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Purpose

® A Resource Guide with screenshots that will assist contractor’s staff with electronically reporting OJT
accomplishment on an ADOT FHWA funded construction project in DOORS.

e NOTE: PER ADOT’s OJT Program and OJT Requirements, OJT accomplishments must be reported in ADOT’s
Contract management system DOORS to count for credit towards a project's assessed OJT Goal.

Title VI Compliance
e Parainformacion en Espanol hable: Contractorcompliance@azdot.gov, 602-712-2966, BECO Title VI LEP Request
Form
e For Limited English Proficiency (LEP) or other Title VI Requests: Contractorcompliance@azdot.gov,
602-712-2966, BECO Title VI LEP Request Form

Log in to DOORS
1. Use the following link to access ADOT DOORS (formerly known as ADOT DBE System):
a. http://adotdoors.dbesystem.com
2. Login using your “Username” and “Password”
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Click Help/Support for assistance and/or training offerings.

The recently renamed ADOT DBE & OJT Online Reporting System (DOORS) allows firms to report or verify contract payments, monitor
.ontract compliance, report and monitor OJT trainees ancl”hours: and submit or renew DBE Certification applications.

DOORS

DBE & OJT Online
Reporting System

ADOT & Online
Reporting System

'Wﬁ \111' *._ - p— = _ L

On 6/1/2020 the ADOT DBE System was renamed ADOT DOORS. There is also a new link,
http:/fadotdoors.dbesystem.com! This change is due to a new module, the OJT Compliance module, which
only affects prime contractors with On the Job Training (OJT) project-based goals on contracis that were
advertised after 2/1/2020. If OJT goals do not apply to you, continue to use the system normally; you will not
be impacted beyond seeing the new face and name of the website on this page as well as a new logo on
the upper left of the system once you log in.
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Access your projects with an assigned OJT goal
1. Click “View” on the left side of the screen; a drop down screen will appear
2. Click “MY OJT”; takes you to the “OJT Goal Assignment” screen (Screenshot below)
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. ' Test
System Dashboard Dizpld

stNGW Contracts
= = =% Total

Home Open
( Closed
View >
My Alerts
My Certifications
My Contracts Certification Center
My Contract Audits
My Workforce Audits #, If your firm helds active certifications (SBE/MBE/WBE/DBE/HUB/etc) from any orga
My Concessions them to your account.

My Concession Audits
My Utilization Plans
My Outreach

My Ewvents

My Reviews

My Questionnaires
My Bid Solictagons
My OIT

My Prevailing Wage
My Fawvornte Vendors
My Messages

Search »

Message »

Settings >

OJT Goal Assignment Screen
e List the contractor’s projects that have an assigned OJT goal
e Identifies project details:
® Project title (TRACS# and project name)
e Trainees required
e Trainees pending action
® Project status (Active, Pending, Complete)

Submit Training Schedule
e Document your company’s commitment to meeting the project’s assessed OJT goal
e If your company cannot meet the assessed OJT goal you will need to attach Good Faith Efforts to the training
schedule
Contractor can utilize subcontractor’s trainees to fulfill OJT goal requirements
Contractor can revise the training schedule throughout the life of the project.
Training schedule history kept to track previously approved/returned commitments

Contractor cannot enroll or transfer a trainee into a project until the project status is “Active” and training
schedule status is “Approved”
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Actions Title Goal Type Goal Year Trainees Required / Progress  Trainees Pending Action Status

All ~ Al v All v

View HE85001C: Busy Road Project-Specific 15/0 0 Pending Training Schedule Submission (08/26/2023)

” ~

1. Click “View” next to projects with a status of “Pending Training Schedule Submission”
a. Takes user to the “Goal” tab within the project’s OJT module
2. Click ”Submit Training Schedule” (Screenshot below)

TRAIMEE PROGRESS

TRAINING HOURS PROGRESS

COMNTRACT HE685001C: Busy Road

PRIME CONTRACTOR VendorADOTZ

GQOAL TYPE Project-Specific

QOAL ASSESSED 15 trainee(s); 2000 hours

GOAL COMMITMENT Mo Commitment Entered

STATUS Pending Training Schedule Submission (08/26/2023)
STAFF CONTACT PERSOM * Aimee Barrett [}_

WENDOR CONTACT PERSOM * Vendor ADOTZ2 ad

Training Schedule

TRAINING SCHEDULE DUE DATE O8/26/2023

TRAINING SCHEDULE ACTION ﬁ Submit Training Schedule

Complete Training Schedule information
1. Select the applicable “Contractor”(Screenshot below)
a. Select the company the trainee works
b. Ex. Prime, Subcontractor
2. Select the applicable “Program Type”
a. Ex. Apprentice — Fann Contracting, Inc., Apprentice — Ames Construction
3. Select the applicable “Craft/Classification”
a. Ex. Asphalt Raker — Level 1:60%, Cement Mixer-Level 1:60%
4. Enter “Trainee Commitment” working in this classification on this project
a. Ex.1,2,3,4
5. Enter “Hour Commitment (Per Trainee)”
6. Enter “Approximate Start Date” trainee will start on the project
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7. Enter “Approximate End Date” trainee will complete training on the project
8. Click “Add Line Items” to add additional trainee classifications as needed

9. Click “Choose Files” if attaching GFE with the schedule
10. Add “Comments” for ADOT review

11. Click the “Acknowledgement” Box

12. Click “Submit”

13. Status updates:

a. Training schedule status will update to “Pending Staff Review”

i. First level approval granted by the Field Office administering the project

ii. Second level approval granted by the assigned BECO Compliance Technician

b. Project status will update to “Pending Training Schedule First Level Approval”

c. The system will generate notifications to ADOT to review and approve the training schedule

