OJT Compliance Reporting

Contents

[0 =T 1 o T 5 10 10 Nt 2
Access your projects With an assiZNed OJT 0@l ....ccc i e e e e e e e e st r e e e e e e e se e snsraaeeeeeeeesnnrreaeeeas 2
(O N I Lo T | I Fed o 01T 0 A Yol £ =TT o VPSSR 3
0] o o 11 W =Y LT T Y=Y o [=Te (1] =PRSS 3
Complete Training Schedule INFOrMAatioN ..........uii e e e e e et e e s et e e e s eabeeeeeabeeesenraeesennseeas 4
Training Schedule apProVed DY ADOT ...ttt e e st e e st e e s sebteeessbteeessasteeessastaeessastaeessssaeesssseeessnseneessases 5
ENroll @ Train@e INTO the PrOJECE ...uiii ittt rt e s st e e s sttt e e e s b et e e s s abeaeeesbeaeeesastaeessseaeessnseneessses 5
Complete Enrollment Information for TraiN@e .. ... vt e s st e e s s abe e e s s abee e e ssbeeessnreeas 6
Trainees are enrolled and ActiVe 0N the PrOJECT ....cccviii i e et e e e e rte e e e e eate e e s etree e e enntaeeeeanees 7
Y T oY o1V N = g TeTCl 2 =T o Yo o PSR PRPR 7
o TR\ FoT 0 o NV =TT (=TT 2= o Lo AU 8
Monthly Training REPOIt APPIOVE ......uviiiiiiiiiie ittt ettt ettt e e st e e st e e e sestteeesaateeeesaateeessasbaeeesastaeessasseeeesassaeessasseeessansennesnns 9
Transfer TrainEe DETWEEN PrOJECES. ... iiiiiiciiie ettt et e e e e s st e e e e seatee e e saataeeesantaeessassaeeesanseeessanseeessanseeessnns 10
(O] Lo [V N d I T I 1 =T IO OO OO TP PSPPI 13
TErMINAtE/RESIZN TIAINEE ....vviiirieetee ettt ettt ete e ettt e ettt e e teeesteeeebeeeeteeesabeeesaseeesbeeaabeseasseesasesesssesssesesseesnbeesnsesenssessnseeenses 15
SUDMIE CRANEE REQUEST ... .eeiiiieiiee ettt ettt e e et e e e e ette e e e ettt e e e e e ttaeeeeaateeeeestaeeeesbaaeeastaeeeanssaeesanstaeesanstaeesastaeesastneesansens 17
L8107 To LT I 11 = T RS 19
Transfer With Carry OVEr HOUE REQUEST........uiii it ccttee sttt e s st e e st e e e seat e e e e seataeeesstaeessasbaeeesnsaeessanseeessnsseeessnns 20
Transfer With Carry OVEr HOUIS APPIOVEM .....cicciiiiiiiiiie sttt seitee s sttt e s s tee e e ssataeeesestaeeesastaeeesassaeessassaeessssseesssasseeessnsseeessns 21

Page | 1
BECO Rev. 09/20/2020



OJT Compliance Reporting

Log in to DOORS
1. Use the following link to access DOORS (formerly known as ADOT DBE System):
a. http://adotdoors.dbesystem.com/

2. Login using your “Username” and “Password”

DOORS

DBE & OJT Online
Reporting System

Click Help/Support for assistance and/or training offerings.

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

ADOT & Online
Reportlng System

On 6/1/2020 the ADOT DBE System was renamed ADOT DOORS. There is also a new link,
http://adotdoors.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 contracts 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.

