.

As you can see in the image above, you can view on the job training history hours by year, by
employer/project, and you can also view the type of work and hours worked for each month.

A photo can be added to a members’ record for identification purposes. If no photo is available, a
placeholder will display. The photo that you upload onto a members’ record will also show up on a
members’ transcript as well as on any certification cards that you print.

Last address update date is: 12/1/2010 Address Status: Active
International Status: [ACTIVE] Class: [APPRENTICE] Skill: [RONWORKER] Last Paid: [MAR 2011]
Member Photo
Add/Change Photo

Add/Replace a photo on a member’s record

1.

O N R~ OD

Navigate to the “Member’ tab on the top menu.

Find the member’s record using the ‘Search’ field.

From the list of members found, click on the member for which you would like to add a photo.
Click the ‘Photo’ option from the left side menu.

Under the ‘“Member Photo’ heading, click the *‘Add/Change Photo’ button.

A new window will open. Click ‘Browse’ to locate the photo you want to upload.

Once you have found the photo for which you want to upload, click the ‘Submit’ button.

Once you have received notification that the photo has been uploaded, you can exit the window
by clicking the “X’ in the upper right corner of the window.

You will not see the new picture until you refresh the page. You can do this by clicking the
‘Refresh’ link located above the photo.
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Reports

There are currently eighteen different reports that have been included in the Online Apprenticeship
Tracking System for you to use. Listed below are the different reports and a brief description of the
information that they will provide for you.

Note: Most of these reports allow you to sort the various columns. Click on the up or down arrows next
to each heading to sort alphabetically. You also have the capability to export these reports as a PDF or a
Microsoft Excel file.

10.

11.

12.

Absentee Report: The absentee report will return a list of all members who you have
recorded to have missed at least one class. The report will return information about the class that
he missed along with the notes that were recorded on why the class was missed.

Absentee Export: The absentee export will return a list with the same information as the
absentee report. The export will return the list in a different format which can be exported to
excel if you choose to do so.

Applicant Position List: This report will provide you with a list of applicants ranking from
highest to lowest. Their applicant information is also shown on this report.

Apprentice List: This report will return a detailed list of all apprentices.

Apprentice Wage Report: This report will return a list of all members in your tracking
system and show what percentage of the journeyman rate they are currently at along with the date
they received this wage increase.

Apprentice Wage Update: This report will return a list of all members in your tracking
system and show what period of the apprenticeship program each individual member is in. It will
also return the date at which they moved to the next step of the program.

Certification Report: Clicking on this link will show you a list of all certifications that you
have added to your tracking system. If you look to the right of this list of certifications you will
see a link to “Member Report’. Clicking on this link will return to you a list of all active
members who are current with that certification.

Advancement Report: This report will give you the ability to view all wage updates and/or
changes in status for any period of time that you specify up to one year.

Wage Forecast Report: To view a list of pending wage reviews, click the ‘Wage Forecast
Report’. This report includes members’ names, last wage update, wage review date and number
of days before the next wage review. This report can only be generated if a wage rate has been
entered.

|_ocal Details: This report will show the details of the information you have entered into the
system pertaining to your particular local.

Certification Counts: This report will give you the option of returning cert counts in three
different ways: Count all Certifications Currently Active, Count all Certifications grouped by
month, and Count all Certifications grouped by quarter.

Employer Roster: This report will show a list of all employers along with their contact
information.
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Employer Projects: This report will show a list of all projects corresponding to each
employer.

Employer Letters: Click on this link will give you the capability of sending custom letters to
your employers.

Quarterly Training Report: This report will show a summary report for apprentices. It
shows the apprentice member wage scales being paid at that time categorized by the members’
gender and ethnicity.

Cert Types — Drilldown to Member: This report will list all certifications in your system
and show the number of members who have each certification. You have the option to drilldown

CRAN nating
Sane e o 130

Pra 1100 For
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0870112010
/12000
o200
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Joumeyman
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Seussreyrran
Jdlm'vmn

........

S

to view the members who have each certification and when that certification will expire. Click
the “+’ next to each certification to drill down. Example shown below:

Local Certifications by Effective Date: This report will list all certifications in your
system along with the members who have each certification and when that certification will
expire.

\Voter Registration: This report will provide the total number of members in your local who
are registered to vote. It will also provide the totals for those that are not registered as well as
those for which there is no COPE record. You have the option to drill down to view a list of
members who are registered to vote. You will also be able to see who is not registered along with
what districts these members reside in. Example shown below:

202011

Not % chg
Total No Reg % Reg % Not | No Cope No
Phone No. MemberNo Mbr's Reg'd Reg'd| Record| Cope Local

[ A - Apprentice
[ H - Honorary
] - Journeyman
P - Lifetime

63.6% 36.4% 0.0%

75.0% 25.0% 0 0.0% 0
100 50  50.0% 49 49.0% 1 1.0% 0

68.4% 15  26.3% 3 5.3% ]

BI21/2012 9:05:08 AM

Page: 1 of 1
Rev 03 - 01/03/2012

oter Registration
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Admin

The admin portion of the Online Apprenticeship Tracking System is where you will enter administrative
functions and view information about classes, certifications, and field experience for your JATC.

Address Syncing

This area of the system will give you the ability to sync the addresses that you have in the ATS with the
addresses at the International headquarters. This is a bulk process which will quickly update your records
all at once.

JATC Member Rapons y Securi Weld Cart

Address Syncing

Sync Nams Book# Addrss 1 Address 2 City Stz Zip
RS ADAMS, RICHARDR 1170460

Agerertics Cetegorias IW Address: 5751 BENJAMIN ST SW CANTON OH 44706

Status Svncing

Centification Typss ALLEN, ROBERT
e 74 QAKCLIFF STREET SW CANTON OH 44706
Courss List

BAUM, FRANKLIN
Erplove a6 Projaty 8BOB ST CANALFULTON  OH #4614
Instructors CARTER, GEORGE A 1391887 £88 HAMLIN ST AKRON OH 44320

7 ROWE STREET AKRON OH 44306

[Wazss

DORAN, JOSH A 1451418 1675 W WESTERN RESERVE POLAND OH #4514
Global Seerch W Address: 330 WEST NORTH AVE APT=6B EASTPALESTINE OH 44413
e FINNICUM, BILLY D 1449146

IW Address: 73807 BLEASANT GROVE ED ADENA OH 43001

10. Navigate to ‘Admin’ on the top menu.

11. Choose the ‘Address Syncing’ option on the left side.

12. The system will search for all addresses that do not match exactly to the address that the
International has for your members. The address in your system will be on top and the address of
the International will show directly below.

13. By default, all addresses are set to be synced to the International address. If you choose not to
sync a particular address, uncheck the box to the left of that member’s name.

14. Scroll to the bottom of the page and click ‘Sync Checked Addresses’ to change your addresses to
the suggested address at the International. Note: The list will show twenty six mismatches at a
time in alphabetical order. Once you click on *‘Sync Checked Addresses’ the system will show
you the next twenty six mismatches. You will need to continue to sync until you have gone
through all of your members.

Status Syncing

This area of the system will give you the ability to sync the statuses of your members that you have in the
ATS with the statuses that the International keeps. This is a bulk process which will quickly update the
statuses of your members all at once.

Status Syneing

Fiir oy suus: [JOURNEVWAN ™

Syne Namse Bock = ATS Stats
Apccentice Cassoriss
e ey Dalste  BLANCATO, MARK 1407153 TOURNEYMAN
Sarlzation Tres IW Class/Starus: JOURNEYMAN - SU
Courss Lin Appremtice  BROWN, WALTER E 1428847 JOURNEVMAN

IW Class/Starus: APPRENTICE - &
ook, Matther: 50000001 JOURNEYMAN

IW Class Staresi -

Delets  FAWCETT, JARRET T 1306248 JOURNEYMAN

W Class/Starus: JOURNEYMAN - SU
Global Ssarch Honerary GINGERY, JOHN 1 1075853 JOURNEYMAN
T TW Class/Status: HONORARY - &
Delets  GOLDNER, DOMINIC & 1315134 JOURNEYMAN

[Wages

W Clase/Starus: JOURNEYMAN - W1

1. Navigate to ‘Admin’ on the top menu.
2. Choose the *Status Syncing’ option on the left side.
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3. Choose which status you want to search for. You can do this by clicking the drop down box on
the right side of the screen.

4. Inthe above image, | chose to search for all “‘Apprentice’ whose status in the ATS did not match
the status that the International had for those members. You can see the results in the image
above.

5. The status that you have for each of these members is listed on top. The status that the
International has on these members is shown directly below your status. By default, all items are
checked to be synced with the International. If you choose not to sync a status, uncheck the box
to the left before you continue.

6. Scroll to the bottom of the page and click ‘Process Checked Records’ to update all of the statuses
in your system to those of the International system.

7. Choose another status to search for other status changes that may need to be synced.

Apprentice Categories

To make it easier on you, ‘Apprentice Categories’ have been preloaded with the basic categories that a
local might want to track about their apprentices’ field experience. Additional work categories may be
added. The ‘Apprentice Categories’ that you enter here are used later in the system when entering

JATC Aember Reports Secuiny Weld Cert Losor:

Apprentics Member Administration

Appreatice Categories
Apprentice Category Add New

Add Werw Agprentice Carzzery:
Catezery Min Houe:| Orde]

Apprentice Category List

Min Hours Order.
400 1]

62
605 4

120

Field enperi 800

information to track what type of work an apprentice has experience with.

Add a new apprentice category

1. Navigate to the ‘Admin’ tab on the top menu.

2. Choose the ‘Apprentice Categories’ option from the left side menu.

3. Under the “‘Apprentice Category Add New’ heading, enter the Code, Category, Minimum hours,
and the Order, if applicable.

4. Click ‘Submit’ to add your new apprentice category to the system. Note: You do not have the
ability to delete a category from the list but you can edit a category by clicking on that category
and making the necessary changes.

Certification Types

This section of the system is where you will apply certifications to members records for which you have
entered in the appropriate course information. You will use this section when you need to print
certification cards for your members. The most common certifications have been preloaded. As with
*Apprentice Categories’ you may add a certification that is not already listed here.
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Add a new certification to your list of certifications
1. Navigate to the ‘Admin’ tab on the top menu.
2. Choose the “Certification Types’ option from the left side menu.
3. Atthe top of the screen under ‘Certification — Add New’ heading, enter the Code and a
description of the certification that you are adding to the list.
4. Click ‘Submit’ to add your new certification to the list.

Edit or delete a certification from your list of certifications
Note: You have the capability of deleting certifications off of the list if you will not be using them.
You can only delete a certification if none of your members have that certification on their record.

Click on the certification that you would like to delete

If you only want to edit the certification, make your changes and click ‘Save’.

If you would like to delete this certification from the list, click the ‘delete’ button on the top right.
That certification will then either be deleted or show the changes that you made to it.

o

Certification and Course Prerequisites

The National Guideline Standards and the IACP Core Curriculum call for “Rigging and Cranes” to have a
combined minimum of 80 hours of instruction. The syllabi for the two courses breaks the 80 hours
down into 40 hours minimum for each course. In order to qualify for the “Qualified Rigger” certification,
both courses and the full 80 hours must be completed. To qualify for the “Cranes Signalman”
certification only, the 40 hour Cranes course, or 15 hour Crane Signaling Certification course must be
completed. Both courses include all required assignments and minimum required test scores.
Prerequisites have been added to the Apprentice Tracking System to help with these requirements.
These prerequisites are applied by the International. The system will only allow a rigging card to be
printed if a member has completed a 40 hour Rigging class or a self-study rigging class and a 40 hour
Cranes Signalman class or a self-study Crane signalman class. Please contact the International if you
would like to add other prerequisites to your course list.

Assign Certifications to a class & print certification cards

After a class has finished, the next step is to apply the certification information to the member records if a
certification is provided for that particular class. Some classes do not have a certification associated with
them. A certification card would also be created to give to those members. The ATS gives you the
ability to print your own cards or to print the cards that are provided by the National Fund. If you choose
to print the cards provided to you by the National Fund, you will need to contact Brian Caskey at
the International Office before these steps will allow you to do so. If you do not contact him, you will
only have the ability to export the certification information to excel which will allow you to print your
own cards using the information that you entered into the system. In this example we are going to issue
certification cards for members whom we put into a Cranes class.

1. Navigate to the ‘Admin’ tab located on the top menu.
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2. Click on the “Certification Types’ option on the menu to the left.