1I. Training Inforngation
Contractor * Program Type ‘ Craft/Classification * ‘

Trainee

Hour Commitment  Approximate !tart

Approximate End

Actions

Commitment * (Per Traines) * Date * Date *
[Prime] VendorADOT2 Trainee - FNF CONSTRUCTION, INC. ~ POWER EQUIPMENT OPERATOR: POW ~ 2 600 06/29/2023 05/24/2024 Delets
[Prime] VendorADOT2 Trainee - FNF CONSTRUCTION, INC. ~ CARPENTER: CARPENTER (Including e v 2 T)o 06/29/2023 05/24/2024 Delets
[Prime] VendorADOT2 w Trainee - FNF CONSTRUCTION, INC. ~ LABORER: LABORER TRAINEE LEVEL 1 ~ 2 600 06/30/2023 05/24/2024 Delets
[Prime] VendorADOT2 Trainee - FNF CONSTRUCTION, INC. CEMENT MASON: CEMENT MASON TF + 2 600 06/30/2023 05/24/2024 Delets
Add Line ltem
Total Trainees Committed: 0
Total Hours Commitred: 0
SUPPORTING DOCUMENTS * No file chosen
Attach GFE decumentation if Assessed Goal cannot be met or if the Training Program used on the project is not an “Approved” program.
COMMENTS
P
Training Schedule approved by ADOT
e System generates notification to the contractor that training schedule was “Approved”
e Toggle back to the “Goal List” Screen by clicking “My OJT”
® Project Status is now “Active”
e Contractor can proceed with enrolling trainee(s)
Enroll a Trainee into the Project
e Document the trainees contact information
Page | 6
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e Document trainees training program type (Apprentice, Trainee) and training classification
o Trainees must be enrolled into DOORS for EACH training craft program they are participating in to report
hours.
o Example. Enroll trainee as a Laborer and enroll trainee as an Operator if performing training in both
programs at once.
e Upload Apprentice Certificate/Trainee Certificate to LCPtracker eDocuments for ADOT review

Transactions: On the Job Training Goal Assignments

Goal List

Trainee List |

Actions

=1
3
&

Goal Type Goal Year Trainees Required / Progress Trainees Pending Action Status

All hd Al v All

View H685001C: Busy Road Project-Specific 1570 a

Active

Customer Suppert
Copyright © 2023 B2Gnaw. All rights reserved.

Home | Print This H

1. Click “View” next to projects with a status of “Active” (Screenshot above)
2. Click “Enroll a Trainee” (Screenshot below)

Training Schedule

TRAINEE ENROLLMENT DUE DATE 06/29/2023 [}’
TRAINING SCHEDULE ACTION Update Training Schedule
TRAINING SCHEDULE HISTORY Actions Version Status Date Submitted Date Reviewed Comments
View Version 1 Approved 06/27/2023 06/30/2023
Trainees

Mo trainees enrolled

* | Enroll a Trainee | | Return To List

Complete Enrollment Information for Trainee

e NOTE: All Trainees (including Project Engineer Trainees) must be on the contractor’s certified payroll (CPR)

e Prior to enrolling a trainee into DOORS, contractor is required to upload the contractor’s approved training
program documentation* (Trainee’s Enrollment Form, Apprentice Certificate and/or Progression Level Up Form)
into LCPtracker eDocuments (Apprentice/Training Certificates) and notify Field reports via email at
MLB Apprentice_OJT Regquest@azdot.gov so Field Reports can activate the training classification for CPR
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*0Old ADOT Training Program documentation will not be accepted; contractor must use their own approved program

forms or approved apprentice forms

N o vk

Click “New Hire”
Complete all enrollment Information:
a. *Denotes a required entry
b. Trainee Name, SSN, Address, Phone Number, Gender, Ethnicity, Hire Type, Training Program, Training
Classification, Contractor, Wage, Start Date
c. Contractor: Identify which contractor the trainee is employed with
Click “Choose Files” to attach trainees apprentice certificate/trainee certificate
a. BECO has committed to reviewing the cert in LCPtracker eDocuments. This is not a mandatory field
Click the “Acknowledgement” Box
Add “Comments” for ADOT review
Click “Submit”
Status Updates
a. The enrollment will go into “Submitted, Pending Approval” Status
b. The system will generate a notification to ADOT to review and approve the Enroliment
Once approved status will update to “Active”
Repeat steps to add additional trainees as needed

T thee Job Teaiming: Enroll Traimes [Pl

Fraimes i farrnarion

M Hire Upgrade £ Lavel-up
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Withdraw Request

e [f an enrollment form or a progression level up was submitted by mistake, the trainees training record can be

withdrawn by contractor
® Once the training record is in “withdrawn” status ADOT has the ability to delete the record if you would like to

remove the record entirely

® Once the training record is withdrawn the trainees previous training record will revert back to “Active” status to

continue reporting training accomplishments

1. Toggle back to the Project’s “Goal” tab to add monthly training reports
. Click “View” next to the training record that needs to be withdrawn
3. Click “Withdraw Enrollment”

On the Job Training: Review Enrollment

d withdraw Enrollment

4. A pop up message will appear asking “Are you sure you want to withdraw this enrollment? This action cannot be

undone.” Click “OK”

test2.gob2g.com says

Are you sure you want to withdraw this enrollment? This action cannot

be undone.

# “ Cance

5. Trainees training record is now in “Withdrawn” status

View slim, thomas

CARPENTER: CARPENTER (Including cement
form work) TRAINEE LEVEL 1 - 60%

0.00 Hours Reparted
0.00 Hours Approved

Withdrawn

6. Training record can be resubmitted by clicking “Resubmit Enrollment” button once trainee is in “Withdrawn”

status (this will take you back to the enrollment screen where you can make edits to the trainees training

program and resubmit the enrollment to ADOT for approval)

BECO Rev. 12/20/2023
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On the Job Training: Review Enrollment

ﬁ ‘ Resubmit Enrollment

Trainees are enrolled and Active on the project

System generates notification to the contractor that trainees enrollment was approved by BECO

Toggle back to the “Goal” Screen within the project’s OJT module

Trainee status is now “Active” on the project

Contractor can now report trainees’ OJT hours on “Monthly Trainee Reports”

Once a trainee has been enrolled, trainee can be transferred to other “Active” projects with an “Approved”
training schedule

Monthly Trainee Reports

Trainees must be on contractor’s project certified payroll prior to submitting Monthly Trainee Reports in DOORS
for BECO approval

Report OJT hours on the project by the 15 of the month, for previous months achieved hours (Ex. by August 15
2019, report the OJT hours achieved in July 2019)

Report hours in DOORS based off the project Training Reimbursement Report available in LCPtracker

Only hours achieved the week of enroliment into DOORS and beyond should be reported in the monthly training
reports in DOORS and be eligible for the $3/hour reimbursement
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Trainees
Actions Name Craft/Classification Training Hours Status
v Bradehaw Cind CARPENTER: CARPENTER {Including cement 0.00 Howrs Reparted e
e raeshaw, Hindy form work) TRAINEE LEVEL 1 - 50% 0.00 Hours Approved fetve
) CEMENT MASOMN: CEMENT MASON TRAINEE 0.00 Howrs Reparted -