P -4 N W B e g T TR i | A

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
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& C @ test2gob2g.com/FrontPa rMain.asp?XID=3654
552 Apps ADOT-Bockmarks @ Suggested Sites Imported From IE o ADOT DBE Systern @ ADOT OJT Issue Tra.., o ADOQT DBE System. ﬂ ADCT QJT Project T)
Test
syslﬂlﬂ Dashboard Displaying records zesigned to | your company ¥ K
Al
B2GNew  comm
Total [ 4
: ota
& =
Open [
Home n to end (3 mo) s A
View »
My Alerts - . N
2= Certification Center
My Certifications
MjED Tl %, I your firm holds active certificstions (SBE/MBE/WBE/DBE/HUB/ste) from any organization, submit = request to 2dd them to your account. 5

My Contract Audits
My Workforce Audits
My Concessions [0
My Concession Audits
My Utiization Plans
My Outreach

My Events

My Questionnaires

My Bid Solicitation }F
My Messages N
My OIT

My Prevailing Wag

1
d
Search » j
Message » T
Settings » L
Help & Support »

Logoff
Show Al Hide Al q

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

e Contractor can utilize subcontractor’s trainees to fulfil OJT goal requirements

e Contractor can revise training schedule throughout the life of the project.

e Training schedule history kept to track previously approved/returned commitments

e 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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OJT Compliance Reporting

Transactions: On the Job Training Goal Assignments

T

rrrr

Active

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)

On the Job Training: View Project Goal

Goal Type:
s

Goal Information

TRAINEE PROGRESS

TRAINING HOURS PROGRESS

BRIVE CONTRACTOR

VendorADOT1

CONTRACTTITLE
GOALTYPE

COAL ASSESSED

GOAL COMMITMENT

le Submission (03/27/2020)

Training Schedule

TRAINING SCHEDULE DUE DATE

0372772020
TRAINING SCHEDULE ACTION Submit Training Schedule

Trainees

Nowrainees enrolied

Return To List

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%

Enter “Trainee Commitment” working in this classification on this project
a. Ex.1,2,3,4

Enter “Hour Commitment (Per Trainee)”

Enter “Approximate Start Date” trainee will start on the project

Enter “Approximate End Date” trainee will complete training on the project
Click “Add Line Items” to add additional trainee classifications as needed
Click “Choose Files” if attaching GFE with the schedule

WK No WU

BECO Rev. 09/20/2020
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OJT Compliance Reporting

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

On the Job Training: Update Contractor Training Schedule

* required entry

I. Contractor Information

VendorADOT1

4 trainee(s); 2400 hours

725 West Mccwell Phoenix, AZ 85007
EMAIL ADDRESS VendorADOT1@b2gnowuser.cor

PHONE NUMEER (602) 555 - 5555

— N l e e @

e Cammmen e

Contractor * Program Type CatCassification © Trainee Commitment Approsimate Start ate * Approsimate End Dace * hetions
[Prime] VendorADOT! ¥ Apprentice - FANN CONTRACTING IN_ ¥ | | LABORER: ASPHALT LABORER Traines v 1 500 080172019 0212912020 e
[Prime] VendorADOTI ¥ Apprentice - FANN CONTRACTING IN_ ¥ | | LABORER: GROUP 2 Trainee - Level 3 7 1 600 08/01/2019 021292020 Deles
[Prime] VendorADOTI ¥ Apprentice - FANN CONTRACTING IN_ ¥ | | LABORER: ASPHALT RAKER Trainee Li T 1 700 080172019 021292020 Deet
[Tier 1] VendorADOT2 v Apprentice - FANN CONTRACTING IN_ v | | LABORER: TRAFFIC CONTROL TECHNI v 1 400 08017201 021292020 Delete

Adg Line tem

Total Trainees Committed: 4
Total Hours Committed: 2200

SUPPORTING DOCUMENTS Choose Fies | No file chosen
Attach GFE documentation if Assessed Goal cannot be met or i the Training Program used on the projectis not an *Approved” program.
comET Ican only wraining proy t© fons, location, scope of

1I1. Acknowledgement Statement

@ By checking this box, | underscand and will comply fully with the plans and specifi unGer which this training is being performed.