JATC Member

Addmes Syncing

Status Svncing

\Apprentice Catezories

Courss List

Emplovers snd Projacts
Instructors

(Global Search

[User Prafrencas

v

[ tnctude Otder Cartifications?

lat A
AWE
CONSP
CRANS

HAZM

JATC Eepor: Secusity TWald Cont Lozof
. ——  __ —— ________—— —EEaa—— o @ — |
Certification - Add New
Add New Cartifization Type:
Description:
(Certification Types List
Code Description
First Aid'CPR.
Apriz] Lift
Confinad Space
Crane Signaling
Drizaster Fazponza (05HA Courze =76000
Flagger
For=msn Trzining
Forklift Sty
HazMat B-hr. Worker Rafecher

3. You should now see a list of the certifications that you provide to your members. Scroll down to
the certification that you would like to apply to member’s records. In this example, we will scroll
down to the *Cranes Signalmen’ certification and select it.

4. On the right side of the screen you will see a date range for you to enter in. All classes that

Certification Type - Edit
Back to cert tvps list

Cods: |[CRANS

Description: [Crane Signaling

Card Stock: Qualified Crane Signaling

Member List

Delete Certification Type |

Save Certification Type Changes |

Member Certifications
Certify Members

Show: | Just members from the selected class

v| Clazzs Szarch Dats Fangs

Del Pt Name

Starts Exmpirzs ‘Cand Number

Class Sta: | 02/01/2013 |_:', Ta| 02/28/2013 |_,T‘ | Class Search

Select A Class
Coursa Name Class Date Attendees
Omamental T 272572013 8
Welding 1 21172013 6
Qualified Cranes Signaman 21172013 5
Wm 1 2/4/2013 o

occurred within the last month will automatically show up. If you do not see the class that you
entered, you may need to adjust the date range and click on *Class Search’. The ‘Cranes’ class
started more than a month ago so we will adjust the “class start” date and click *Class Search’ to
list all classes from *2/1/2013’ to “2/29/2013°. We now see the *‘Cranes’ class and can select it to

move to the next step.

Note: Notice the other classes that are listed are grayed out and you are unable to select those classes.

There are two reasons why this happens:

a. The class is not closed out so you cannot yet apply the certification. Certifications can only
be applied to a closed out class.

b. All Classes are grayed out except for the type of class for which certification you selected.
For instance, you can’t give a “‘Cranes’ certification to a group of members who to the

‘Blueprint’ class.
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5. You should now see the list of members you put into that class. Some of these members may not
have completed that class. Notice the columns showing the members grade, passed, hours, and
missed classes. You will be unable to apply a certification to a member who did not pass the
class or has not complete the prerequisites. Check the boxes next to the members for which you

Certification Type - Edit
Back to cert tvps list

Cods: [CRANS Deascription: |Crs|n|:— Signaling Card Stock: Qualified Crane Signaling
| Delete Cedification Type I Save Certification Type Changes
Member Cerfifications
Member List Certify Members
Show- | Just members from the selected class V| Clazz Szzrch Diate Rangs

Class Start: | 0z/01/2013

= Tol 0Z/28/2013

::J}l
Del Pt Name Stz Expirss Card Number £ | Class Search

Back To Classes List
Qmalified Cranes Signaman - Start Date: 2112013
Add |:| Nems Card Nomber Greda Pazzad MMizsad Hours

BALOGH JOHVR [« 1 @ & 40.00
EARRY JAMESM 0 ¥ 40.00
sovEmvormyw [ 0 ¥ 40.00
i  BONNEL RLANT — 0.00
BoorH zacEaryr [ 0¥ 40.00

B2

Each cort added will have thiz infrmarion
Efctive Dhate: Expirz Diate:

< > | [o2s1212005 )8 [/ 1m
Updsta member contification lists:

want to apply this certification. Notice that each member is blue and underlined. This means that
the members are clickable and you will be taken to that member’s record showing all of his
certifications if you choose to do so.

6. There is a space for a card number if there is a need for it.

7. Scroll down to the bottom of the screen where you will enter in the start date for the certification
along with the expiration date. Some certifications do not expire. In this case, leave the
expiration date empty.

8. Click the *Submit’ button on the bottom right to apply this certification to each of the checked
member’s records.

As you can see in the example, the members who passed the *Cranes’ class are now listed on the left side
which means that you have applied the certification to all of their records. The members who did not pass
the class are still listed on the right hand side and the certification has not been applied to their records. If
this certification has a card that goes with it and you have had your system set up to print cards for this
certification then you will see a link labeled ‘Print Qualified Crane Signaling Cards’. The ‘Cranes’
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certification falls into this category so we do see this link in my example. Follow these steps to print your
certification cards.

1. To the left of each name is a check box with a heading of ‘Prt’. Check each box for which you
would like to print a card.

Certification Tvpe - Edit

Back to cort tvps list

Code: [CRANS Dest:ripti.m:|f.:5l‘le Signaling Card Stock: Qualified Crane Signaling
| Delete Cerification Type | Save Certification Type Changes
Member Certifications
Certify Members
: 2 Clazz Search Dats Fangs
Sivow: | Just members rom the selected class V| Class 5m:| oz/01/2013 |23 To| 02/28/2013 |_Q | Class Search
Back To Classas Tist
PR - . - Qualified Cr; y Signaman - Start Date: 2/11/2013
- Start Date: 2/11/.
[ [ BiLOGH JOENR =~ 2/12:2013 it y
Add [ | Mame Caard Numbar Grads Passad Missad Hoors
[0 O BARRY. LAMES M /1272013
i BONNEY, RYAN 1] 2 0.00

[ O Bonk TMOTHY M 21272013
[ O BRoTH, ZACHARY T 2122013

| Brint Brint Reprint Quslified Crans Siznsling cards
2. Click the “Print/Re-Print Qualified Crane Signalmen Cards’ link if you are ready to print the
National Fund cards.

3. You will now notice a new link at the top that says ‘Qualified Crane Signaling cards are ready,
click here to print them.” Click this link to open a pdf view of your cards.

f@ THIS CERTIFIES THAT .
i’ ] STEVEN BARONE
HAS SUCCESSFULLY COMPLETED THE
QUALIFIED CRANE SIGNALING REQUIREMENTS

WHICH MEETS ASME B 30.5 STANDARDS (V.H.R.N)
AMD IS COMPETENT TO SIGMAL ALL CRANES AND LIFTING DEVICES

YA, (o0t Date: 03/01/12

GENERAL PRESIDENT Instructor: LYNN M WAHLER

@ THIS CERTIFIES THAT .
4 KYLE HILL

HAS SUCCESSFULLY COMPLETED THE
QUALIFIED CRANE SIGNALING REQUIREMENTS
WHICH MEETS ASME B 30.5 STANDARDS (V.H.R.N)
AND IS COMPETENT TO SIGNAL ALL CRANES AND LIFTING DEVICES

hadt. ot Date: 03/01/12
GENERAL PRESIDENT Instructor: LYNN M WAHLER

4. You can now print these cards on your own color printer. As you can see in my example, one of
the members has a photo associated with his record and one member does not. To include the
photo you will fold the right side of the card behind the left side and laminate. You will then end
up with a front and back card. For the member without the photo you will tear the perforation
down the middle and throw away the right side. You will then hand out the left hand side to the
member. THESE CARDS ARE FORMATTTED TO PRINT ON AVERY 8371
PERFORATED PAPER.

STEVEN BARONE

HAS SUCCESSFULLY COMPLETED THE
QUALIFIED CRANE SIGNALING REQUIREMENTS
WHICH MEETS ASME B 30.5 STANDARDS (V.H.R.N)
AND IS COMPETENT TO SIGMAL ALL CRANES AND LIFTING
DEVICES

KYLE HILL

HAS SUCCESSFULLY COMPLETED THE
QUALIFIED CRANE SIGNALING REQUIREMENTS
WHICH MEETS ASME B 30.5 STANDARDS (V.H.R.N)

AND IS COMPETENT TO SIGNAL ALL CRANES AND LIFTING
DEVICES
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Note: After clicking print, a print dialog box will then open. You need to be sure that ‘Page
Scaling’ is set to “‘None’. You can locate the ‘Page Scaling’ option on the left side of the dialog box

in the middle.

Re-printing certification cards
There will come a time when it will be necessary for you to re-print a card. This will most likely happen
because a member has lost his card or the card has been damaged in some way. Follow these steps to re-

print a certification card.

1. Navigate to the ‘Admin’ tab located on the top menu.
2. Click on the “Certification Types’ option on the menu to the left.
JATC Member Reports : Security Weld Cent Lozof
_——_
Agdress Syncing Certification - Add New
Stams Syncing _ Add New Certification Type|
\Apprentics Catespriss oo Hemonon;
Certification Types List
[ inctuds Oider Conificstions?
Courss List Coda Description
lst A First Aid'CPR
Emplovers and Projacts AWD Aﬂ_ﬁal Li#t
— CONEP Confinad Spa;a
CRANS Crzna Signaling
(Wages DR Disaster Responss (OSHA Coursz <T600)
Global Search FLAGR Flagger
remn Foremsan Trzining
Uszer Brafrences Sklf Fodklift Sabty
| | HAZM Haz Mzt B-hr. Workar Fafacher
3. You should now see a list of the certifications that you provide to your members. Scroll
down to the certification that you would like to re-print cards for. In this example, we will
scroll down to the *Subpart R’ certification and select it.
4. Select the drop down box on the left and choose the item “Print and Reprint Certification
Cards’.
Certification Type - Edit
Back to coft type list
Code:|SUBPR Dascription: |Su b-part-R, Steel Erection Card Stock: Subpart R, Steel Erection
| Delete Certification Type Save Certification Type Char!ges
Member Certifications
Member List Certify Members
Show: | Print and Reprint Certification Cards Vl Class Search Date Range
Dplim'.s: Class Stat:| 05/26/2013 |8 To| 06/26/2013 |_§I | Class Search
Salect A Class
[] FREETICH IASONL 3/14/2008 I Coss Name Class Dt T
i GILBERT JONATHON P 3/14/2008
RS 0 T B G [V .- Y| I
|:| GRILLT TODD & 3/14/2008
i HARPER RONALD S 3/14/2008
[0 HwELY, LEWI /82008
1 ] INEANTE, ALEX M 3/20/2013

5. You will then be provided with a list of all members who have that certification with empty

check boxes to the left of their names. Just check the boxes next to the names for the
individuals you would like to print.

Note: If you see a members name and it is highlighted like the members you see in the

example, you will be unable to print cards for these members. The highlight is a flag to you
that these records need to be synced with the Internationals current membership records
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before a card can be printed. As you can see, the check box has been taken away and
replaced with a lower case (i). If you place your mouse over the (i) you will be given an
explanation of why that member is highlighted. A [l highlight means that the ATS could
not find this member in the International database of members. This most likely occurs when
a member’s book number has changed in the member area. Go to that member’s record and
fix the record so that the system can match him to a member in the International database.
Once you have done this, the red highlight will go away and you will be able to print cards
for that member. A yellow highlight means that there is a name mismatch. The spelling that

First Nzma
Middle Nama
Lzt Mames (i)

Dozt Nama (if

Brint Options Brint
Aember Information
2811 Book Numbsr * A ndenmwee | Loals [207

IW Address Eizport Address Chene: Indenture Dat 25
[RonALD Addressl 175 FOSTER RD Homs Phons -
T Address] CeltWoek Phone |
[FARFERJR City BEAVER FALLS Bisth Datz =3
s PA Gt

Zip 15010-8506 Ethnicity

Ecvail: |

Status| JOUTNEYMEN VlEﬁl 0é V”EDIB- V| Statss Mamo:|
| Save changes to member biographic |

you have for that member does not match the spelling that is in the International database for
that member. Locate that member record and you will notice the (i) symbol to the left of that
member’s name. Place your cursor over the (i) and the system will show you what the
spelling is in the International database. Clicking on the (i) will automatically replace the
name you have with the correct spelling of the name. You must do this for each instance of
the (i). In this case you would need to fix two items. Click ‘Save changes to member
biographic’ to save your changes. You will now be able to print cards for this member.

If you attempt to make a change to the name of a member in the ATS it must match the
spelling of the name in the International database. For instance, if I try to change the name of
this member’s record from ‘Ronald’ to ‘Ron’ the system will give the message you see here:
It is in this way that we will make sure that all names are in sync with each other.

6.

"RONALD' not "RON".

ntact your local vnion ofice,

After checking the boxes, scroll down to the bottom of the list and click on ‘Print/Reprint
Cards’.

NOTE: Notice the numbers to the left of the names in the screenshot. This indicates the
number of cards that have already been printed for these members in the past.

7.

8.

Clicking the link at the bottom will then create a new link for you to click at the top of the
list. Click on the link located at the top of the list.

This will open a PDF file with all of your cards so that you can print them.

NOTE: USE AVERY 8371 PAPER IF YOU HAVE AN INJET PRINTER AND USE

AVERY 5371 PAPER IF YOU HAVE A LASERJET PRINTER.

NOTE: After opening the pdf, selecting ‘File’ and selecting ‘Print’, you need to make sure
that ‘page scaling’ is set to ‘none’ before sending the cards to the printer.
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Generate Apprentice to Journeyman Rigging and Cranes certification cards
Step 1 - Perform member “Add New” for Journeyman

1.
2.
3.