View Bradshaw, Cindy LEVEL 1 - B0% 2.00 Hours Approved Active
Wi Hizley Sh CARPENTER: CARPENTER (Including cement 0.00 Howurs Reparzed -
el ‘Bley. Shaun form work) TRAINEE LEVEL 1 - 60% 0.00 Hours Appraved fee

B CEMENT MASON: CEMENT MASON TRAINEE 0.00 Howrs Reparted -
View Mendoza, Robert LEVEL 1 - B0% 2.00 Hours Approved Active
View molina. enrigue CARPENTER: CARPENTER (Including cement 0.00 Hours Reporzed Active
- LEna form work) TRAINEE LEVEL 1 - 60% 0.00 Hours Approved o

e e CARPENTER: CARPENTER (Including cement 0.00 Hours Reported W
s Sl e form work) TRAINEE LEVEL 1 - 60% 0.00 Hours Approved Wichdravin
View williams les POWER EQUIPMENT OPERATOR: POWER 0.00 Hours Reporsed Active
- \ a EQUIPMENT OPERATOR Trainee - Level 1 - 60% 0.00 Hours Approved o
ﬁ | Enroll a Trainee | | Return To List

1. Toggle back to the Project’s “Goal” tab to add monthly training reports
2. Click “View” next to trainee to add a monthly trainee report (Screenshot above)
3. Click “Add Training Report” (Screenshot below)

Training Reports

Mo Training Reports found.

| Return ‘ | Add Training Report ‘ _

4. Click “Report Period” drop down box & select applicable reporting month (Screenshot below)

5. Click “Create Training Report”

a. Monthly Report is now in “Pending Submission” status and is available to edit

Add Training Report

REPORT PERIOD

2023 - June v h

‘ Create Training Report ‘

o

BECO Rev. 12/20/2023
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6.

Click “Edit Report” (Screenshot below)

Training Reports

Training Report Period Date Due Trainee Name Status Hours Reported Date Posted

Actions

June 2023 07/15/2023 williams, lee Training Report not posted for this period. d Edit Report

| Return | | Mark All Training Reports Not Posted as No Work | | Add Training Report ‘ ?

Edit Monthly Trainee Report

1. Click the “Payroll Period” and select the reporting period date (Screenshot below)
a. Report hours based on project’s certified payroll
2. Click “Training Hours for Payroll Period” and report OJT hours achieved
3. Click “Add Line Item” to report additional OJT hours during rating period
4. Add “Comments” for ADOT review
5. Click “Save Draft” if you want to report additional hours at a later date
6. Click “Submit Report” once you have reported all OJT hours achieved for the reporting month
7. Status Update
a. Monthly Report will now be in “Pending Staff Review” Status
b. The system will generate a notification to ADOT to review and approve
i. Once approved status will update to “Approved”
8. Repeat steps to report OJT hours for all trainees working on the project as needed
SSN (LAST 4 DIGITS) 8956 E
TRAINING CLASSIFICATION POWER EQUIPMENT GPERATOR: POWER EQUIPMENT OPERATOR Trainee - Level 1- 60%
ConTRACTOR VendorapoT2
COMMENTS sl | #dd your comments here for ADOT to review.
.
Training Information
TOTAL HOURS PRIOR TO THIS TRAINING REPORT PERIOD 0.00
06/17/2023 HE85001C: Busy Road 55 Delete
I w—
Total training hours for the reporting month:
Tortal training hours {current and previous menths):
Percentags of training completed: 0.00 %
ﬂ | Mark As No Work | | Submit Report | ‘ Save Draft ‘ | Cancel ‘
Page | 12

BECO Rev. 12/20/2023




ADOT
OJT Compliance Reporting Guide

Monthly Training Report Approved
o Toggle back to “Trainee” screen within the projects OJT module
® Monthly Report Status is now “Approved”
® Progress towards the project’s OJT goal is tracked in the “Training Hours Progress” bar in “Goal” tab
e Contact ADOT through “Messages” tab to have a submitted or “Approved” report returned for revisions

On the Job Training: View Project Goal

Goal List | Contract | Goal | Trainee List | Training Report List | Messages | Reporis |

H&85001C: Busy Road

Active Trainees: 6
Frime: VendorADOT2

Goal Information
TRAINEE PROGRESS 6 Enrolled
TRAINING HOURS PROGRESS . 95.5®
CONTRACT H685001C: Busy Road
PRIME CONTRACTOR VendorADOT2
GOAL TYPE Project-Specific
GOAL ASSESSED 15 trainee(s); 9000 hours
GOAL COMMITMENT 15 trainee(s); 9000 hours
STATUS Active
STAFF CONTACT PERSOM * ADOT Staff2
VENDOR CONTACT PERSCN * Vendor ADOT2 ~

Transfer Trainee between projects
e Transfer “Active” trainees to “Active” Projects with an “Approved” Training Schedule to report

e Contractor may transfer a trainee back and forth between projects if the trainee works on multiple projects in
any given month.
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Test Transactions: On the Job Training Goal Assignments
dystem