B

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”
e 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
o Document trainees training program type (Apprentice, Trainee) and training classification
e Upload Apprentice Certificate/Trainee Certificate to LCPTracker eDocuments for ADOT review

BECO Rev. 09/20/2020
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< C @ test2gob2g.com/FrontPage/VendorMainasp?XID=9914

55 Apps [1] ADOT-Bookmarks @ Suggested Sites

188t Transactions: On the Job Training Goal Assignments

Imported From £ @) ADOT DBE System @ ADOT OJT Isue Tra

@ ADOTDEE Syster.. [ ADOTOIT Project .. | DBE Gosls - UATTE

* B@ 00 °0® 0
Help & Tools 3¢

System
Goal Usrl Traines Lt | Gosl Methodalagy |

B2GNewW

& = E] User Mar

Home =

P Actions T Goni Type GoatYear progress status

Al Ao A N

3/0 (01/19/2020)
s/0 (01/19/2020)
3/0

My Events

o | int This Dage | Drint To 50F | Transats

My Questionnaires
My Bid Solicitations.

My Messages
My oIr

My Prevaiing Wage
Search »
Message »
Settings »

Help & Support »
Logoff

Soual el

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

C @ test2gob2g.com/Fro;

* B@00 02 O

Goal Information
GOAL CREDIT PROGRESS.
TRAINING HOURS PROGRESS

PRIME CONTRACTOR

CONTRACTTITLE

VendorADOT1

H523001C (L303 and Northern Parkway)

ADOT-Bookmarks @ Sugg £ @ ADOT DBE System @ ADOTOMIssue Tra.. @) ADOTDBESystem.. [ ADOT OIT Project .. | DBE Goals - UATTE
Test H523001C (1303 and Northern Parkway) Active Trainees: 0 Pt
System  [EEC vors Gos Aol 3 trinetor 1800 murs
B2GNewW
Y &

GoALTYPE
GOAL AMOUNT
stATUS
STAFF CONTACT PERSON * ADOT Staf2
wyar
vy Prevsing Woge VENDOR CONTACT PERSON + Vendor ADOTH
Search »
Message »
Settings »
Help & Support » Training Plan
Logoff
T TRAINEE ENROLLMENT DUE DATE o3mi20s
TRAINING PLAN HISTORY Actions sos Dsesubmi @  owenew —
R Submis
Visw Approved Submis

Trainees

No trainees envolled

[ EmroliaTrainee | | RetunTo List

=

Complete Enrollment Information for Trainee

1. Click “New Hire”

2. Complete all enrollment Information:

a. *Denotes a required entry
b. Trainee Name, SSN, Address, Phone Number, Gender, Ethnicity, Hire Type, Training Program, Training

Classification, Subcontractor, Wage, Start Date

3. Click “Choose Files” to attach trainees apprentice certificate/trainee certificate
a. BECO has committed to reviewing the cert in LCPTracker’s eDocuments. This is not a mandatory field

4. Click the “Acknowledgement” Box
5. Add “Comments” for ADOT review

Page | 6
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OJT Compliance Reporting

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 Enrollment
i. Once approved status will update to “Active”.

Repeat steps to add additional trainees as needed

Trainees are enrolled and Active on the project

System generates notification to the contractor that trainees enrollment was approved

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

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 based on your project’s certified payroll

Page | 7
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1. Toggle back to the Project’s “Goal” tab to add monthly training reports
Click “View” next to trainee to add a monthly trainee report (Screenshot above)
3. Click “Add Training Report” (Screenshot below)

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

2010-Juty v |

6. Click “Edit Report” (Screenshot below)

Monthly Reports

July 2019 ortoizots Lincaln, Brenda A Audfcnos posted for i pericd.