4.

Navigate to ‘Member’ on the top menu

Select ‘Add New’ on the left menu

You are now looking at the *“Multi Member’ view and can add 100 members at a time. Any
members listed here have not already been added to your Apprenticeship Tracking System.
In this tutorial we are interested in adding the entire list of active journeyman in your local
who are not already in your system. Change the *Class’ to ‘Journeyman’ and click on the
‘Search’ button.

Any member who record has a check box next to it will be added to your system. Scroll to
the bottom of the screen and click ‘Add Checked Members’.

NOTE: Only 100 members are added at a time so you may have to scroll down again and click on ‘Add
Checked Members’ to get the next 100 members on the list.

JATC ts Admin Security Weld Cert

Member
Szarch

Add Member
[ Adé Tromworker Members (Active Only)(Multi Member) | Add Tronworker Members (Single Mode) | Manual Mode |
Add Ironworkers International Members
Class: | JOURNEYMAN %
Bocls Number N
1421681 sxs.48.3785

Latters Member Ssarch: Last Name:

Member Name
HAMM, DOMINIC

Reportz
Absentes Report
Absentes Export
Apprentice List
Apprentice Wage Report

MCHENRY, KEVIN 1367248 e 61159

PP SULLIVAN, THOMAS P 1388263 #3021
Apprentice Wage Updates
Position List

Wage Forecast Report

HEEA

1247462 dEE e T144

Add Checked Members

‘WELLS, CHRIETOPHER.

Step 2 - Verify that all of your records are in sync with the International

1.

Navigate to ‘Admin’ on the top menu and then choose ‘Status Syncing’ on the menu to the
left.

NOTE: If you do not see “Status Syncing’ on the left, this feature is not turned on. Navigate to
‘Security’ on the top menu, select your user name and add ‘Status Syncing’ under
‘Permissions’.

2.

3.

Notice the drop down box on the right side of the screen. Click the down arrow next to the
box and select ‘Apprentice’.

The system will search all of the apprentices that have been added and provide you with a list
of apprentices whose status does not match that of the International. Scroll down to the
bottom of the list and click on ‘Process Checked Records’ to sync all of these records to that
of the International.

Perform these same steps for the Journeyman by changing the dropdown box to
‘Journeyman’. This function should be performed to update the status on your Journeyman to
ensure only active Journeyman will be receiving a Rigging Certification.
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JATC hlember Reports Security Weld Cert Logof
e e — 0 0
Addrers Svncine Status Syncing

S— "
Agpprentics Catemoriss S i i RS
Dalatz BLANCATO, MARE 1407153 JOURNEYMAN
(Centification Tvpes W Class/Status: JOURNEYMAN - SU
Courss List Apprentice  BROWN, WALTERE 1428847 JOURNEYMAN
- W Class/Starus: ABPPRENTICE - A
Emplovers and Projects Coak, Matthew B. 00000001 TOURNEYMAN
Instructors TW Clz==/Status: -
= Delats FAWCETT, JARRET T 1306248 JOURNEYMAN
Pz TW Class/Status: JOURNEYMAN - 5U
Global Search Honorary GINGERY, JOHN T 1075853 JOURNEYMAN
e Deshainis TW Clazs/Staus: HONORARY - &
Dalatz GOLDNER, DOMINIC A 1319134 JOURMEYMAN
TW Claze/Starus: JOURNEYMAN - WI
GRAHAM, SHEA M ©000D001 JOURNEYMAN
TW Clz==/Status: -
GWEEN, DANER. 1374078 JOURNEYMAN
TW Clz==/Status: -
HARPER IR, RONALD T -SOD00001 JOURNEYMAN
W CLasa_Stan;s: -
Dlatz KITCHEN, DENNIS 1442500 JOURNEYMAN
TW Claze/Starus: JOURNEYMAN - SU v

= e e————— A i ———r

| Process Checked Records |
Step 3 — Apply the Rigging and Cranes Certification to all active journeymen who have gone through
an apprenticeship and have a ‘A to J’ activity record.

NOTE: You should have already contacted the National Fund and had the certified Rigging Card
assigned to your rigging certification as well as the Cranes Card assigned to your cranes certification.

1. Navigate to ‘Admin’ on the top menu and then select ‘Certification Types’ on the menu to the
left.

2. Select the certification you would like to apply to all journeymen who completed an
apprenticeship program. In this tutorial we are going to select the ‘Qualified Rigging’
certification. You can follow these same steps for the ‘Cranes’ certification.

3. Notice the drop down box on the left side of the screen. Select the option ‘A to J Members
that do not have this certification’

4. The system will bring up the entire list of journeyman in your local that have gone through an
apprenticeship program and do not have the Rigging certification on their record. You will
also see the effective date from the International of their class change from apprentice to
journeyman. All of these members will have check boxes next to them and should be
checked. Uncheck any member that you do not need to print a National card for.

NOTE: If you have already issued Rigging certifications to certain members, they will not

be listed on this list.

5. Scroll down to the bottom of the list and click the link ‘Apply this cert to these checked
members’
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Certification Type - Edit

Eack to cort tvpe list

Code:[RIGGR Description: [Qualified Rigger
Prerequivites:
FPath 1: Qualified Cranes Signaman
And: Rigging for Ironworkers

Card Stock: Qualified Rigzer Training

OR  Self-Smdy Cranes Signalmen
OR Self-Smdy Rigging

| Delete Certification Type I

Save Certification Type Changes

Member Certifications

Member List
A Just members from the selected class

All sctive members with this certification

Del | Active members that do not have this certification
A ot J members that do not have this certification
Print and Reprint Certification Cards

Certify Members
Clazz Sezrch Diate Fange

Class Stam: | 05/26/2013 | To| 06/26/2013 |2 | Class Search

Courss Nams

Salect A Clazz

Clazs Datz Attendass

Cert Admin hizin Cant Prerequisites
Certification Type - Edit
Cade: |[RIGGR Dasa'ipt{m:laualified Rigger Card Stock: Qual
Cand sm;l Qualified Rigger Training L
Prerequisites:
Path 1: Qualified Cranes Signaman OR  Self-Study Cranes 5
And: Rigging for Ironworkers OR Self-Smdy Rizging

| Delete Certification Type |
Member Certifications

Save Cerification Type Changes

Member List Certify Memby

Clazz Sezrch Dhate

Show: |A ot J members that do not have this certification v|

Class Start: | 0572672013 |20 Te| 06725
Options: [] Checkad or Un-chacked? ® /2872 |38 o[ 062

Salact A Clas
Aoy Hame H Course Nams Clasz |
EIS JAMES DATID JJR 7/10/2000
- HELY. LEVIIV 6/1/2012
MURPHY, MICHAEL L /172006
RENG, MARK 4 2/1/1903
RESTAING, DANIEL 3/1/2004
TILLER MICHAEL B 2112002

Apply this cert to thees checked members

Step 4 — You can now print or reprint National Fund cards for this certification.

9. Now that you have applied the certification to all active journeymen who have completed an
apprenticeship program, you can print their certification cards. Select the drop down box and
choose the item “Print and Reprint Certification Cards’
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10. You will then be provided with a list of members with empty check boxes to the left of their
names. This area is where you would come if you wanted to only print a few cards at a time

Cods: |IRIGGR Das»:rlptim::l&ualifie:l Rigger Card 5t
Card Et{}:k;| Cualified Rigger Training v|
Prerequisites:
Path 1: Qualified Cranes Sienaman OFR  Self-Smdy
And: Rigging for Ironworkers OR  Self-Study
| Delete Certification Type | Save Certification Type
Member Certifications
Aember Livt Certi
Show: | Just members from the selected class Clzzz Sz
n”.EGtIVE members with this l:EI'tIfIl:fE.tIE-I'I S Class Start: | 05 /26,2012 _:B Ta|
D=l | Active members that do not have this certification
A ot J members that do not have this certification Sal

Print and Reprint Certification Cards o Hame

or if you needed to reprint a card. Just check the boxes next to the names for the individuals

you would like to print.

11. After checking the boxes, scroll down to the bottom of the list and click on ‘Print/Reprint
Qualified Rigger Training Cards.

NOTE: Notice the numbers to the left of the names in the image below. This indicates the

number of cards that have already been printed for these members in the past.

Drint Nams Startz  Exmpirss Card Nomber
2 [] AD4MS, DAFID L 1/1/2006 )
3 [] ALBERTER, EIRE C 5/1/1075
3 [ ALLEN DUsTIV 2/1/2003
2 [] ALLEN. JOHN G 3/1/1008

12. Clicking the previous link at the bottom will then create a new link for you to click at the top
of the list. Click on “Qualified Rigger Training cards are ready, click here to print them.’

13. This will open a PDF file with all of your cards so that you can print them.
NOTE: USE AVERY 8371 PAPER IF YOU HAVE AN INJET PRINTER AND USE

AVERY 5371 PAPER IF YOU HAVE A LASERJET PRINTER.

NOTE: After opening the pdf, selecting ‘File’ and selecting ‘Print’, you need to make sure
that “page scaling’ is set to ‘none’ before sending the cards to the printer.
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14. The previous steps showed you how to print/reprint cards of members that you selected. If

you want to print cards for all of these members at once you would follow these steps. After
you selected from drop down box to ‘Print and Reprint certification cards’ in step 1, you
would then see two more drop down boxes with the words “all’ in both of them. Change the
left box to “Print” and click on ‘Refresh’.

Member List

Sr_m:-;l Print and Reprint Cestification Cards Vl

Options:[Frint__ ~| [l v| [ Refresh |

Print Name Starts  Expires Card Number
FISHER, JAMES DAVID JJR 7/10/2000
HOELY, LEVT 6/1/2012

MURPHY, MICHAEL L 6/1/2006
RENO, MARE A 21/1983
RESTAING, DANTEL 31172004

TILIER MICHAET R 2/1/2002

Print Print Re-print Qualified Rizger Training cands

15. You will now see a list of all of the members that have never had cards printed for this

particular certification. All the boxes are checked for you and all you need to do is follow
steps 3 through 5 to print all of the cards.

Step 5 — Generate a list of all Journeymen that will need to be notified to attend a Rigging training

course.

=

Navigate to “Members’ on the top menu and then select ‘Letters’ on the menu to the left.
There will be a drop down box to the right of the word ‘Status’. Select ‘Journeymen’ from
the drop down box and click on “Search’.

You should now see a complete list of all the Journeymen in your system. Check the box
next to ‘Non A to J Members’ and click on ‘Search’ to get a list of all Journeymen who have
not gone through an apprenticeship and therefore did not receive Rigging or Cranes cards.
You can now generate a letter to all of these members notifying them of an upcoming
Rigging class and you can also generate mailing labels for all of these members by selecting
‘Create Member Export File’ at the bottom of the list and exporting this information into
Excel.

Letters

Letter Type
Add a new letter type here Add New Letter |
Or select an existing letter here b Edit This Letter
Member Search
Search for and select members for the letter.
Members Local: 9 « Name Book/App. No. *

CLARK, MATTHEWR

_| CLAUSE, CREEDON M
CLAUSE, DARRELL HJR
CLAUSE, TURHAN IR

Apprentice Year =
States: Joumeymen
Sort By: -

Search For: -

Like:
Use For Between
Non AT to J Members [V

[ search

i
Using Like:
Enter a value in both like boxes to search for results between the values entersd.
For State and Zip/Postal code: Enter values box separated by commas in 1st like to search for multiple values.
Eatera value in the fist bos only to search for records like the value you eatered. (FirstName like Don will retum Don 2nd Donald)

_| COURTEAU, WAYNED

DELINE, BRETTK
DELINE, FRANK A IR

_| DEMERS, ALAIN

DICKEY, JOHN C
DUBUC, MICHAEL §

L HARTMAN, DAVID M

HILL, DONALD
HILL, THOMAS W

_| HOLCOMBE, JERAULDL JR

JONATHAN, DEREK §

KESSLER, WILLIAM J IR

KINNEY, WILLIAM

LEO,LOUIS

MCKIE, WILLIAM -
Pooulate Letters

_Create Member Export File

58




ATS User’s Guide V.11.4.143

Rigging and Cranes Self Study

A self-study course has been created for the Rigging and Cranes certification in an effort to provide
journeyman with rigging and cranes certification without having to attend an 80 hour course. Note:
these self-study classes are for Journeyman only. The self-study courses have been added to your list
of default courses. Navigate to ‘Admin’ and choose ‘Course List’ from the left side menu. You will find
three additional courses just like the ones you see here in the screen shot.