Gaoal List | Trainee List
B2Gneow
& = E)
i Actions Title Goal Type Goal Year Trainees Required / Progress Trainees Pending Action
View » * All ~ All ~ All
My Alerts
My Certifications View  H535001C: Busy Road Project-Specific 15/6 Active
My Contracts
My Contract Audits View FO00134C: Party Time Road Project-Spedific 2400/ 0 Active
My Worlforce Audits
My Cancessions 2 ot iAo cispiayec: Previous Page <Page
My Concession Audits :
My Utilization Plans
My Qutreach Customer Support
My Events Copyright © 2023 B2Gnow. Al rights reserved.
My Reviews
My Questionnaires
My Bid Solicitatigps
My OJT
My Prevailing Wage
My Favorite Vendors
My Messages
1. Contractor toggles back to the “My OJT” tab.
2. You can access the trainee that will need to be transferred the following ways:
a. By Project (Option 1)
b. By “Trainee List” (Option 2)
3. By Project (Option 1)
a. Click “View” for the project the trainee is currently enrolled into (Screenshot above)
b. Click “View” for the trainee that will be transferred to a different Project (Screenshot below)
Trainees
Actions Name Craft/Classification Training Hours Status
. CARPENTER: CARPENTER (Including cement 0.00 Hours Reported 2
View Bradshaw, Cindy form work) TRAINEE LEVEL 1 - 60% 0.00 Hours Approved e
Ve r Bradshaw, Cindly f;r:nE IIE_r\flT r\él;\isﬁom: CEMENT MASON TRAINEE 200 Hours Repres e
View Higley. Shaun CARPENTER: CARPENTER (Including cement 0.00 Hours Reported Active
gl form work) TRAINEE LEVEL 1 - 60% 0.00 Hours Approved .
Views Mendoza, Robert f;hI'.':EIIE_I\fITI'\é'IDAlSﬁDN CEMENT MASON TRAINEE 2008 :::::::Eror:: Active
v | CARPEMTER: CARPENTER (Including cement 0.00 Heurs Reported N
e melna, enniaue form work) TRAINEE LEVEL 1 - 60% 0.00 Hours Appraved nee
. CARPENTER: CARPENTER (Including cement 0. ours Reported . .
AT, i ErmeE form work) TRAINEE LEVEL 1 - 60% Withdravn
Views williams. lee POWER EQUIPMENT OPERATOR: POWER 95.50 Hours Reported Active
N EQUIPMENT OPERATOR Trainee - Level 1 - 60% 55.50 Hours Approved -
c. Contractor is now on the “Trainee” Tab (Screenshot below)
Click “Transfer Trainee”
Proceed to Step 5
Page | 14
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On the Job Training: View Trainee

Goal List Trainee Messages | Reports

Contract | Goal Training Report List | Acfion History | Documents

H685001C: Busy Road Active Trainees: 6

Prime: VendorADOT2

Graduate Trainee ‘ ‘ Terminate / Resign Trainee ‘ ‘ Transfer Trainee ‘ ‘ Submit Change Request ‘ ‘ Upgrade Trainee

Trainee Information

TRAINING PROGRESS

MNAME

STATUS

95.50 Hours Completed
williams, lee

Active

4. By “Trainee List” (Option 2)
a. Click “My OJT” tab
b. Click the “Trainee List” tab (Screenshot below)

Transactions: On the Job Training Goal Assignments

Goal List | Trainee List |
Actions Title Goal Type Goal Year Trainees Required / Progress Trainees Pending Action
All hd Al v All
View H&85001C: Busy Road Project-Specific 1576 a Active
View FO00134C: Party Time Road Project-Specific 2400/ 0 a Active

c. Click “View” next to the trainee that will be transferred to a different project

Actions Name Goal Title Classification Training Hours Status
All ~ All
CARPENTER: CARPENTER 000 H 2 .
Wiew Bradshaw, Cindy H&85001C: Busy Road (Including cement form work) o006 -1;’::::::;::-5: Active
TRAINEE LEVEL 1 - 60%
. - - Biey CEMENT MASOMN: CEMENT MASON 0.00 Hours Reported
Wiew Bradshaw, Cindy H&85001C: Busy Road TRAINEE LEVEL 1 - 60% 0.00 Hours Approved Active
CARPENTER: CARPENTER .00 Houre & o
Wiew Higley, Shaun H&85001C: Busy Road (Including cement form work) e 4:::::::;:;-5: Active
TRAINEE LEVEL 1 - 60%
_ - _— CEMENT MASOMN: CEMENT MASON 0.00 Hours Reported B emivn
Wiew Mendoza, Robert H&25001C: Busy Read TRAINEE LEVEL 1 - 60% £.00 Hours Approves Active
“ H ”
d. You are now on the “Trainee” Tab
H “w H ”
e. Click “Transfer Trainee
Page | 15
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On the Job Training: View Trainee

Goal List

Conlrac1| Goal | Trainee

Messages | Reporis

Training Report List | Acfion History | Documents

H685001C: Busy Road Active Trainees: 6
Prime: VendorADOT2

Graduate Trainee ‘ ‘ Terminate / Resign Trainee ‘ ‘ Transfer Trainee ‘ ‘ Submit Change Request ‘ ‘ Upgrade Trainee

Trainee Information

TRAINING PROGRESS 95.50 Hours Completed

MAME williams, lee

STATUS Active

5. Click the “Transfer To” Drop down Box

a. The Drop down Box will show contractor’s “Active” projects with an “Approved” training schedule

b. Select the Project the trainee is transferring to
6. Click the “Request Carry Over Hours” drop down box
a. Select “No”
7. Check the “Acknowledgement” box
8. Click “Transfer” (Screenshot below)

| Graduate Trainee ‘ | Terminate / Resign Trainee | | Transfer Trainee | | Submit Change Request ‘ | Upgrade Trainee

Change Red
Transfer Trainee
TRANSFER TO * Select goal... hd
REQUEST CARRY OVER HOURS? * No

ACKNOWLEDGEMENT *

I

O By checking this box, | understand and will comply fully with the plans and specifications under which this training is being performed.

q ‘ Transfer |

9. Click “Ok” on the pop up message notice

a. This confirms you want to transfer the trainee to a different project (Screenshot below)

Page | 16
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test2.gob2g.com says

Are you sure you want to transfer this trainee to a2 new goal?

The Transfer-To' record will be Active and the "Transfer-From' record

will be Inactive.

10. Trainee is now transferred to the new project
a. Trainee will show as “Inactive” on the old project (Screenshot below)

CEMENT MASON: CEMENT MASON 0.00 Hours Reported

View Mendozs, Robert H525001C: Busy Read TRAINEE LEVEL 1 - 60% 0.00 Hours Approved

CARPENTER: CARPENTER
View malina, enrique H525001C: Busy Read {Including cement form work)
TRAIMEE LEVEL 1 - 60%

0.00 Hours Reported
0.00 Hours Approved

CARPENTER: CARPENTER
View slim, thomas H625001C: Busy Road {Including cement form worlk)
TRAINEE LEVEL 1 - 60%

0.00 Hours Reported
0.00 Hours Approved

POWER EQUIPMENT QPERATOR:
View williams, lee H685001C: Busy Read POWER EQUIPMENT OPERATOR
Trainee - Level 1 - 60%

POWER EQUIPMENT OPERATOR:
View williams, lee F000134C: Party Time Road POWER EQUIPMENT OPERATOR
Trainee - Level 1 - 60%

0.00 Hours Reported
0.00 Hours Approved

Active

Active

Withdraw

Inactive

Active

-

b. Trainee will show as “Active” on the new project (Screenshot below)
11. Contractor is now ready to submit monthly training reports on the new project

On the Job Training: Trainee List

All ~

All

Goal List | Contract | Goal | Trainee List | Training Report List | Messages | Reports
FO00154C: Party Time Road Active Trainees: 1
Prime: VendorADOT2
Goal
To resort click co
Actions Name Goal Title Classification Training Hours Status

POWER EQUIPMENT OPERATOR:
View williams, lee FO00154C: Party Time Road POWER EQUIPMENT OPERATCOR
Trainee - Level 1 - 60%

0.00 Hours Reported
0.00 Hours Approved

* Active

Graduate a Trainee

® Once atrainee has completed all levels of training in their applicable classification, the trainee is ready to

graduate to journeymen or journey-level status.