‘ Return ‘ ‘ Add Monthly 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
Click “Training Hours for Payroll Period” and report OJT hours achieved
Click “Add Line Item” to report additional OJT hours during rating period
Add “Comments” for ADOT review
Click “Submit Report” once you have reported all OJT hours achieved for the reporting month

o vk wnN

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”
7. Repeat steps to report OJT hours for all trainees working on the project as needed

BECO Rev. 09/20/2020
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On the Job Training: Edit Training Report

17X

Report Information

REPORTING PERIOD. July 2018
s Pending Submission

Trainee Information

TRAINEE NAME

Lineoln, Brenda A

04
LABORER: GROUP 2 Tra 3-70%
VendoraDOTZ
mENTS E 14, coral = 160]
2
Training Information
TOTAL HOURS PRIOR TO THS TRANING REPORT PERIOD [
ot rcs Trsining Hours tr Pyl e e
070572019 « o0
oz ) Deie
omnszne ) Dol
omez0e ) ese
scg Lne i

Monthly Training Report Approved
e Toggle back to “Trainee” screen within the projects OJT module
e Monthly Report Status is now “Approved”
e 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 e Job Traing: View Profct Gt [orare % IR

Goal Information
TRAINEE PROGRESS

TRAINING HOLRS PROGRESS

H212121C: Gabe Test Project 12

Active
STAFF CONTACT BERSON + ADOTSEaf2
VENDOR CONTACT PERSON = Vendor ADOTZ v

Training Schedule

ST

Page | 9
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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.

Test
System

B2Gnew

Transactions: On the Job Training Goal Assignments

Goal Uizt | Traines Lt | oat Mathodolagy |

= = @B @
Home
iew aetiomn Tive Gl Type Gaal Year o st
an . Ao Al
30
500 0 g T [98/1972020)
a1 26

Hime | Brnt Thig Fye | P To #0F | Tracaints

1. Contractor toggles back to the “My OJT” tab.
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)

Traine|
Name Classification Hours Completed Status
Smith o @ 1010: Aspha Raker- Leve 1:60% 205,00 Craduated
raining Hor
View Lincoln, Brenda A 2010: Cem er - Level 1:60% 550.00 Adtive
Training Hours: 700 ; Credis:
View Jordan, Michael 6979: Electrician Level 1 (60%) 496,00 Active
Training Hours: 5000 Credits: 1
view Avalo, Mary G 1020: Asphalt Raker - Level 2: 75% 487.00 Active
Training Hours: 800 €redis:
Vview Hellen, Mary 8920: Iron Worker Level 2 (75%) 335.00 Active
Training Hours: 750 Credis:
View Jordan, Michael 6999: Electrician Level 3 (50%) 144.00 Active
Training Hours: 6000 Credits: 1

c. Contractor is now on the “Trainee” Tab (Screenshot below)
d. Click “Transfer Trainee”
e. Proceedto Step5

On the Job Training: View Trainee

G e (Teminae g anes | [T e | swmcrorgs | [vegaseTranes

Trainee Information
TRAINING PROGRESS 160.00 Hours Completed

Nave Lincoln, Brenda A

starus Active

ssNqasT2DIGTS) 7108

sopRess 3455 € Washington S, Phosni, AZ, 85034
PO HuvEER 450 3092356

ceom Female

ey Caucasian

Lagon ReviEn couRLETE No

i New Hire

ECONOMICALLY DISADVANTAGED?

BECO Rev. 09/20/2020
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4. By “Trainee List” (Option 2)
a. Click “My OJT” tab
b. Click the “Trainee List” tab (Screenshot below)

T8t fransactions: On the Job Training Goal Assignments m
System

Goal Uist | Trainee Llst] Goal Methy dc\cgy]
B2GNew
L - ] User Manua
Toresort e To ker E
Home

View » Actions Tite Goal Type Goal Year Progress Status

My Alerts an v Al v Al v
My Certifications

My Contracts

My Contract Audits
My Workforce Audits
My Concessions

My Concession Audits
My Utiization Plans 30f3 records displayed: Previous Page <Page| 1 v |>Next Page
My Outreach

My Events

My Questionnaires
My Bid Solictations
My Messages

My oI

2

HB82801C (111 to Vegas) Project-specific 3/0 o Active

E |

H653201C (L202 to Funland, AZ) Project-Specific s/0 0 Pending Training Plan Submission (01/19/2020)

2

H523001C (L303 and Northern Parkway) Project-Specific 36 0 Active

mer Support
Copyright © 2019 B2Gnow. Al rights reserved.