SSCERS  Self-Study Cranes Sipnalmen 3 Alternative Learning _-"Lpprm-:':h 0 o I
S88LOG  Self-Study learning enrollment log 0 Alternative Learning Approach 0 o0 0
SSRIG  Self-Study Rigging 4 Alternative Learning Approach 0 o D

Journeyman will choose to start their self-study course on different dates and will complete the course
on different dates. These courses were set up specifically to handle this. Follow the steps below to
register journeyman into these self-study courses and document the start and end time for each
participant.

1. Click on the ‘Self-Study Learning enrollment log’ to register journeyman into a self-study Rigging
and Cranes class. In my example, there are currently no other Journeyman that have been
registered. Choose the drop down box labeled ‘Filter On’ to view journeyman who have already
completed the self-study course. The default is to show only those journeymen who have not

completed the course.

Class Register
Self Study Log [ Register Members
Filter On: Open (Default) -
hember Name Docs Start Date Completed Date Comments
No members are singed up for this self study course.
| Submit Changes |

2. Click on ‘Register Members’. On the right side of the screen you will see a list of all journeymen

Class Register

R&gis ter Members

To add and remove checked members from both lists >

Save changes to the reaister

Members In Course

Members Not In Course

ADAMS, DAVIDL

ALBAUGH, DAVID

Remove  MemberName SSN Book# Member status filter
|Journeymen Vl | Refresh |
SSNSIN: | [ AddBvsSSN/SIN |
Add Member Name SEN Book #

ADAMS, RICHARD R

s*x_#2 1218 1308741
FEE_EE1405 1170460

#EFE7561 1216188

that have been added into your system. Check off the boxes of the journeyman who are taking
the self-study course. Click ‘Save changes to the register’. The start date will automatically be
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filled with the date that you registered them into the course. This is the date that the
journeyman came in for their study material and officially started the self-study course. This
date can be changed if the date the information was added was not the same date that the
member started the course.

Class Register
| Self Study Log | Register Members
FitwrOn[Al___ V]
Member Name Daocs Start Date Completed Date Comments

ADAMS, DAVIDL 0 [07/23/2013 |E| 07/23/2013 || |

ADAMS, RICHARD R 0 | 07/23/2013 |_E 07/23/2013 |jj | |
ALBAUGH, DAVID o |o7sz3sze1s |EE|| ¢ ¢ =3 | |
ALBAUGH, JASONE 0o |owz3sz013 @[] / =3 | |

| Submit Changes |

S8CRS
S85LOG
SSRIG

Each member will return to you when they feel that they have had enough time with the
material in order to pass the test that will be given. Fill in the ‘Completed Date’ when each
member returns. Comments can also be entered into the ‘Comments’ box. Be sure to click
‘Submit Changes’ after entering in the ‘Completed Date’. Those members for which you entered
a ‘Completed Date’ will be removed from the list.

Now that one or more members are ready to take the test, navigate to ‘Admin’ and choose
‘Course List’ from the left side menu. Choose either ‘Self-Study Cranes Signalmen’ or ‘Self-

Self-Study Cranes Signalmen 3 Alternative Learning Approach a 0 0¥
Self-Study learning enrollment log 0 Alternative Learning Approach 0o 0 0
Self-Study Rigging 4 Alternative Learning Approach g 0 0¥

Study Rigging’. The information will have to be entered into both courses. | will choose ‘Self-
Study Cranes Signalmen’ for my example.

Class Dates - Add New

Instructor. v Program Year: [2013
Create Claszes On These Days Mon Tue Wed Thu Fri Sat Sun
Even if no days are checked,

you will still get defaults on the first and last day of class. o oooooao

Add Mew Class Date |
Existing Class Date
Program Year Semester Start Date End Date Instructor Registered Mbrs Location Closed
2013 7232013 7/23/2013 SAMP3ION, MICHAEL D 0 N

Enter in the ‘Start Date’ and the ‘End Date’. The start date and the end date should be the
same. This is the day that one or more members will be taking the self-study test. Enter in the
‘Instructor’ who will be giving the test and click ‘Add’. Note: You must have already added your
instructors under ‘Admin’, ‘Instructors’ before you can choose an instructor from the dropdown
list. Click here to learn more about adding instructors. Click on the class you just created to
register journeymen for the test. Note: You will only be able to register journeyman who have
been entered into the log as explained in the previous steps. If your journeyman were not
registered, they will not show up in the next few steps to finish this process.
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6. Click on ‘Register Members’ and check the boxes next to the members on the right side who will
be taking the test. Notice that only two journeyman show up. These are the two journeymen
that | added to the log earlier and entered in a completion date. Click ‘Save Changes to the

register’.

To add and remove checked members from both lists > Save changes to the register

Members In Course Members Not In Course

Remove hember Name 58N  Book# Add Miember Name 53N Book =
ADAMNS, DAVIDL =+ ++ 1218 1308741

ADAMS RICHAEDE  #*32.7405 1170460

7. The next step is to print the sign in sheet and have each journeymen sign next to his name. This
sign in sheet will then be scanned back into the system in order to continue. Click the date on
the right side above the check boxes to retrieve the sign in sheet. Once the sign in sheet has

Add New Class Date: 55

To add and remove checked members from both lists > | Save chanages to the reaister |
Member Name Docs e
L]
1. ADAMS, DAVIDL o ILN O
2. ADAMS, RICHARD R o '[N O
Del

111 Important information about closing classes 11

been signed and scanned back in, choose ‘Course/Class Documents’ to upload your sign in sheet

into the system.

Course/Clasz Documents

Attendance and Closa Out .
Click here to add new docs for this class.

Beafresh
8. Click ‘Click here to add new docs for this class’.
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Select a file type Select a file.

Course Class Documentation

Course Name: Self-Study Cranes Signalmen Description: Alternative Learning Approach
Instructor: LARRY. D Program Year: 2012
Start Daate: 424/2012 End Date: 424/2012
File Type: Sign-in Sheet T L_iGlDbGlT}’pB

Fiki New: File T ype: l Submit Mew File Tvpe

H:\AttAndSignUpSheet.pdf | Browse... |
Uplead: [ Submit |
9. Choose the file type of ‘Sign-in Sheet’ and click ‘Browse’ to locate the sign in sheet that you
scanned into your computer. Click ‘Submit’ to upload the document to the system. Close this
window when you see the notification that the file has been uploaded.
10. Now that the sign in sheet has been uploaded for the members who are taking the test, you can
now check the boxes for attendance and click the link which reads ‘Close Out This Class’.

Class Register
Attendance and Close Out_____ Class Date Maintenance Register Members | Course/Class Documents |
Nember Name Docz  Paszed Grade NMissed Hours Comments Lid
1.ADAMS,DAVIDL 0 MlPassed| 80 [ 0] [ 3] Y
2 ADAMS,RICHARDR 0 Wlpassed[ 93 [ 0] [ 3] Y
ENSURE ALL DATA IS COMPLETE BEFORE YOU CLOSE - Close will also save.
| Cancel Close Out |—| Save Proaress |—| Close This Class |

11. The last step is to check the boxes next to those members who have passed the test. If you
would like to track the grade, you can also enter that information. Once the information has
been entered, click ‘Save changes and close out this class’ to complete the process.

12. You can now print certification cards by following the steps explained here.

Course List

Any course that is offered by your JATC should be listed in this section. As explained previously, the
main courses have been preloaded for you. You cannot delete a course if any member record has that
information entered in his or her record. This ensures historical data will not be lost. Notice the two

Course ID; Namec

Daseription: |
Creit Hows. [0 Uise Seonmy
Eaisting Comrve List
Employens sed Prasssttl | [ tnsiude Cder Couraes? || ineinde Archeved Counes?

Isatnscion Come D Couns Mamg Credst Maury Deserption At Open Clsd
= 101 1. Introductzon To Webdng ] o b 0
Tages

Ciicbal Seaech 03

Wise Prefezences

Oy Fsed

@

check boxes at the top of your list ofhcour'ses.‘ Check the first check box |f you want to show “Older
Courses’ in your list. Any course that has not had a class held within the last two years will be hidden

from view for your convenience. The course will no longer be hidden as soon as a recent class is entered
into the system.
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Check the second check box to include “Archived Courses’. You can make any course an

archived course. You would do this in a case where you wanted to remove a course from your list but
were unable to delete the course because there were classes held in the past. Archiving the course would
hide it from your view, prevent the course from being used again by others, and still keep your past
records intact.

Add a new course to your list of courses

1.
2.
3.

4.
5.

Navigate to the “‘Admin’ tab on the top menu.

Choose the ‘Course List” option from the left side menu.

Under the “‘Course — Add New’ heading, enter the Name, Description, and Hours of the new class
that you are adding. Note: Entering in a ‘Course ID’ is optional.

Check the box next to ‘Use Scoring’ if you want to keep track of test scores and hands on scores.
Click “‘Add New Course’ to add this course to your existing list of courses.

Edit or delete a course from your list of courses

1.

Click on the course that you would like to delete. Note: You cannot delete a course if any of
your members have that course on their record. You can verify that a course can be deleted by
noticing the numbers in the three columns to the right of the course listing. If all columns show
‘0’ then this class can successfully be deleted.

Now that the course is open and you can see the details of the course, you should see the ‘delete’
option.

You can make your changes to this course on this screen and click ‘Save Course Details’ to save
your changes or you can click ‘Delete’ to remove this course from your list of courses. If a
course is associated with a certification card you will not be able to edit the course details.

Setup a course

This section of the manual will explain how to set up a course that has either been taken in the past or will
be taken in the future. The first step to setting up a course is to choose the course that was taken or will
be taken in the future.

1.

Navigate to ‘Admin’ on the top menu. You should now be looking at your course list.

JATC. Member . Securif Weld off
Address Syncing Course - Add New
Status Syncing | | Course ID: I _\Ea.me:l

Apprentice Categories Description: I

Cortification Tvpes |l Credit Hours:l 0 [CUse Scoring

| Existing Course List

Employers and Projects| [ Inctude Otder Courses? [ | Include Archived Courses?
Tnstroctors. | Course ID Course Name Credit Hours Description Att Open Clsd
w1 1. Introduction To Welding 0 0 0 0
Wages 1012 2. SMAW 0 0 0 0
Global Search 1013 3. GTAW ] 0 0 0
W | 1014 4 FCAW (1} 0 o 0
1013 3. Oxy-Fuel 0 0 o 0
Architectural and ornamental construction 1 30 0 o 0
Architectural and ornamental construction 2 30 0 0 0
Blueprint reading 40 o4 0 9
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JATC Member Reports Sel:\mg Weld Cert _ogoff

Sdes Srucine Course Details
Status Syncing Back To Course List
W Course ID: Cranes Name: Qualified Cranes Signaman

D ion: NGS and IACP Core Curriculumn
Certification Types N )

Hours: 40 Use Scoring: [_|

Card Stock: g!uahﬁed Crane Course Type [Standard Course] (Course type not adjustable when classes
Emplovers and Projects g et
Mnstroctors (There are 1 classes that must be deleted before you can delete thic course) _Save course details

- Class Dates - Add New
(Wages
Global Search
Y Progan T F0T_]
[User Preferences
Create Classes On These Days Mon Tue Wed Thu Fri Sat Sun
Evenif ne days are checked,
you will still get defaults on the first and last day of class. ooooooan
Add New Class Date
Existing Class Date
Program Year Semester Start Date End Date Instructor Repistered Mbts Location Closed
2013 112013 3/172013 SAMPSON, MICHAEL D o N

Scroll down through the list of courses and click on the course that you want to set up in the
system. In this example, I have chosen to set up a ‘Cranes Signalmen’ course that has happened
in the past. Note: Make sure the correct number of hours for this course is filled out in the upper
portion.

Edit the ‘Course Details’ to reflect the correct information if need be and click *Save course
details’ to save this information for this course. If a course is associated with a certification card
you will not be able to edit the course details. Notice the ‘Use Scoring” option. Checking this box
will enable you to keep track of the possible test score as well as the possible hands on score to
calculate a final grade at the end of the class. Check the box if you want to use scoring. Click
*Save Course Details’ and enter in the possible score and possible score hands on. Before closing
out the class, you will be able to enter in the scores for each member.

Enter in the ‘Start Date’ of the class, the ‘End Date’ of the class along with the “Instructor’ of the
class. Note: Instructors are added to the drop down list in the ‘Instructors’ option on the left side
menu.

You also have the option to check off what days of the week your class will be held on. The
system will automatically add a date for the first day of the class and a date for the last day of the
class. If you were to check the boxes next to ‘Mon’, “Wed’, and “Fri’, the system would add a
date and sign in sheet for every Monday, Wednesday, and Friday in between the start date and
end dates that you had entered.

Click “‘Add New Class Date’ to continue setting up this course in the system. As you can see in
the image, | have gone through these steps and the class is now showing up under the “Existing
Class Date’ heading.
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Add members to a course

Now that you have gone through the steps of setting up a course you will need to select the members who
were registered to take that course. Follow these steps to register members into a course.