BECO Rev. 12/20/2023
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1. Toggle back to the “My OJT” tab
2. Click “Trainee List” tab to show all enrolled trainees for the contractor
3. Click “View” for the trainee who will be graduated (Screenshot below)

Actions Name Goal Title Classification Training Hours Status
Al ~ All

CARPENTER: CARPENTER R 2 o

View Bradshaw, Cindy H623001C: Busy Road (Including cement form work) ooo _‘::::A‘:;?:IE_ Active
TRAINEE LEVEL 1 - 60%

. ] - o CEMENT MASON: CEMENT MASON 0.00 Hours Reported Ao

View Bradshaw, Cindy H&23001C: Busy Road TRAINEE LEVEL 1 - 50% 000 Hours Approves Active
CARPENTER: CARPENTER . a i

View Higley, Shaun H&85001C: Busy Road {Including cement form work) D.DD _i:::;“::?;? Active
TRAINEE LEVEL 1 - 60%

. ~ - g CEMENT MASON: CEMENT MASON 0.00 Hours Reported .

View Mendoza, Robert H&85001C: Busy Read TRAINEE LEVEL 1 - 60% 0,00 Hours Approved Active
CARPENTER: CARPENTER

View malina, enrique H&85001C: Busy Road ({Including cement farm work) S'SS :‘::::::E?;S Active
TRAINEE LEVEL 1 - 60% '

4. Contractor is now on the “Trainee” tab
5. Click “Graduate Trainee” (Screenshot below)

“‘ Graduate Trainee ‘ ‘ Terminate / Resign Trainee ‘ ‘ Transfer Trainee ‘ ‘ Submit Change Request ‘ ‘ Upgrade Trainee

Trainee Information

TRAINING PROGRESS 95.50 Hours Completed

Training hours reported across multiple goals View Linked Records
NAME williams, lee
STATUS Active

6. Contractor is now on the “Graduate Trainee” screen
7. Complete all applicable graduation information
a. *Denotes a required entry
b. Graduation Date
c. Graduation Reason
d. Click “Choose File” to add supporting documents if applicable (Ex. Union completion letter, Training
Completion letter)
e. Add “Comments” for ADOT review
i. Ex. Trainee has shown proficient skills to graduate to journey-level status
ii. Ex. Apprentice has completed all required training and has reached journeymen status
8. Click “Submit” (Screenshot below)

Page | 18
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On the Job Training: Graduate Trainee

williams, lee Active

Graduation Information

GRADUATION DATE *
GRADUATION REASOMN

Select Graduation Reason

] ves

REQUEST REIMBURSEMENT
SUPPORTING DOCIUMENT(S)

Choose Files No file chosen

COMPMENTS =

i

# | submit | | cancel

9. Click “Ok” to the pop up message
a. This is confirming the contractors intent to graduate a trainee

testZ.gob2g.com says

Are you sure you want to submit trainee for graduation?

# “ Cancel

10. Status Change
a. Trainee status is now changed to “Pending Graduation Approval”
b. The system will generate a notification to ADOT to review and approve
c. Once approved, trainee status will update to “Graduated” (Screenshot below)

Trainees
Actions MName Craft/Classification Training Hours Status
View williams lee POWER EQUIPMENT OPERATOR: POWER 0.00 Hours Reported Graduated
T - EQUIPMENT OPERATOR Trainee - Level 1 - 60% 0.00 Hours Appraved

Terminate/Resign Trainee
e Document trainees or apprentices who no longer work for the contractor for any reason (resigned, terminated,
reduction in force)
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1. Toggle back to the “My OJT” Tab
2. Click the “Trainee List” Tab
3. Click “View” next to the trainee who is no longer working for the contractor (Screenshot below)

_ ~ - e CEMENT MASON: CEMENT MASON 0.00 Hours Reported Aer

View Mendoza, Robert H&85001C: Busy Road TRAINEE LEVEL 1 - 60% 0.00 Hours Approved Active
CARPENTER: CARPENTER . 2 »

View maolina, enrique H6235001C: Busy Road {Including cement form work) D.DD ﬂ::::g:s?;e" Active
TRAINEE LEVEL 1 - 60% '
CARPENTER: CARPENTER ~ )

Wiew slim, thomas H685001C: Busy Road {Including cement form work) E,f :‘L'_S ,F‘a:? = Withdrawn

.00 Hours Approved

TRAINEE LEVEL 1 -

POWER EQUIPMENT OPERATOR: o e
williams, les H625001 C: Busy Road POWER EQUIPMENT OPERATOR oo e * Inactive
59550 Hours Approved
Trainee - Level 1 - 60%

|S.
i
=

POWER EQUIPMENT OPERATOR:
williams, lee FO00134C: Party Time Road POWER EQUIPMENT QOPERATOR
Trainee - Level 1- 60%

0.00 Hours Reported
0.00 Hours Approved

=
i
=

Graduated

4. User is now on the “Trainee” Tab
5. Click “Terminate/Resign Trainee” (Screenshot below)

IOn the Job Training: View Trainee

Goal List | Contract | Goal | Trainee | Training Report List | Action History | Documents | Mezsages | Reports |

HB85001C: Busy Road Active Trainees: 5
Prime: VendorADOT2

Graduate Trainee ‘ ‘ Terminate / Resign Trainee ‘ ‘ Transfer Trainee ‘ ‘ Submit Change Request

Trainee Information

TRAINING PROGRESS 0.00 Hours Completed

NAME Mendoza, Robert

6. Useris now on the “Terminate Trainee” screen
7. Complete all applicable termination information
*Denotes a required entry
Termination Date

Click “Choose Files” to add supporting document(s) if applicable
Add “Comments”

i. Ex. Trainee has quit our company for personal reasons

a
b
c. Termination Reason
d
e

ii. Ex. Trainee has quit due to health reasons
iii. Ex. Trainee was terminated due to not showing up for work
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f.  Click “Submit”

Termination Information

TERMINATION DATE *

TERMINATION REASOMN

REQUEST REIMBURSEMENT

REQUEST GFE

SUPPORTING DOCUMENT(S)

COMMENTS *

07/14/2023

Reduction in Force -~
[ Yes
[Ces

Choose Files | No file chosen

Approve termination

——l I Submit J I Cancel J

8. Click “Ok” to the pop up message

a. Thisis confirming the contractors intent to terminate a trainee

test?.gob2g.com says

Are you sure you want fo submit trainee for termination?