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

3
On the Job Training: Trainee List Help & Tools 3
Goal List | Trainea List | Goal Methodology
D= mm/dd/yyyy ‘ Go ‘
) user Manuat
iker cick crop down me:
Actions Neme Cassinication Hours Completed status
Al T Al -
Avalo, Mary G 1020: Asphalt Raker - Leval 2: 75% 487.00 Active
Hellen, Mary 8989: Iron Worker Level 2 (75%) 335.00 Active
Jordan, Michael 6979: Electrician Level 1 (60%) 496.00 Active
y Jordan, Michael 6909: Electrician Level 3 (30%) 144,00 Active
View Lincoln, Brenda A 2010: Cement Mixer - Level 1: 60% 550.00 Active
View Smith, John Q 1010: Asphalt Raker - Level 1: 60% 295.00 Graduated
<t Previous Page <Page| 1 v |>Next Page

d. You are now on the “Trainee” Tab
e. Click “Transfer Trainee”

o e e ey e

Trnees 1

ey, | ey, | ey pyon—— oo

Trainee Information

TRAINING PROGRESS 160.00 Hours Completed

Lincoln, Brenda A

Active
106 7108

3456 € Washington St Phoanix AZ 85034

SHONE NUVEER ta80) 9992356
canomR Female
eumicTy Coucasian

no

New tire

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

Page | 11
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8. Click “Transfer” (Screensh

ot below)

On the Job Training: View Trainee

[Ty P |

v | e — pwe e | prosym—rasey | —"“—"

Transfer Trainee

TRANSFERTO «
REQUEST CARRY OVER HOURS?

ACKNOWLEDGEMENT -

) -

ProjectSpecifc - H323232C: Gabe Test Project 11 v

4

Trainee Information

TRANING PROGRESS
NAME

stanus

SN WAST 201GTS)

AD0RESS

160.00 Hours Completed
Lincoln, Brenda A
Active

0e

3456 E Washington Se, Phoenix, AZ. 85034

PHONENUMBER e 0902355
eos Female
Ty Caucasian
LABORREVIEN COMPLETE? No

HRETE New

ECONOMICALLY DISADVANTAGED?

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

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

test?.gobZ2g.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)

©On the Job Training: Trainee List Help & Tools 3¢

Goal Ust] [un(ra(t] Goal ] Trainee List @ | Monthly Report Usl] Messages]

H523001C (L303 and Northern Parkway)
H523001C
Prime: VendorADOT1

Trainees Pending Resubmission: 1 Staws: Active
Trainees Graduated/GFE: 1 Goal Type: Project-Specific
Active Trainees: 4 Gosl Amaunt: 3 trainee(s); 1800 hours

Return To Goal

user Manual
resort cick column . To iler ik drop down e
Acti Namn Classfication Hours Completed status
Al Al
e vl Mary & 1020; Asphalt Raker - Level 2: 75% 700 e
Miew Trtning Hours: 800, Creais: 1
vew el Wary 8985: Iron Worker Level 2 (75%) 33500 rcte
Yiew Trining Hours: 750 Creais: 1
View Jordan, Michael curician Level 1(60%) 496.00 Active
5000; Credits: 1

View Jordan, Michael 6999: Electrician Level 3 (90%) 144.00 Active

Trining Hours: 6000 Creas: 1
View Lincoln, Brenda A 2010: Cement Mixer - Level 1: 60% 550.00 Inactive

Tratning Hours: 700; Credis: 1
View Smith, John Q 1010: Asphalt Raker - Level 1: 60% 205.00 Graduated

Training Hours: 700; Crecis: 1

ayec: Previous Page <Page| 1 v |>Next Page

BECO Rev. 09/20/2020
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11.