1. Notice that the column under ‘Registered Mbrs’ shows ‘0’. This is because we have not yet
added any members to the class. Clicking on the class will bring up a screen similar to the one
you see here.

Class Register

[ Attendance and Close Out | Class Date Mauintenance  _Resister Members | Course/Class Documents |
Add New Class Date ) Add Date
To add and remove checked members from both lists > | Save changes to the register |

11! Tmp ation shout closing class

Plesse plod he o signin e clos vt s s

2. The first tab shows the members who are registered for this class along with their attendance
records. In order to keep attendance, the dates that the class is held need to be added to the
system. The first and last date of the class are automatically added for you. In my example, the
class was held on five different dates. Add each date that the class was held in the ‘Attendance’
tab and click ‘Add Date’ after each entry. This will allow you to keep attendance for each day
that the class was held and also provide you with a sign in sheet for each day. You may have
chosen to add the dates in the previous step by selecting the days of the week. The system would
have then created these dates automatically for you. Adjustments can be made to the class dates
by clicking on the tab named ‘Class Date Maintenance’. It is here where you can add additional
class dates or remove dates if need be.

3. The next step is to add members to this class. Click on the tab entitled ‘Register Members’. You
will see a list of members on the right hand side for which you can place a check mark in the box

Class Register
To add and remove checked members from both lists > | Save changes to the reqister |
Members In Course Members Not In Course
Remove Member Name 35N Book# Member status filter

|Apprentices V| | Refresh |
SSN/SIN: | | AddBvssnisin_ |
Add Member Name SN Book# o
BALOGH. JOHN R FIE_FE_3006 1447002
BARRY, JAMES M 0002 1430605
BONK, TIMOTHY M #2e e 4180 1436672
BONNEY,RYAN W EE_E 3571 1403716
BOOTH. ZACHARY T s+ 1001 1439599

to the left of the name. After you have checked off all members that took this class, click on the
‘Save Changes to the Register’ button to add those members to the roster. You can search for
your members by scrolling through the alphabetical list or by entering in the member’s Social
Security number or Social Insurance number and clicking the ‘Add By SSN/SIN’ button.

4. You may need to add more members of a different status. Simply go back to the ‘Register
Members’ tab, change the ‘Member Status Filter’ to the type you need and click ‘Refresh’. An
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alphabetical list of those members will show up allowing you to check those members and add
them to the class roster.

Attendance and Sign in Sheets

This system provides a way for you to keep track of those members who attended class on each day that a
class is held. Attendance sheets and sign in sheets are provided for you and should be uploaded into the
system for record keeping.

1. Asyou can see in my example, there are five members who took this class. | have filled in the
attendance for each day that the class occurred. All members were present on each day except for

Class Register
Attendance and Close Out Class Date Maintenance Repister Members Course/Class Documents
Add New Class Date: = Add Date

To add and remove checked members from both lists > Save changes to the register |

Wember Name Docs Ll (e B
1. BALOGH, JOHN R
2 BARRY, JAMES M
3. BONK, TIMOTHY M
4 BONNEY,RYAN W

= 1= = e | e
O o

5.BOOTH, ZACHARY T

1! Important information about closing classes 1!

one member who missed all five classes.
2. Clicking on the dates of the classes will provide you with an attendance sheet for the instructor

Il 4 [t Jof22 b bl @ [100% v | |Find [next  EHo~ & &
Iron Workers
Course: Qualified Cranes Signaman - Instructor: SAMPSON, MICHAEL

D
ATTENDANCE SHEET
Local(s): 207 Date 1/1/2013
Name Class Book SSN LU Timeln Time Out

1 BALOGH, JOHN R APPRENTICE 1447092 3906 207
2 BARRY, JAMES M APPRENTICE 1439605 0902 207
3 BONK. TMOTHY M APPRENTICE 1436672 4189 550
4 BONMEY, RYAN W APPRENTICE 1403716 3571 17
5 BOOTH, ZACHARY T APPRENTICE 1439599 1901 207
6

7

and a sign in sheet for the members to sign. In this example, there are five class dates so clicking
on 1/1, 1/31, 2/9, 2/23 or 3/1 will give you the attendance and sign in sheets for that day. | am
going to click on 1/1 and show you an example of what you would see. The screen shot you see
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here shows page 1 of 2. Page 1 is the attendance sheet. Page 2 is the sign in sheet. Click on the
arrow at the top left to go to the next page where you can view and print the sign in sheet.

4 42 Jof2z b Bl 4@ [100% v] | lFind Inext - & &
Iron Workers
Course: Qualified Cranes Signaman - Instructor: SAMPSON,

MICHAEL D
SIGN IN/TIME SHEET
Local(s): 207 Date 1/1/2013
Name Student Signature Timeln Time Out

1 BALOGH, JOHN R
2 BARRY, JAMES M
3 BONK, TIMOTHY M
4 BOMMEY, RYAMN W
5
B

BOOTH, ZACHARY T

3. The attendance sheet and the sign in sheet are provided for your convenience and should be
printed and given to the instructor to use. These sign in sheets are required to be used if you
are using the ATS to print certification cards. These pages will be returned to the ATS user to
correctly fill out the attendance record and to upload the signed sign in sheets in the next steps.
Close the sign in sheet window after you have printed the documents.

Add documentation for each member in a class

In order for a member to be eligible to take a particular class, that member may have been required to
bring something with him to the class. Let’s just say for example that a CPR certification was required to
take this class. The member could provide his CPR certification to the instructor. The instructor could
then scan or take a picture of the certification card and upload it into this course to show proof that
member met all of the requirements.

1. Click on the ‘0’ under the ‘Docs’ column. The ‘0’ indicates how many documents are stored here
for this member.

2. Click on “Click here to add new docs for this member’. You will see a new window open similar
to the one you see here.

3. Choose the “File Type’ that you are interested in collecting from the member. If the file type that

Member Information
Name: BALOGH, JOHN R Book Number: 1447092
Class: Apprentice TW Status: A

New Document Type:

Click here to add a new document tvpe.

Select a file.

Browse...

Upload: | Click here to upload a document. | [[]When checked, you will replace the cutrent document. When un-checked, vou will create a duplicate document.
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you want is not shown in the list, add the new type in the ‘New File Type’ box and click on
*Click here to add a new file type’. Your new file type will now show up in the drop down box.
4. Choose the ‘File Type’ you want to use and then click ‘Browse’ to search for the document that
you scanned or took a picture of.
5. Click “Click here to upload a document’ to upload that documentation to that member’s record.
As you can see in the screen shot, John Balogh has ‘1’ document stored for this class.

Class Register
| Attendance and Close Out Class Date hdaintenance | Rﬁ.- ter hembers Course/Class Documents

Add New Class Date: = Add Date
To add and remove checked members from bothlists>| Save changes to the reqgister |
Member Name Docs L
H| NN .
1.BALOGH, JOHNR 1
2. BARRY, JAMES M o N
3.BONK, TIMOTHYM 0 [
4 BONNEY,RYANW o OO0 O O
5.BOOTH, ZACHARYT 0 [

7
7
7
¥
7

Upload the class sign in sheets

Looking down at the bottom of the screen shot you may have noticed a brown area that reads ‘Please
upload the class sign in sheet to close out this class.” THIS STEP IS REQUIRED IF YOU WANT TO
PRINT CERTIFICATION CARDS USING THIS SYSTEM. In the past if you wanted to receive
certification cards from the International you would need to send in your sign in sheets to the National
Fund. You would then have to wait for the sign in sheets to be verified and the cards would be mailed to
you. At that point, you would have to type in the hames on each card that you wanted to issue. We are
now providing a way to print the cards the same day that the class has ended provided you follow the
steps in this document. If you would like to print your own cards using this system, you will need to
contact Brian Caskey at the Ironworkers International office at 202-383-4872 or by email at
bcaskey@iwintl.org prior to printing your own cards for the first time. Follow these steps to upload your
sign in sheets to the system.

1.  Click the tab entitled ‘Course/Class Documents’ to upload a class sign in sheet.

Class Register
Attendance and Close Out Clazz Date hMaintenance Repizter hiembers Coursa/Class Documents
Befrazh Click here to add new docs for this class.

2. Click “Click here to add new docs for this class’.
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3. Choose the “File Type’ that you are interested in uploading. In most cases, this will just be ‘Sign
in Sheet’. If the file type that you want is not shown in the list, add the new type in the ‘New File
Type’ box and click on “Click here to add a new file type’. Your new file type will now show up
in the drop down box.

4. Choose the ‘File Type’ you want to use and then click ‘Browse’ to search for the document that
you want to upload.

Select a file type Select a file,

Course Class Documentation

Course Name: Qualified Cranes Signaman Description: NGS and IACP Core Curriculumn
Instructor: MICHAEL, D Program Year: 2013
Start Daate: 1/1/2013 End Date: 3/1/2013
File Type: | Sign-in Sheet v
i New B Tyne | Submit New File Tvee |
H:\AttAndSignUpSheet. pdf Browse.

Upload:

5. Click *Submit’ to upload the document. NOTE: If you have classes that span over multiple days,
scan all of the sign in sheets in as one document and upload that single document. Do not upload
sign in sheets separately.

6. Once you have completed the upload you can close this window by clicking the red X in the
upper right corner.

The sign in sheets should have a signature of all members who were in the class for each day that the
class was held. The National Fund will use the sign in sheet that you uploaded to verify that those
members on the sheet are the same members that you printed the National Fund cards for. If you choose
not to print your own cards, you can still upload the sign in sheets for your own records. After you
upload the sign in sheets for your class, the International will receive a notification and will review your
sign in sheet to be sure that the names on your sheet match the names for which you are printing cards. If
the International finds that you are not following the rules, then your card printing privileges will be
removed. You have the ability to overwrite a sign in sheet by uploading a new sign in sheet using the
same ‘File Type’ as you did before. Once the International reviews the sign in sheet, you can no longer
overwrite your previous sign in sheets.

Close out a class

Now that all the information has been filled in for your class, it is time to close out the class and lock in
the information. Notice that you now have a link on the bottom right corner to ‘Close Out This Class’.
You are not provided with this link until you upload the sign in sheet for the course. This is not the case
if you are not printing National Fund cards. Before we close out this class, notice the line to the left of the
link with the check box next to it. The line reads ‘Do not calculate classes missed nor hours during close
out’. The default option for this check box is to leave it unchecked. If you leave the box unchecked, the
ATS will try to calculate the classes missed along with the number of hours a member should receive for
that class from the check boxes that you have selected. This works great when you have a short class and
are able to enter in all of the dates of the classes but if you choose to only use one date for the class for
attendance, the ATS may not compute properly. It is in this case that you would want to check this box
and calculate the missed classes and hours yourself on the next screen. | will show you a screen shot of
what the next screen would look like if we left this box unchecked and if we chose to check the box.
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1. Click the link to “‘Close Out This Class’. Assuming we left the box in the previous step
unchecked (default), we would see a screen similar to the one we see here. As you can see there
are some items here that are highlighted. This means that this member already has this class on
his record and the information that you are entering does not match. If you choose to overwrite
the data that is currently on his record with this new data then continue on to the next step.

Class Register
| Attendance and Cloze Out Class Date haintenance Repister Members Course/Class Documents
1/1 1/3129 22331

Member Name Docs Passed  Grade Missed Hours Comments
[ BALOGH JOENR | [Passed| O E [ 40]f Y Y Y Y Y
2 BARRY, JAMESM 0 []Passed| O E [ o] i s G
3. BONK, TIMOTHYM 0 [Passed| 0 E [ 40]f Y Y Y Y Y
4 BONNEY,RYANW 0 [#]Passed| O [ o s s s
5 BOOTH, ZACHARYT 0 [Passed| 0 E | 4o Fo¥ O POT

ENSURE ALL DATA IS COMPLETE BEFORE YOU CLOSE - Close will also save.

| Cancel Close Qut |—| Save Proagress |—| Close This Class |

2. If we chose to check the box in the previous step. The ATS would not try to calculate the number
of hours that this member should receive for this course and it will automatically list whatever
information is already on this member’s record for this class. (If you see highlighted hours and
missed classes, you most likely have already added this class to this member’s record and don’t
need to add it a second time.) Hovering the mouse over the highlighted areas will give you
information on what the ATS feels is the correct data that should be in these boxes. These shaded
boxes are just warnings and can be ignored if you choose.

3. After clicking ‘Close Out this Class’ you will need to fill in whether the members passed, their
grades, and any comments that you might want to put on the their record. Note: Comments are
put on a record to explain why a member was absent from a class and whether he was excused
from that absence. Click ‘Cancel Close Out’ to return to the previous screen. Be sure to click
‘Save Progress’ to save any changes you may have made.