ﬁ “ Cancel

9. Status Change

a. Trainee status is now changed to “Pending Termination Approval” (Screenshot below)

BECO Rev. 12/20/2023
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Trainee Information
TRAINING PROGRESS 0.00 Hours Completed
PLAME Mendoza. Robert
STATUS q Pending Termination Approval (Mark Active)
SSN (LAST 4 DIGITS) 9865
ADDRESS 1801 w jefferson, Phoenix, AZ, B5007
PHOME MUMEER (602) 502-3421
GEMDER Male
ETHNICITY Hispanic American
LABOR REVIEW COMPLETE? No
HIRE TYPE MNew Hire
ECOMNOMICALLY DISADWVANTAGE?

b. The system will generate a notification to ADOT to review and approve
c. Once approved trainee status will update to “Terminated” (Screenshots below)

_— b . P S CEMENT MASOM: CEMENT MASCN 0.00 Hours Reported Bt

View Bradshaw, Cindy H685001C: Busy Road TRAINEE LEVEL 1 - 50% £.00 Howrs Approves Active
CARPENTER: CARPENTER

View Higley, Shaun H685001C: Busy Road {Including cement form waork]) chcc ::SEEE;Z Active
TRAINEE LEVEL 1 - 60%

_ . . _ . T CEMENT MASOMN: CEMENT MASON 0.00 Hours Reported P

View Mendoza, Robert HE23001C: Busy Read TRAINEE LEVEL 1 - 60% 0.00 Hours Approves * erminated
CARPENTER: CARPENTER 200 Houre Remoried

View maolina, enrique HE85001C: Busy Road ({Including cement farm work) E.IDE ﬁ;:rrzA:ErDoEe: Active
TRAINEE LEVEL 1 - 60%

Submit Change Request

® Atrainee may choose to change their training classification and enroll in a new training program.

e Contractor will submit a Change Request, so they do not have to complete a new enrollment form to capture the
trainees demographic information. This will keep the achieved training hours with the original training program
where the training was completed.

e Contractor will notify ADOT of change request in the OJT Module

e NOTE: If the trainee/apprentice is upgrading within their training program, DO NOT submit a Change Request,
complete the Upgrade Trainee Step
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On the Job Training: View Trainee

GoaILisl| Contract | Goal | Trainee | Training Report List | Action History | Documents | Messages | Reparts |

HE85001C: Busy Road Active Trainees: 4
Prime: VendorADOT2

Graduate Trainee | | Terminate / Resign Trainee | | Transfer Trainee | | Submit Change Request
Trainee Information
TRAINING PROGRESS 0.00 Hours Completed
MNAME Bradshaw, Cindy
STATUS Active

Toggle back to the “My OJT” tab

Click “Trainee List” Tab

Click “View” next to the trainee with a change request

Click “Submit Change Request”’(Screenshot above)

User is now on the “Submit Trainee Change Request” screen

ik wnN e

a. Select the trainees “Training Program”
b. Select the new “Proposed Training Classification”
c. Add “Comments” for ADOT review

6. Check the “Acknowledgement” box

7. Click “Submit” (Screenshot below)

Training Information
TRAINING PROGRAM = * Trainee - FNF CONSTRUCTION, INC. ~
PROPOSED TRAIMING CLASSIFICATION = # POWER EQUIPMENT OPERATOR: POWER EQUIPMENT OPERATOR Trainee - Level 1-60% ~
CONTRACTOR = [Prime] VendorADOTZ
TRAINING START DATE ON PROJECT = * 06/05/2023
PROJECT NAME Busy Road
CONTRACT REFERENCE / NUMEER HO00501C
Contractor Information
CONTRACTOR MAME VendorADOT2
PHONE NUMBER (602) 555 - 5555
CONTACT PERSON
ADDRESS 725 West McDowell Phoenix, AZ 85007
EMAIL VendorADOT2@b2gnowuser.com
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Acknowledgement Statement

[ By checking this box, | understand and will comply fully with the plans and specifications under which this training is being performed.

’ COMMENTS

- | submit | | cancel

8. Status change
a. Trainee status is now changed to “Change Request Pending” (Screenshot below)

Trainees
Actions Name Craft/Classification Training Hours Status.
View Baker, Timothy LABORER: LABORER TRAINEE LEVEL 1 - 60% Inactive
View Baker, Timothy LABORER: LABORER TRAINEE LEVEL 2 - 80% 0.00 Hours Reported Active
0.00 Hewrs Approved
View Never Lee CARPENTER: CARPENTER {Including cement 000 Hours Reported e
= BuET form work) TRAINEE-LEVEL 2 -70% 0.00 Hours Approved '
View Neuen Les CARPENTER: CARPENTER {Including cement
== SHEm form work) TRAINEE LEVEL 1 - 60%
) POWER EQUIPMENT OPERATOR: POWER 400.00 Hours Reporzed - _
S5 | Change Reguest Pend
= Quiney, Samus _ EQUIPMENT OPERATOR Trainee - Level 1 - 60% 400.00 Hours Approved Angs Requestrensing ©
- Li ) R 38500 Hours Reported .
View Vasquez, Linda MECHANIC: MECHANIC TRAINEE LEVEL 1 - 60% o e Active
Mark Goal Complete ‘ \ Enroll a Trainee ‘ l Return To List
Customer Support Home | Print This Page | Print To POF | Translate
Copyright © 2023 B2Gnow., Al rights reserved. & Powered by B2Gnow

b. The system will generate a notification to ADOT to review and approve
c. Once approved trainee status will update to “Active” (Screenshots below)
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On the Job Training: Trainee List