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

©On the Job Training: Trainee List

Goal u;t] [un(ractl Goal l Trainee List

Monthly Report List ] Messages ]

H53201C (L202 to Funland, AZ)
H653201C
Prime: VendorADOT1

Active Trainees: 1

Help & Tools 3¢

Status: Active
Goal Type: Project-Specific
Gosl Amount: 5 trainee(s); 3000 hours

User Manual
Toresort fiter i drop cown mer
Actions Name Classification Hours Completed Stacu
Al Al
Vview Lincaln, Brenda A 2010: Cement Mixer - Level 1: 60% None reported Active
Training Hours: 700 Credis:

splayed: Previous Page < Page| 1 v |>Next Page

Return To Goal

Graduate a Trainee

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

graduate to journeymen or journey-level status.

Toggle back to the “My OJT” tab

Click “Trainee List” tab to show all enrolled trainees for the contractor
Click “View” for the trainee who will be graduated (Screenshot below)

©On the Job Training: Trainee List

Goal List | Trainee List @ Goa\MEthodo\agyl

Help & Tools 3¢

Date | mm/dd/yyyy ‘ Go ‘
) User Manual
To resart click alumn tite. To filter lick drop down m
Actions Name Classification Hours Completed status
Al Y Al M
View 1o, Mary G 1020: Asphalt Raker - Level 2: 75% 287.00 Active
View ellen, Mary 8080: Iron Worker Level 2 (75%) 225,00 Active
View Fdan, Michael 6978: Electrician Level 1 (60%) 496.00 Active
View Jordan, Michael 6998: Electrician Level 3 (90%) 144,00 Active
View Lincoln, Brenda A 2010: Cement Mixer - Level 1: 60% 550.00 Inactive
View Lincoln, Brenda A 2010: Cement Mixer - Level 1: 60% None reported Active
View smith, John Q 1010: Asphalt Raker - Level 1: 60% 295.00 Graduated
splayed: Previous Page < Page| 1 v |> NextPage

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

On the Job Training: View Trainee

| o o | T @ | e | s | s |

ness:2

- e e e e

a2 Gabe Tt Project 11
1 VendsrADOT2

Trainee Information

TRAINING PROGRESS 160.00 Hours Completed

Navie Lincoln, Brenda A
sTaus Active

SN LaST2 DIGTS) 7104

sooREss 3456 E Washingtan 5. Phoenix, AZ. 83034

PHONE NUMBER (450 999-2350

GevoER

emmiaTy

ECONOMICALLY DISADVANTAGED?

BECO Rev. 09/20/2020
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OJT Compliance Reporting

6. Contractor is now on the “Graduate Trainee” screen
7. Complete all applicable graduation information
*Denotes a required entry

Graduation Date

Graduation Reason

o 0 T o

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)

On the Job Training: Graduate Trainee 2]

Lincoln, Brenda A Active

Graduation Information

SUBPORTING DOCUMENTIS

COMMENTS +

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?

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)

Page | 14
BECO Rev. 09/20/2020



OJT Compliance Reporting

== | mm/dd/yyyy

On the Job Training: Trainee List

Goal List | Trainee List@ | Goal Methodology ]

Help & Tools 3%

User Manual
e. To filter c & enu

Actions Name Classification Hours Completed Status

Al Al

View Avalo, Mary G 1020: Asphalt Raker - Level 2:75% 487.00 Graduated

View Hellen, Mary 8989: Iron Worker Level 2 (75%) 335.00 Active

View Jordan, Michael 6979: Electrician Level 1 (60%) 496.00 Active

View Jordan, Michael 6999: Electrician Level 3 (30%) 144.00 Active

View Lincoln, Brenda A 2010: Cement Mixer - Level 1: 60% 550.00 Inactive

View Lincaln, Brenda A 2010: Cement Mixer - Level 1: 60% None reported Active

View smith, John Q 1010: Asphalt Raker - Level 1: 60% 295.00 Graduated

ed: Previous Page < Page| 1 7 [>NextPage

Terminate /Resign Trainee

Document trainees or apprentices who no longer work for the contractor for any reason (resigned, terminated,

reduction in force)
Toggle back to the “My OJT” Tab
Click the “Trainee List” Tab

Click “View” next to the trainee who is no longer working for the contractor (Screenshot below)