4. ENSURE ALL DATA IS COMPLETE BEFORE TAKING THIS NEXT STEP. THERE
ARE NO CHANGES AFTER THIS POINT. Once you have filled in all of the necessary
information, click *Save changes and close out this class’. After this point, this class is locked in
and cannot be changed. You will have to contact Brian Caskey at 202-383-4872 if you have
made a mistake and need to have the class re-opened.
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Class Details
Prnt Back To Course Clazs Dates
Start Date:| 01/01/2013 |3 EndDate:| 03/01/2013 |  Program Year [2013
Instructor: | SAMPSON, MICHAEL D V|
Use Scoring [
Location: I
Clo=ad out
Class Register
I Attendance and Elps,e Ot \ Course/Class Dunument.sl
hember Mame Docs Passed Grade Missed Hours Comments Sl R
1. BALOGH. JOHNE. = ¥ 0 40.00 ¥ ¥ G FE ¥
2. BARRY. JAMES MM 0 T 1] 40.00 % ¥ F X
3. BONK. TIMOTHY M 0 ¥ 0 40.00 ¥ ¥ “F F ¥
4 BONNEY. EYAN W 0 Y 1] 5 000 S R =
5.BOOTH. ZACHARY T 0 ¥ 0 40.00 ¥ ¥ FE FE ¥

5. Notice the “print’ option in the upper left corner of the screen. Clicking this link will open a class
roster report for you to print in alpha order if you choose to do so. Clicking on any of the names
of the participants in the class will view that member’s transcript. Close the window to return to
this screen. You have now completed the steps for entering in the details of a class.

Superintendent Training for lronworkers

IMPACT and the National Training Fund have published the new Superintendent Training for
Ironworkers manual and are conducting a blended learning course based on the manual. The goal of this
training initiative is to develop ironworker superintendents to meet the needs of our contractors and local
unions.

During this blended learning course (combination of self-study, online exercises, and group-based
training) the participants will learn the roles and responsibilities of the superintendent as well as how to
manage project schedules, information, people, the job site and safety. Participants will also learn
communication skills, how to close out a project, and basic construction finance and law.

This course is designed for ironworkers who have completed the Foreman Training course or have
experience as a foreman, general foreman or superintendent. Individuals interested who have not
completed the Foreman Training course are encouraged to do so before beginning this course.

There are two levels to this new course. The first level of training is available to all ironworkers and
contractors. This level consists of self-study and the completion of online exercises through the new
Ironworkers Online Learning Center.
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Those completing level one (and who are then sponsored by their local union or employer) may attend the
level two training, which is a three day group-based course. This group-based course will be offered in
various locations in the US and Canada at the request of IMPACT Regional Advisory Boards (RABS) and
District Council Presidents.

All course participants will be required to complete the level one training (reading the manual and
completing the online exercises) before attending the group-based course. Individuals attending the
group-based course are responsible for all travel costs (often through their sponsors).

The primary reason for this blended learning approach is that very few local unions would ever have the
need to conduct a local course for superintendents. Therefore, the design includes self-study and (if
sponsored) participation in the group-based course.

The content of this new manual includes:

e The roles and responsibilities of the ironworker superintendent
e Managing project schedules

e Managing information

e Managing people

e Managing the job site

e Managing safety

e Demonstrating effective communication skills

e Closing out a project

e Describing basic construction finance

e Describing basic construction law

How to Enroll in the Course

Ironworkers interested in enrolling in the self-study course will need to contact their local Apprenticeship
Coordinator in early September. The Coordinator will order the manual from the Apprenticeship
Department’s online bookstore. The ironworker (depending on local union policy) may be required to
pay for the manual.

The Coordinator will enroll the ironworker in the Superintendent Training for Ironworkers course
using the Apprenticeship Tracking System (IWATS). The ironworker (who must have his or her own
email address) will then receive an email with the instructions indicating how to access the online
learning center and allow him/her to work on the online exercises. After completing the reading of the
manual and online exercises, the ironworker will be able to print a certificate of completion.

Follow these steps to enroll the ironworker in the Superintendent Training for Ironworkers course using
the Apprenticeship Tracking System (IWATS).

1. Log into the Apprenticeship Tracking System (IWATYS)
2. Navigate to ‘Admin’ using the top menu.
3. Navigate to “‘Courses’ using the left side menu.
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4. A default course named ‘Superintendent Training (Level 1 — Self Study)’ has been added to
your list of courses. The course ID is ‘LMSST’

LMSST Superintendent Training (Level 1 - Self-Study) -Level 1 - Online - - -
LMBST2 Superintendent Training (Level 2 - Group Course) 24 Level 2 - Group Course 0 g 0
5.

Click on the course name to begin registering members into the Superintendent Training for
Ironorkers course.

6. The list is in alphabetical order by last name. Place a checkbox next to each name for whom you
would like to register into this class. Once you have chosen all of those members who are
Class Register
| Register Members |
Registration Date: = To add and remove checked members ﬁﬂr.n both lsts >
Save changes to the reaister
Members In Course Members Not In Course
Remowe Member Name SN Book # Reg Date Register Confirm Member status filter
|Apprentices Vl | Refresh |
SSN/SIN: | | AddByvSSNISIN |
Add Member Name 58N Book #
BALOGH, JOHN R FEE_FF_I006 1447002
BARRY, JAMES M 2 3 0002 14396035
[] BONK, TIMOTHY M #33_3+ 4180 1436672
BONNEY, RYAN W 23571 1403716
currently registering for the class, click ‘Save changes to the register’. The members that were
checked should now be displayed on the left side of the screen as you can see in the screenshot
below.
Class Register
Register Memibers |
Registration Date: FH  To add and remove checked members from both lists > | Save changes to the register |
Members In Course Members Not In Course
Remove  Member Name SSN Book# Reg Date Register Confirm Member status filter

[] BALOGH JOHNER *#**=300f 1447092 8/23/2013 Repister

- |.Appremices V| | Refresh |
[l BARRY, JAMESM *****(002 1439603 825/2013 Repister - SSN/SIN: | | Add By SSH/SIN |
[[] BONNEY,RYANW ***.#* 3571 1403716 8/23/2013 Repister - Add Member Name 55N Book #

[] BALOGH, JOHNR

M RARRY TAMTEL AL FEE_FE_N0ND 1430405

7. Members can be removed from the list by placing a checkmark in the box to the left of the
member and then clicking *Save Changes to the register’.

Note: Every member registering for this course MUST have a valid email address entered into his
or her profile. To add an email address, navigate to ‘Member’ using the top menu. Locate the
member for which you would like to add an email address and click on that member. You will
see a screen similar to the one you see here. Enter a valid email address in the text box labeled

‘Email:’. Be sure to click on ‘Save Changes to member biographic’ before you go back to
‘register’ this member in the course.

FEE_EE_3006 1447082
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Member Information

SN * l Book Number * l Indenture I Local #
IW Address Report Address Change Indenture Date oot

FirstName ~ [JOAN | Address1 7589 NORTH LIMA RD Home Phons 1
Middle Name [R | Address2 CelfWorkPhone | |
LastName  [BALOGH | City POLAND Birth Date 08/22/1989 |E@
Post Name State OH Gender
Zip 44514 Ethnicity
Email libab525@ymail com

Status] Apprentice  |Efe | 2013 V|5mus Memor|
Appr Year 1 Ef{; Wage Step:

Save chanages to member bioaraphic

9. Now that you have verified that there is a valid email address for each member, click on the link
labeled ‘register’ for each member. You should now see a date under the ‘Confirm’ column. The
tracking system confirms that the member was registered properly. If the tracking system does
not confirm with a date then your member will not receive the email that he needs to take the
online class. Call Brian Caskey at 202-383-4872 for technical support at this time. The most
common problem that you will encounter is that a member may not have a valid email address
added to his record.

10. When the member is confirmed, that member will then receive an email with instructions on how
to access the Online Learning Center to complete the course.

11. When the member completes the online course, he will be able to print off a certificate of
completion. This certificate needs to be brought back to the coordinator so that the member can
be marked as complete in the tracking system. The coordinator would locate that members’
record and pull up ‘Apprentice Courses’ located on the left hand side. See example here:

Apprentice Courses
Add A Class To This Member|
Apprentice Courses - History
Items below listed in red are your assignments.

Year Semester Start Date  End Date Name Instructor Grade Missed Passed Hours Location
2013 1112013 312013 Qualified Cranes Signaman SAMPSON, MICHAEL D ] 5 & 0.00
Grade Average:  NaN .00 0.00

Attendance Average: 0.00%

Online Course Registration

Year Register Date Confirm Date Grade Passed Hours Action
2013 7/30/2013 7/30i2013 I 25.00 Close Class

The coordinator needs to mark the record as passed and hit the ‘Close Class’ button. The grade
field is optional. Click here for directions on how to upload the certificate into the member’s
documentation. These steps needs to be done for each member who completes an online course.

Note: It is a prerequisite that a member MUST complete the level 1 Superintendents course before that
member can be enrolled into the level 2 Superintendents course. The level 2 course is entered into the
system the same way you would enter any other course. Click here for directions on setting up a course
in the IWATS.
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This section of the system is not preloaded for you unless you have made arrangements to provide us with

your trust fund information on a periodic basis. You wi
associated projects in order to track field experience.

Il need to enter all of your employers and their

.}\gp_rm.li.oe C.alggone.s Employer
Certification Types | Click here to add a new employer: | Add New ||
Course List [ Include Inactive Employers 0 0 JABCDEEGHIJKLMNOPQRSTU VWX
E q || i) TaxID Company Name Trust Fund Address Contact Phone Fax Email C
= | COR22203 1941 Corporation GGL3
E—— DEL2785 A C Dellovade Inc GGLS 108 Cavasina Drive
Wages ACMI1117 ACMI GGLS | Asbestos Ctrl Menmt
W ADF1094 A DF International Inc GGL3 300 Henry Bessemer L
| AME1239 ATWiIne GGLS 3010 Inwood Street
User Preferences APL33E12 A Plus Gass Walls LLC GGLS  |14446 Parkvals Rd [
il ARB17591 ARB.Inc GGLS 26000 Commerce Centre Drive

Add a new project for a current employer

1. Navigate to the ‘Admin’ tab on the top menu.
2. Choose the ‘Employers and Projects’ option on the left side menu.
3. All employers that have been added to the ATS will show up here. Choose the employer for
which you would like to add a project.
Addon Sizing Empleyer
Agsnenbier Ustrgome Swve Charges: (]
Conionicn Tyvpes seme[ACDwomoene | i
Caunss Lint Contaet [ o [Geames
Akdrens):[108 Cavasin Dites oo
It Addrwat ml
T Ciry S Zip[Camonstarg ra ~[im17 Emat[
o ""'"“""'I T Ageat
— | Total Hours: 122,006.00 R
I Dciption Submit
[ Tapieyu Frpes empieye e |
Propect Name D::::rm Al
4. Under the ‘Add New Project’ heading, fill out the name of the project and a description of the
project.
5. Click ‘Submit’ to add the project. Note: Select a project from the list of projects and choose
‘Delete’ to remove a project from an employer.
6. Repeat steps 4 and 5 for additional projects or select ‘Back to Employer List’ to return to the

previous screen listing your employers.

Add a new employer

-~ == — — =SS

Address Svncing Employer
Status Syncing Al New
s Synein
Back to employers fist Click here to add the new employer
ice Categori
Name: Tax ID:
Certification Types
Contact: D:
C Li
o e Address: Phone
Address2: Fax.
Instructors CitySt/Zip = Email
Wages Comments:
Global Search Inactive: [ Training Agent: [T
User P | Total Hours:

1. Navigate to the ‘Admin’ tab on the top menu.
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2. Choose the ‘Employers and Projects’ option on the left side menu.

3. All employers that have been added to the ATS will show up here. Click ‘Add New’ to add a
new employer to the list.

4. Fill out all of the appropriate information about the employer for which you wish to add.

5. Click *Submit’ to add the new employer.

De-Activate Employers Not Reporting

Over a period of time your list of employers will grow quite large. Displaying all of your employers may
not be necessary and will clutter your system with information that does not concern you. An option
has been added to de-activate all employers who have not reported any hours for two years. Choosing
this option will not delete those employers, it will only place them on an inactive list. Inactive employers
can be returned to the active list at any time you choose.