LEVEL 1 - 60%

GoalList Contract Goal TraineeList Treining Repart List Messages Reports
HO000501 jusy Road Active Trainees: 4 Status
Prime: VendorADOT2 Goal Typd
Goal Assessed]
Actions Name Goal Tiste Qassification Training Hours Starus
All ~ Al
LABORER: LABORER TRAINEE
er, Timothy 000501C: Busy Ro. - c
View Baker, Timothy HOD0501C: Busy Road CevEL o eom Ina
View Baker, Timothy HOD0501C: Busy Road ::2‘3;_'?5 ig’;‘foRER TRAINEE oo nours :::f:z Active
POWER EQUIPMENT OPERATOR: - . = eqt
View Ngusn, Les HOGO501C: Busy Road POWER EQUIPMENT OPERATCR Sem00 doons AEE?;Z” Active
Trainee - Level 1 - 60% . : :
CARPENTER: CARPENTER
View Mguen, Lee HODO501C: Busy Road (Including cement form waork) Inactive
TRAINEE LEVEL 1 - 60%
CARPENTER: CARPENTER N ~
View Quincy, Samuel HO00501C: Busy Road (Including cement form wark) Ioomm o -:EE::' Active
TRAIMEE LEVEL 1 - 60% - -
View Vesaues, Linda HO00S01C: Susy Road MECHANIC: MECHANIC TRAINEE 225.00 Hours Reporzed P

385.00 Hours Approves

Customer Support

Copyright © 2023 B2Gnow. All rights reserved.

Return To Goal

Home | Brink This 23

9. Trainees “classification” has now changed and status is “Active” (Screenshot Below)

On the Job Training: Trainee List

View Baker, Timathy
View Nguen, Lee
View Nguen, Lee
View Quingy, Samuel
View Vasquez, Linda

HO00501C: Busy Road

HO00501C: Busy Road

HO000501C: Busy Road

i

HO00501C: Busy Road

HO00501C: Busy Road

LEVEL 1 - 60%

LABORER: LABORER TRAINEE
LEVEL 2 - 80%

POWER EQUIPMENT OPERATOR:
POWER EQUIPMENT OPERATOR
Trainee - Level 1 - 60%

CARPENTER: CARPENTER
(Including cement
TRAINEE LEVE|

m work)

1-60%

CARPENTER: CARPENTER
{Including cement form work)
TRAINEE LEVEL 1 - 60%

MECHANIC: MECHANIC TRAINEE
LEVEL 1 - 80%

GoallList Contract Goal TraineeList Training ReportLlist Messages  Reports
HO00501C: Busy Road Active Trainees: 4 Status|
Prime: VendorADOT2 Goal Typd
Goal Assessed
Actions Name Goal Title Classification Training Hours Status
Al v Al
LABORER: LABORER TRAINEE "
View Baker, Timothy HO0O501C: Busy Road - a Reported

oved

©£.00 Hours Reported
0.00 Hours Appr:

265.00 Hours Reported
365.00 Hours Approved

500.00 Hours Reported
600.00 Hours Approved

385.00 Hours Reported
385.00 Hours Approved

Active

Active

Active

Custemer Support

Copyright © 2023 B2Gnow. All rights reserved.

Return To Goal

Home | Print This 2l

10. Contractor is now ready to submit monthly training reports on the trainee’s new classification.

BECO Rev. 12/20/2023

Page | 25



ADOT

OJT Compliance Reporting Guide

Upgrade Trainee

® Astrainee completes their hours in a training classification, the trainee will upgrade or advance to the next

training level

e Contractor will submit upgrade request in the OJT Module

IOn the Job Training: View Trainee

HO000501C: Busy Road
Prime: VendorADOT2

Goal List  Contract Goal Trainee TrainingReportlist Action History Documents Messages Reports

Active Trainees: 4

Graduate Trainee ‘ ‘ Terminate / Resign Trainee ‘ ‘ Submit Change Request ‘ ‘ Upgrade Trainee

Trainee Information

TRAINING PROGRESS
MNAME
STATUS

S5N (LAST 4 DIGITS)

510.00 Hours Completed
Baker, Timothy
Active

9845

On the Job Training: Enroll Trainee

* required entry

Trainee Information

HIRE TYPE *+

TRAINEE NAME =

SSM (LAST 4 DIGITS) *

New Hire Upgrade f Level-up

Click “Trainee List” Tab

Click “Upgrade Trainee”

vk wN e

completing upgrade on

BECO Rev. 12/20/2023

Toggle back to the “My OJT” tab

Click “View” next to the trainee upgrading to the next training level

Click the “SELECT TRAINEE RECORD TO UPGRADE / LEVEL-UP” drop down and select which project the trainee is
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* required entry

On the Job Training: Enroll Trainee

Trainee Information

HIRE TYPE *
New Hire Upgrade / Level-up

SELECT TRAINEE RECORD TO UPGRADE / LEVEL-UP = Actions Name Classification Goal Status

a Select Baker, Timothy . E\?ER:E?‘%;;SCRER RIS HO0D501C: Busy Road Active

CARPENTER: CARPENTER
Select MNguen, Les. {Including cement form werk) HOO00501C: Busy Road Active
TRAINEE LEVEL 1 - 60%

POWER EQUIPMENT OPERATCR:
Select Quincy, Samuel . POWER EQUIPMENT OPERATCOR HO000501C: Busy Road Active
Trainee - Level 1 -60%

MECHANIC: MECHANIC TRAINEE
Selecs Vasquez, Linda . LEVEL 1 - B0t - HO00501C: Busy Read Active

10.
11.
12.
13.
14.

Click “Select”
Contractor is now in the “Enroll a Trainee” screen
a. “Upgrade/Level Up” Box is now selected
b. Contractor can only update the Training Program, training classification, subcontractor and training start
date
Select the applicable training program
Select the upgraded training classification/level
Select the applicable subcontractor the trainee belongs too
Select the applicable trainee start date (date trainee started working in the new classification/level)
Check the “Acknowledgement” box
Click “Submit” (Screenshot below)
Status change
a. Trainee status updates to “Submitted, Pending Approval”
b. System generates a notification to ADOT to review upgrade request
c. Once approved, trainee status updates to “Active”
d. Contractor is ready to report OJT hours on the trainees upgraded training classification

Transfer with Carry Over Hour Request

If trainee has achieved a minimum of 600 hours on a project, and the project’ assessed OJT goal was achieved,
the contractor can request trainees excess OJT hours be carried over to a different project

Trainee must transfer to the new project to be eligible for Carry Over Request

ADOT will review Carry Over Request and approve or deny
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‘ Graduate Trainee ‘ ‘ Terminate / Resign Trainee ‘ ‘ Transfer Trainee ‘ ‘ Submit Change Request ‘ ‘ Upgrade Trainee

Trainee Information

TRAINING PROGRESS 235.00 Hours Completed
NAME

STATUS

Baker, Timothy

Active

Graduate Trainee | | Terminate / Resign Trainee | | Transfer Trainee | | Submit Change Request | | Upgrade Trainee

Change Requd

Transfer Trainee

TRANSFERTO *

REQUEST CARRY OVER HOURS? *

CARRY OVER HOUR AMOUNT *

ACKNOWLEDGEMENT *

Project-Specific - HGB5001C: Windy Ave v
Yes v

145

By checking this box, | understand and will comply fully with the plans and specifications under which this training is being performed.