On the Job Training: Trainee List

Goal List | Trainee List @ Goa\MEthodolugyl

Help & Tools 3%

Al ¥ All v

View Avalo, Mary G 1020: Asphalt Raker - Level 2: 75% 487.00 Graduated

View Hellen, Mary 8989: Iron Worker Level 2 (75%) 335.00 Active

View Jordan, Michael 6979: Electrician Level 1 (60%) 496.00 Active

View Jordan, Michael 6999: Electrician Level 3 (30%) 144.00 Active

View Lincoln, Brenda A 2010: Cement Mixer - Level 1: 60% 550.00 Inactive

View Lincoln, Brenda A 2010: Cement Mixer - Level 1: 60% None reported Active

View Smith, John Q 1010: Asphalt Raker - Level 1: 60% 295.00 Graduated

played: Previous Page < Page| 1 v |>Next Page

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

On the Job Training: View Trainee

st | st | ramee

s | | S | v |

Py | pe——"— | —

|

Trainee Information

TRAINING PROGRESS 160.00 Hours Completed

NavE Lincoln, Brenda A
Active

7108

3456 E Washingtan 5. Phoenix, AZ. 83034
a50) 988 2356

Female

6. Useris now on the “Terminate Trainee” screen

7. Complete all applicable termination information

BECO Rev. 09/20/2020
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OJT Compliance Reporting

*Denotes a required entry
Termination Date
Termination Reason
Click “Choose Files” to add supporting document(s) if applicable
Add “Comments”
i. Ex. Trainee has quit our company for personal reasons

® o 0 T o

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

On the Job Training: Terminate Trainee

Lincaln, Brenda A Active

Termination Information

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

test?.gobZ2g.com says

Are you sure you want to submit trainee for termination?

9. Status Change
a. Trainee status is now changed to “Pending Termination Approval” (Screenshot below)
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OJT Compliance Reporting

Termination Request

TERMINATION DATE
TERVINATION REASON
sUBMTTEDEY
DaTEsURMTTED

04302020
Resigned

Vendor ADOT2

04730

Traine has quit our co

emiaTy

LABOR REVEW COMPLETE?

HR

ECONOMICALLY DISADVANTAGED?

16000 Hours Completed

Lincoln, Brenda A

Pending Termination Approval (Mark Active)

7104
3456 € Washingeon S, Phoenix, AZ, 35034
(a80)999-2355

Female

Caucasian

No

New Hire

b. The system will generate a notification to ADOT to review and approve

C.

Once approved trainee status will update to “Terminated” (Screenshots below)

On the Job Training: Traines List

e |

v

PROJECT ENGIN: PROJECT ENG!
LeveL

25 2007 O TRANEE

Submit Change Request

e Atrainee may choose to change their training classification

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

On the Job Training: View Trainee

o T e e | acton i | et | s |

anas2

prmeen | prnesmermey | sl pre——" | fr—

500.00 Hours Completed
Hill, Henry

Active

021

721 N Bikmars Dr. Phoenix, AZ 85029
o532 1853

wate

Caucasian

o

New ire

No

L)

vk wnN e

a.

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 "Enroll a Trainee” screen
Select the trainees “Training Program”

b. Select the new “Proposed Training Classification”

BECO Rev. 09/20/2020
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OJT Compliance Reporting

c. Add “Comments” for ADOT review
6. Check the “Acknowledgement” box
7. Click “Submit” (Screenshot below)

'ATTACHED DOCUMENTS

H6882602C OJT GFE pdf

Training Information

TRAINING PROGRAM =

PROPOSED TRAINING CLASSIFICATION *
SUBCONTRACTOR =

TRAINING START WAGE *

TRAINING START DATE *

PROJECT NAME

DOL Training Program ¥
5040: Plumber Level 1 (75%) (Training Hours: 800; Credits: 1) ¥
[Tier 1] VendorADOT2 ¥