1. Click ‘Show Employers to De-Activate Not Reporting For 2 years’.

Adkiress Synomg Emplayer
Status Symeing Click bere to 338 8 new smplover: [ Add New
Sppzms vz Inchode InsctneEmgloyers. 00 1A B C B STH YW X
Cantificaton Tupes 1D Tax I o Trast Fusd Addrens Centaci Fhone Faa Email Commeats
Couse List w026 BERLIN STEEL CO IWCTTF |16 DEPOTRD
ooass CINTRON IRON WORKS INC. WCTTF 1O ROUTE ¥W
- 35009 THE DESIGN CENTER.
Ieatreston ey
Global S 009 1
009 "L OF W NEW YORK & VIC WPAS
St Breeosaats 5009 TL OF W. NEW YORK & VIC WRAS
009 L OF W. NEW YORK & VIC WPAS
5009 W NEW YORK & VIC WPAS
5009 TL OF W. NEW YORK & VIC WPAS
009 RON WORKERS DISTRICT COUNCIL OF W NEW YORK & VIC WPAS
o182 MDI USA INC TWETTF  [310 HENRY-BESSEMER.
e NYPENN ERECTORS, LTD. IWCTTF (211 READING STREET
L]k PROIRONLLC WCTTF 300 MORGAN LANE
0890 PECIPROCITY.OUT TWETTE

Sherw omiby fund exmpiloyry Show Emoigwers to De-actraste Mot Recodma For 2 Years

2. You will be shown a list of all employers who have not reported for two years. Click ‘Click here
to make these employers inactive’. Those employees will be removed from your active list.

Address Syncing Employer

Status Syncing Back To Employer List
Apprentice Categories Employer Name Employer D Last Hours Year
BERLIN STEEL CO 00026 0|

Certification Types S o
CINTRON IRON WORKS INC 00435 0|
Course List TRON WORKERS DISTRICT COUNCIL OF W. NEW YORK & VIC 99009 0|
plo TRON WORKERS DISTRICT COUNCIL OF W. NEW YORK & VIC Q‘DDD.D 0|
| —— IRON WORKERS DISTRICT COUNCIL OF W. NEW YORK & VIC 99009 0|
IRON WORKERS DISTRICT COUNCIL OF W. NEW YORK & VIC 99009 0
Wages IRON WORKERS DISTRICT COUNCIL OF W. NEW YORK & VIC 99009 0
Global Search IRON WORKERS DISTRICT COUNCIL OF W. NEW YORK & VIC 99009 0
User Preferencas TRON WORKERS DISTRICT COUNCIL OF W. NEW YORK & VIC 99009 0|
| || IRON WORKERS DISTRICT COUNCIL OF W. NEW YORK & VIC 99009 0|
TRON WORKERS DISTRICT COUNCIL OF W. NEW YORK & VIC 99009 0|
TRON WORKERS DISTRICT COUNCIL OF W. NEW YORK & VIC Q‘DDD.D 0|
MDI USA INC 01062 0|
NYPENN ERECTORS, LTD. 00993 0
PROIRONLL.C 01043 0
RECIPROCITY-OUT 00890 0
[ Click here to make these emplovers inactive )
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List all members who have worked for an employer
1. Navigate to the ‘Admin’ tab on the top menu.
2. Choose the ‘Employers and Projects’ option on the left side menu.

3. All employers that have been added to the ATS will show up here. Click on the employer for
which you want to know what members have worked.
4. Your initial screen will show the ‘Employer Projects’ listed for this employer along with the

number of members who have worked for this employer. Click on the tab to the right called

‘Employer Members’. You should now see a list of all members who have worked for this

employer along with the last worked date and the number of hours recorded.

Address Syncing Eagioic
Status Syncing Back To Employer List
Apprentice Categorias Save Changes:
Certification Types Neme:[A C Dellovade Inc Tax ID:
Course List Contact: | :[DEL2785
Address]: I‘\EIE Cavasina Drive Phone:
Instructors Address:[ Fax
Wages City/St/Zip[Canonsburg PA - [15317 Enail.|
Global Search Comments: |
User Preferences Enactive: [ Trsining Agent: []
Total Hours: 122,006.00
Add New Project
Name: Description: | Submit
Employer Projects | Employer Members ]
Employed FromMM/YY ToMMYY [ Search
Name Last Work Date Total Employer Hours
ABRAHAM RICHARD W 21904 135.00
ADAMS [T EDWARD ] 42008 26350
ADDISON. LEON 42010 802.00
ADESOKAN. AHMED 92008 1.061.50

5. Click on any of the members in the list and a new window will open providing you with a

complete list of that member’s employment history.

Instructors

This is where you will add any instructor who will teach any class that is provided by your JATC. Any
instructor that you have added to the tracking system from the ‘Add New’ member area will be listed for
you in the drop down box at the top of the “Instructors’ section. If you are adding an instructor who is not
a member, simply fill out the information manually and click on ‘Submit’ to add that instructor to your
list. Instructors listed in this area will be used later when entering members into classes.

Add an instructor who is a member of the local union

Address Syncing | Add New Instructor

Status Syneing Members: - Populate using the selected member:
Apprentice Categories SEN: Name - First ME: Last: Post

Certification Types Address] Address? City: State: - Zip

CourseList Phones - Home: Work

Employers and Projects{ || [7] L irk; Instevetor To Member Add New Instrctor: [ Submit |

Wages
Global Search ERY I N

User Preferences

1. Navigate to the ‘Admin’ tab on the top menu.

Home Phone

Instructors List

[T Include Inactive Instructors
‘Work Phone Address

2. Choose the “Instructors’ option on the left side menu.
3. Under the ‘Add New Instructor’ heading, click the members drop down arrow and select a

member from the list. Note: Only members that you have added to the system through the
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‘Add New’ process will show up on this list. If your instructor is not on the list, you will need to
add that member to the system through the ‘Add New’ process.

4. After you have chosen your instructor from the drop down list, click on ‘Submit’ to the right of
the drop down box.

5. All of the information should instantly be filled in for you saving you the time of typing this
information into the system. If you approve of the information shown, click the lower ‘Submit’
button to add that member as an instructor.

6. Repeat these steps for all instructors who are members of the union.

Add an instructor who is not a member of the union

Navigate to the “‘Admin’ tab on the top menu.

Choose the “Instructors’ option on the left side menu.

Manually type in the information for the instructor.

Click the lower “‘Submit’ button to add the new instructor to your list of instructors.

Mo eE

Verify the qualifications of an instructor
At some point you may want to verify the qualifications of an instructor to be able to teach a class that
you are providing to your members. You can do this by following the steps below.

1. Navigate to the ‘Admin’ tab on the top menu.

2. Choose the “Instructors’ option on the left side menu. You should now see a list of all instructors
that you have previously added to the ATS.

3. Click on the instructor that you would like to view.

4. Notice the drop down box at the top of the screen. If the box is blank and this instructor is a
member of the Iron workers union then you will need to find this instructor in the list. Click on
the drop down box to locate this instructor. If you are unable to find this instructor in the list then
you will need to add that member to the ATS. Directions to do this can be found in the ‘Add
New’ area of this manual.

5. Click “‘Submit” when you have found this instructor in the drop down list.

6. Now that this instructor is linked to his member record, you are able to see the four tabs from
which you can verify that instructors qualifications. The first tab you see will show the

fiif, s Eipi, S i il
ddrens Symcing Edit Imstructar

Stats Sovncing Retum To Instnecion List
. Is Also hiember. WAHLER. LYNN M 984438 8 JOURNEYMAN « Popate using the selected member Subma
Asmiceatice Calsgesies f

553 Nme . Pt LYNN MM Last WAHLER Pent
Addres?: City: LOCKPORT State: - Zip: 14004-6261

Carcification Types

Certabication Code Dab Exaratyn Dat Card Number JATC
Crie Sepating CRANS 11981 9
Crualified Rigger RIGGR 211981 9

certifications that this instructor has. Clicking the next tab to the right will give you a list of the
courses that instructor has taken. Clicking the last tab to the right will show all of the courses that
this particular instructor has taught. Clicking on the first tab to the left will show that instructors
biographical information.
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Mark/Find instructors who are inactive

1. Navigate to the ‘Admin’ tab on the top menu.
2. Locate and click on “Instructors’ on the menu to the left.
3. Click on an instructors name to mark an instructor as inactive.
4. Check the box next to the “Inactive’ label and click ‘Submit’ to save that instructor as inactive.
5. Under the “Instructor’s List’ heading, click the checkbox next to the ‘Include Inactive Instructors’
label.
6. The list of instructors will update and display the names of both inactive and active instructors.
7. Uncheck the box to view only active instructors.
Wages

This section maintains the wage scale for your local. This information will be used to allow you to track
wage increases for apprentices in another section of the system. This section must be completed in order
to use the apprentice wage increase feature and reports.

Address Syncing Record added.

Status Syncing Wage Terms Please select a term on the left or enter a new term if one dossn't exist
Apprenties Categories New Term Starts: f/ =

Certification Types Add Term

Existing Terms

Course L
S Start[Stop 61172011

Employere and Projects

Add/edit/delete a wage scale

1.

2.
3.
4

o o

oo

10.

Navigate to the ‘Admin’ tab on the top menu.

Choose the “Wages’ option on the left side menu.

If you have already set up a wage term, choose your term from the ‘Existing Terms’.

If you have never set up a wage term or you need to add a new term, enter the date of the term
and click the ‘Add Term’ button.

Your new term will now show up under “Existing Terms’.

Click on the term to make changes to an existing scale or to add information for a new wage
scale.

Wage Terms Curent {erms o from §12011 to stermty

Moew Teem Stanny P = Recoods using this o 0
Add Toem. Wage Rates For (612011 | Present)

Fxisting Terms Prriod Percent Wape  Welfier Pention Vacation Asmwity Appe  NF Other  Toud

StartStep G201 - [] 0 [ [ [} [} [ [ o 0

Add neve veags rate: | Submit |

Period  Peccet Wage Welfiwe Pension Vacation  Anmuity  Appe NP Other Tonal

1 0% 1600 0.00 0.00 0.00 0.00 000 000 000 000

0% 1800 TR T ] 0.00 000 000 0.00 000 000

3 W% WM 000 000 .00 000 000 000 000 000

Doelrtr this term: [ Dttt

Enter all wage periods along with the information that corresponds with that wage scale package.
You must hit ‘Submit’ after entering information for each wage scale period.

You have the option to remove a wage term if you need to do so. Choose the wage term that you
would like to remove and click on the ‘Delete’ button.

When the time comes that there is a new wage scale, you will need to create a new term with the
dates of the new wage scale package. In doing this you will ensure that members will retain the
history of the correct wage scale information that was in place at the time of their apprenticeship.
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Global Search
The “Global Search’ feature allows you to search for members with specific certification types and course
types. All of your local’s certifications and classes entered in the ‘Admin’ tab will be listed with a count
of the number of members who have the certifications or who have taken the courses.
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Search member records for certifications/course information

1.
2.
3.

Navigate to the ‘Admin’ tab on the top menu.

Locate and click on the ‘Global Search’ option on the left side menu.

Click the drop down arrow and select a type of certification that you want to search for. In my
example, | have chosen to see a list of “all types’ of certifications. Note: You can also search for
classes in the same way. In my example, | am also searching for all courses to get a list of how

many members have taken each course.

Address Syneing
Status Syncing

Apprentice Categories Certification Types: All Types

Certification Types Expiration Date From: ~ /  / A
Course List Course Types: All Course Types
Employers and Projects Course Start Date From: I~
Instctors Course Stop Date From: ff

Wapes

Cert Types
Print
[C] Al | Tronworker's National WCP | (2)
[C1B1 | Irenworker's National WCP | (1)
[C1B3 | Tronworker's National WCP | (1)
[C]B-4 | welding ProcedursB-4 | (1)
[C] CRANS | Crane Signaling | (1340)
[V 1ead | Lead | (3)

User Preferences

Global Search
Results |
to £ A
i o /) =
= to e fiE]
| Refresh
Course Types
Print

=

|| BLUE-Architectural (1)

|
[T BLUE-Basic bluzprint reading (1)
[T Blueprint reading (38)
[T Cranes Signalmen (39)

[T]Lead hazard training for Ironworkers (8)
[C] Orientation (118)

Click ‘Refresh’ and your system will search through all of your records and provide a list similar

to the list you see here.

Note the number that follows the certifications and course types. These numbers indicate the
total number of members with that certification or that took that course who are either active or
expired. Enter in dates above and ‘Refresh’ to list only those members who have active

certifications.

To see which members have the certifications, click the checkbox next to the certification type.
In my example, | am going to view the members who have the ‘Lead’ certification.
Click the ‘Results’ button. Your system will display a list of members who have the qualification

you specified in the previous step.

Clicking on any of the names will open a new window which will act as a transcript for that
particular member. As you can see, the demographical information is displayed along with all

courses taken and certifications attained.
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Address Syncing Global Search
Status Syncing Cert Export
Apprentice Categories _ Results
Certification Tvpes Name S5N Local  Status  TW Status Phones
GRACE. JOSEFHINE EhE ONE Joumeyman ACTIVE (H)
Course List LALLY. KEVIN seres ONE Joumeyman ACTIVE (EH)
Employers and Projects MeCULLOUGH. MATTHEW T OME Joumeyman ACTIVE (H)
McKENNA SEAN TEEEE OME Joumeyman ACTIVE (H)
ltesivivclors MENEGAZ70. ROEERT bisee] ONE Journeyman ACTIVE (H)
Wages PICKETT. TAHK AHNDOR it a] OME Joumeyman ACTIVE (H)
PINESTON. JASON FEEaE OME Joumeyman ACTIVE (H)
VAUGHN. CHARLTON basat o] OME Joumeyman ACTIVE (H)
User Preferences Current filters are:
Cert Codes are (lead)
Cert Descriptions are (Lead)
Localis 1

9. You have the ability to export this information to excel if you choose to do so. This will allow
you to print the information on certification cards using Microsoft Word and mail merge. Click
the link labeled ‘Cert Export’ in the top right hand corner of the screen.