ﬁ | Transfer |

Wil

ik wnN e

9.

Toggle back to the “My OJT” tab
Click “Trainee List” Tab
Click “View” next to the trainee transferring with carry over hours
Click “Transfer Trainee”
Click the “Transfer To” Drop down Box
a. The Drop down Box will show contractors’ “Active” projects with an “Approved” training schedule
b. Select the Project the trainee is transferring to
Click the “Request Carry Over Hours” drop down box
Select “Yes”
Click the “Carry Over Hour Amount” box
a. Record the trainees OJT hours the contractor is requesting to carry over to the new project
Check the “Acknowledgement” box

10. Click “Transfer” (Screenshot below)
11. Status Change

a. Trainee status will update to “Pending Transfer Approval”
b. System will generate a notification to ADOT to review request

Page | 28

BECO Rev. 12/20/2023



ADOT

OJT Compliance Reporting Guide

On the Job Training: Trainee List

H685001C: Windy Ave
Prime: VendorADOT2 '

Goallist Contract  Goal Traineelist@ TrainingReportlist Messages  Reports

Trainees Pending Approval: 1
Active Trainees: 0

Status: Active
Gosl Type: Project-Specific
Gosl Assessed: 4 trainee(s); 1800 hours

Actions Name

Goal Title

Qlassification

All ~

Training Hours Status

All ~

Review Baker, Timothy

H5683001C: Windy Ave

LABORER: LABORER TRAINEE
LEVEL 2 - 80%

0.00 Hours Reported
000 ours Avpror MR P<ncin Transfer Approva
145 Carry Over Hours

Transfer with Carry Over Hours Approved

® Once carry over hour request is approved by ADQT, trainee will be transferred and “Active” on the new project

o New projects “Goal” tab will reflect the carry over hours in the “Training Hours Progress” bar

e Contractor is now ready to report trainees OJT hours on the new project

TRAINEE PROGRESS

TRAINING HOURS PROGRESS

CONTRACT

PRIME CONTRACTOR

GOAL TYPE

GOAL ASSESSED

GOAL COMMITMENT

STATUS

STAFF CONTACT PERSCON *

WENDOR CONTACT PERSCN *

ADMINISTRATIVE FUNCTIONS

e ZEEE

H685001C: Windy Ave
VendorADOT2
Project-Specific

4 trainee(s); 1800 hours
3 trainee(s); 3000 hours

Active

Navid Askarinya hd

Vendor ADOT2 v

Edit Settings Delete Goal

Graduate Trainee

e Upon graduation, provide each trainee with a certificate showing the type and length of training satisfactorily

completed.

BECO Rev. 12/20/2023
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On the Job Training: View Trainee
Goallist Contract Goal Trainee Training Reportlist  Action History Documents Messages Reports

HO000501C: Busy Road Active Trainees: 4
Prime: VendorADOT2

/ ‘ Graduate Trainee ‘ ‘ Terminate / Resign Trainee ‘ ‘ Submit Change Request | | Upgrade Trainee
Trainee Information
TRAINING PROGRESS 235.00 Hours Completed
NAME Baker, Timothy
STATUS Active

Toggle back to the “My OJT” tab

Click “Trainee List” Tab

Select the trainee graduated

Click “Graduate Trainee”

Enter “Graduation date”

Select “Graduation Reason”

Mark the Box “Request Reimbursement”
Upload the Graduation Certificate

. Enter “Comments”

10. Click “Submit”

© O N U A WN R

On the Job Training: Graduate Trainee

Baker, Timothy Active

Graduation Information

GRADUATION DATE *
GRADUATION REASON

Select Graduation Reason

REQUEST REIMBURSEMENT ] Yes

SUPPORTING DOCUMENT(S)

Choose Files | No file chosen

COMMENTS =

1

. ‘ Submit | | Cancel |
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Mark Goal Complete

® Once all eligible training hours have been reported in DOORS the contractor is ready to request the OJT Goal be

considered complete in DOORS
e |f Contractor has fallen short of OJT commitment identified in the approved training schedule, contractor will be

required to submit Good Faith Efforts explaining the actions taken to meet the OJT goal on the project

1. Toggle back to the “Goal” Tab for the project that has completed all OJT opportunities
Click “Mark Goal Complete” (screenshot below)

a. Project will go to BECO for review to determine compliance with the OJT Program requirements

BECO Rev. 12/20/2023

Trainees
Actions Name Craft/Classification Training Hours Status
View Baker, Timothy LABORER: LABORER TRAIMEE LEVEL 1 - 60% Inactive
View Baker, Timathy LABORER: LABORER TRAINEE LEVEL 2 - 80% 235.00 Hours Reported Active
235.00 Hours Approved
View Nauen Lee POWER EQUIPMENT OPERATOR: POWER 365.00 Hours Reported Acrive
- BUsM, EQUIPMENT OPERATOR Trainee - Level 1 - 60% 365.00 Hours Appraved o
View Neuen, Lee CARPENTE RPENTER (Including cement 340.00 Hours Reported G
S INEE LEVEL 1 - 60% 340,00 Hours Approved cHvE
View Quingy, Samuel CARPENTER: CARPENTER {Including cement 1185.00 Hours Reported Actiy
- R form work) TRAINEE LEVEL 1 - 60% 1195.00 Hours Appraved o
View Vasquez, Linda MECHANIC: MECHANIC TRAINEE LEVEL 1 - 60% 385.00 Hours Reportad Active
385.00 Hours Approved
~ ‘ Mark Goal Complete | | Enroll a Trainee | | Return To List
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