10. Choose a format for which you would like to export the information. The three choices are
Microsoft Word, PDF, and Microsoft Excel. Choosing Excel will allow you to create a mail

4 4 1 af1 B & 100% - Find | Next B~ %) S 1
Book last Name first Name middle post Name addressl  address2  city state zip home
Number Name Phone

GRACE JOSEPHINE 505 PRAIRIE MATTESON  IL 60443 (219) 381
ROAD

LALLY KEVIN 632 DOWNERS L 60516 (630) 569
BERKSHIRE GROVE
COURT

MCcCULLOUGH — MATTHEW 265 5. SOUTHELGIN 1L 50177 (847) 280|2
COLLIAR ST.

McKENNA SEAN 8513 M. NILES L 60714 (773) 718
MILWAUKEE

MENEGAZZO  ROBERT 2155 W. HOMEWOOD 1L 60430 (708) 743
175TH ST.

merge using Microsoft Word so that you can create certification cards. Close this window to
return to the previous screen.

User Preferences
Users may select additional information to display on the ‘Member’ tab located on the top menu. This
feature is helpful to identify how much information is available on an individual. These are:

Show Counts

Cert Counts

Course Attendance
Employment History
oJT

Show Semester
Wage Steps

No ook~ wdE
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JATI

Securit

Member
Search

\Add New

[ Mis-matehes

View

Apprentices V'

App ¥r

Member Search

Sort By Search
r— N T — ==

Letters

Dext =

Reports i Last Name | First Name |Current_Status Semstr 3 Wg/Rt Book/App. No. Indenture| DOB |Local Zip/Postal  Phome  |Crs_AttCerts OJT EH WS Photo Docs

Absentee Report ABERNETHY |MICHAEL  *===. |apprentie | 2 4] | | [ s w s o 4 v | 1
-2"5““” L"f‘ Adams Bobby =~ |*etes | Apprentice Tl | 5 | 2| o o 9| 1] ¥ 0
el ANDFRSON |WILLIAML  |**+-~. |Apprentice 1|2 5 | ol 2] ¥ | 1

This image shows an example of what the ‘Member’ area would look like if you turned on all of these
‘user preferences’. Notice the columns on the right side shows the number of courses attended,
certifications, OJT hours, employment history hours, and wage scale.

Security

This feature enables you to create user accounts so that other members within your school can access the
ATS. You can control the security users have to information by customizing permissions for each user.

Understanding Permissions

Depending on which zones are checked, what the user will see on the screen and which functions they can
perform will be different. For example, if a user’s account had the ‘Add’ functions ‘unchecked’, then he
or she could not add data to the ATS and the add functions would not be displayed when they are logged
in. If a user can ‘Write’ (change) data then the *Submit” buttons will be displayed for their use. When a
category is completely unchecked then the entire category will not display when the user is logged in.
This area controls the screen configuration and what the options the user will see and what functions can
be performed by that user.

1. Read - Enables user to see data
2. Write — Enables user to change data
3. Add - Enables user to add functions to the ATS

Create user accounts and assign permissions
Creating user accounts and assigning permissions to the ATS is a simple process. It is important to note
that users must remember their answers for their security question and security answer as his information

Select A Mod:
User Administration
Users
User ID Local Last Login Date
[ show only in-active users
local® 9 4/28/2011 11:05:46 AM

will be used if the user forgets his or her password. Follow these steps to create a new user:

1. Click the *Security’ tab from the top menu. Note: Under the ‘Users’ section you will see a list of
all your users who have been added. In this example there is one user currently setup called
‘local9’.
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2. Click ‘Add New Users’ to begin the process of creating a new account.

Galact A& Mode: Existing Users

User Administration

Add Users To Your Account

User Name: =

Password: =
Confirm Password: =
E-mail: *
Security Question: =

Security Answer: =

3. Complete all the required fields.

a. User Name — It is recommended to use a standard format when creating accounts or
users. For example, create a user name by including your local’s number and the user’s
initials. For example: local9bc

b. Password — This is the password that will be used the first time the user logs on. The user
will be forced to change this password when logging in the first time. It is recommended
to use a standard password for new user accounts. This will help eliminate any confusion
over forgotten passwords when assigning a password for new accounts. For example,
you could use password. as a standard password for new accounts. Notice that it
includes a period (.) at the end of the word. Passwords are case sensitive. Follow these
rules when creating passwords:

i. Must contain at least six characters
ii. Must use at least one non-alpha character (e.g. !, $, #, %,.)
iii. Use characters from three of the following categories: Uppercase (A-Z),
lowercase (a-z), digits 0-9, non-alpha characters (e.g. !, $, #, %)

c. Confirm Password - You will be required to re-enter the password you chose.

d. E-mail — Enter in the email address of the user. If the user forgets his/her password the
system will email the password to this address.

e. Security Question — Choose a question that only the user would know the answer to. The
user will have to answer this question in order to have his/her password sent to his/her
email address.

f.  Security Answer — Enter in the answer to the security question.

4. Click “Add User’ to create this new user in the system.

Assign or change permissions to a user account
Once you have created your user accounts for the ATS, you will then need to set permissions on what you
want those accounts to be able to see and do. Some accounts will need permissions to all areas of the
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system where other accounts may only need access to a particular section. You also have the ability to
create a read only account so that a user could login and view everything in the system but have no ability
to add or change anything. It is in this way that you will keep your data safe. Follow these steps after
you have created a user account to set permissions on what that account has the ability to see and do in
the system.

1. Click the *Security’ tab from the top menu. Note: Under the ‘Users’ section you will see a list of
all your users who have been added. In this example there are two users currently setup called
‘local9” and “local9bc’.

Select A Mode: | Existing Users
User Administration
Users
User ID Local Last Login Date
[ Show onty in-active users
local® 9 4282011 11:05:46 AM
local9be 9 42872011 11:34:41 AM

2. You can edit permissions for those that have been setup in the past or set permissions for those
that have just been set up. Click on the ‘User ID’ that you would like to set permissions.

Select A Mode: | B8t Jzers [ Add New Users ]
User Administration
KartoIncallbe
User Info Permissions Recent Activity
Users Save Changes:
User ID Local Last Login Date - :
- Email: Drian_caskey@iwnf.org
[T Show enly in-active users ! )
locald 0 4287011 110546 AN || L Inactive
TocalObe O 472872011 11:34:41 AM [T] Locked Out (3 invalid login attempts will lock out a user._use to clear)
| Reset Login (Use when users are showing already logged in.
[C] Reset Login (Use wh showing already logged in.)
gzet Password (Use to sat the passwor ¢ to "‘password.’.
[ Reset P d(U he password back to ‘password.’)

3. All of your users will be displayed on the left. The user that is highlighted is the user for which
you will be changing the settings.

4. On the right you will see the email address which was entered when this user was created. If you
choose to edit this email address, be sure to click *Submit’ to save your changes.

5. Notice the options below the email address.

a. You have the ability to mark a user account as ‘Inactive’. This should be done if the user
account will no longer be used.

b. When a user enters in a wrong password five times, his account will become locked out.
The only way to unlock an account is for another user with access to security to login to
the system and uncheck this box on the user account that has been locked. Be sure to
click ‘Submit’ to save your changes.

c. Ifauser closes out of the system without clicking on ‘Logoff’, that user account will
need to be reset. If the user enters in there user name, password, and email address that
corresponds with the information that is in this system, that account will then be reset
allowing the user to login. If the user does not know what email address is associated

84



ATS User’s Guide V.11.4.143

with his account then another user with access to security can login to the system and
check this box on the user account. Be sure to click ‘Submit’ to save your changes.

d. The last option is to “‘Reset Password’. Checking this box and clicking on “Submit’ will
reset a password back to ‘password.’. The user can then login using this password and
will be forced to change the password to something only that user would know.

6. Click on the “Permissions’ tab

to set permissions for this P, User: local9he -
User. | Userlafo [ Pemissions | Recent Activity
7.  When a user is first created, Save Changes: | Submit
that user does not have Zona Read Write Add
permissions to do anything. o e B F F
You will have to come to this PR E B B
location and check the boxes 3 Sisisiintair e : E=R)
to allow the user the writes to Admin - Apprentice Categories | F F
read, write, and add. If you Admin - Certification Types m B m
want _a L{ser to have full _ i HE B B
permissions to every function _ :
within the system then click Admin - Employers and Projects B B H
on the ‘Read’ header, ‘Write’ Admin - Global Search B B B
header, and ‘A(_jd’ header and B Tttt A A
all the boxes will be checked. = T e
. , Admin - Status Syncing i T 5
If you want to restrict a user’s S
access to certain areas then Admin - Wages H B B
click on the boxes again to JATC A F [

uncheck the box. Be sure to
click *Submit’ to save your changes. Note: If you give a user access to ‘Security’ that user can
reset their own permissions. Only give access to ‘Security’ to those that should have full access
to the system.

Weld Cert

The ATS provides a link to the “Welder Certification Program’. If a member has a welding certification,
then you can see the certification details by clicking on the welding cert link in the members’ record.

Logoff

To exit the ATS, click the “logoff’ link to terminate your session properly.
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Glossary of Terms

1.

~

10.

11.

12.

13.

14.

15.
16.

17.
18.
19.
20.

Active — A current member who is no more than five months in arrears with respect to that
member’s dues payments.

Deceased — A previously active member who has died. Status for deceased inactive (i.e.
suspended, etc.) members does not change.

Expelled — Member was removed from active membership because of some serious infraction.
Forfeit Out — Only for Shop members — applicant did not pay his total initiation/reinstatement
fee amount within six months. She/he was rejected for membership.

Inactive — Generic status for any non-active member. This status is maintained in historical
records only.

Pending Initiation — Current initiation applicant waiting for HQ approval.

Pending Reinstatement — Current reinstatement applicant waiting for HQ approval.

Restricted — Former member who is flagged due to a special situation that has occurred. If
he/she ever applies for membership in the future from any local union, special attention will be
required before the member is approved for reinstatement. This may occur because the last local
union in which that person was member felt that this person should not be able to obtain future
membership.

Revoked — Only applies to apprentices. They can be removed from active membership for non-
payment of dues or violating the terms of the apprenticeship program.

Suspended — A member (other than an apprentice or lifetime member) is suspended for non-
payment of dues. He/she will be suspended after not paying dues for six months.

Terminated — Only probationary members are terminated either at the request of the local
business manager or if the member wishes to transfer out of the current local and work in another.
In this case, he would terminate in his current local union and reinstate in another local union.
Transferred Out — Member has transferred from one local union to another. This status is not
applicable in the HQ system since after the transfer is complete, he becomes “Active’ in the new
local. It applies to the local union system when a member transfers out of that particular local.
Withdrawal Card Issue / Deposit — A member who does not wish to continue working in the
trade, but wants to leave in good standing. A member who is on ‘Withdrawal’ no longer pays
dues. If that member decided to return to work, a ‘withdrawal card deposit’ is requested and after
paying a fee and dues payment and after HQ approval, that member will become an active dues
paying member. Seniority will start over on the date of the deposit.

Applicant — An individual applying for entry to an apprenticeship program based on standard
eligibility rules.

Apprentice — A member who is enrolled in an apprenticeship training program.

Honorary — Only for outside local unions — For a member who no longer can work in he trade,
but does not meet the requirements of lifetime member.

Lifetime — Only for outside local unions, a retired Ironworker.

Military — A previously active member who is now in the military.

Pensioner — Only for Shop local unions, a retired Ironworker.

Probationary — Only for outside local unions, an Ironworker who pays no entrance fee, but pays
dues at an apprentice rate who, within one year, is required either to upgrade to an apprentice or
journeyman. During the “probationary’ period he must upgrade or be terminated. Will be
suspended if dues are more than five months in arrears.
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21. Trainee — Only in outside local unions, similar to a “‘probationary’ member, but without the time
restriction. Pays an initiation/reinstatement fee and dues and eventually will be upgraded to an
apprentice or journeyman. Work duties are usually similar to an apprentice, but with a lower pay
rate.

Support
If you encounter a problem using the Online Apprenticeship Tracking System, please contact Brian
Caskey at the National Fund office at (202) 383-4872.

You can mail or email any comments about the tracking system to:

Ironworkers National Fund
1750 New York Ave, NW
Ste 400

Washington, DC 20006
Email: atssupport@iwintl.org
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