2400

07/01/2019

H523001C (L303 and Northern Parkway)

PHONE NUMBER
ADDRESS

EMAIL

CONTRACT REFERENCE / NUMBER H523001C
Contractor Information
CONTRACTOR NAME VendorADOT1

(602) 555 - 5555
725 West Mcdwell Phoenix, AZ 85007

VendorADOT1@b2gnowuser.com

Acknowledgement Statement

COMMENTS

@ By checking this box, | understand and will comply fully with the plans and specifications under which this trainingis being performex.

Trainee decided they wanted to be a trainee as a Plumber Level 1 (75%)

8. Status change

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

On the Job Training: View Trainee

H523001€ (1303 and Northern Parkway)
Hs23001C

orree VenderADoTI
Jordan, Michael: Change Request Pending -

oat e | comrac | ot | Trainee | wioneny mepore e | acuzn sty | Do

Trainess Pending Resubmission: 1
Trainees Gradusied/GFE:3

View Change Request

Help & Tools 3¢

.

Active
Goal Type: Projectspecific
Gosl Amount 3 trainesi(s}: 1800 hours.

Trainee Information

TRAINING PROGRESS

SEN (LAST 4 DIGITS)

496.00 of 5000 Hours Reported; Training 10% Complete
2323

2323 E Apache Bivd, Tempe, AZ, 85281

(480) 253-6087

Male

Black

No

NewHire

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

BECO Rev. 09/20/2020
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OJT Compliance Reporting

O the Job Training: Tnes List oo 2 oo X ]
Gosi st | Treinee i@ | Goat etnosotegy |
[ — =3
= e Gasstction e =
v AI\ -

View el My & w700 Graduated

view Hellen, Mary 3500 Terminaced, GFE Awsres

vew Jerean, bicnzel 9600 Acve

view Jordan, Michee! 14400 .

view incein,Brend & s5000 —

view Linceln,Brenda & None reported .

View Smith, JohnQ 295.00 Graduated

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

On the Job Traming: Traies List o 7o 3¢ ]

Gosi s | Tranee e | ol Mithoserogy |
oxe ey [
) .
- o
View Smith, John Q 295.00 Graduated

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

Upgrade Trainee

e 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

prmmmmnen | prnesyemnmey | pewmw | prsee—"—" | [roe—"

Trainee Information

TRANNG PROGRESS 500.00 Hours Completed

Navie Hil, Henry

starus Active

SSNILAST sDIGTS) 21

soomess 8721 N Bikmore Dr. Phosnix, AZ, 85029

PHONE NUMBER (6021332-1633

= Wale

ECONOMICALLY DISADVANTAGED? No

Toggle back to the “My OJT” tab

Click “Trainee List” Tab

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

vk wnN e

Click the “Select Goal to Upgrade to” drop down and select which project the trainee is completing upgrade on
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OJT Compliance Reporting

Select Goal to Upgrade to
H222222(: Gabe & Jolene Test Project ¥
#

6. Click “Submit”
7. 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
8. Select the applicable training program
9. Select the upgraded training classification/level
10. Select the applicable subcontractor the trainee belongs too
11. Select the applicable trainee start date (date trainee started working in the new classification/level)
12. Check the “Acknowledgement” box
13. Click “Submit” (Screenshot below)
14. Status change
a. Trainee status updates to “Submitted, Pending Approval”
b. System generates a notification to ADOT to review upgrade request
¢. 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
e [f 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
e Trainee must transfer to the new project to be eligible for Carry Over Request
e ADOT will review Carry Over Request and approve or deny

Peret e

Gasuate Traeme | | Terminate | Resign Tranee | | Trasster Trainee | | Sunmis Crange Request | | Upgrace Trainee

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”

vk wnN e

Click the “Transfer To” Drop down Box
a. The Drop down Box will show contractors’ “Active” projects with an “Approved” training schedule
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OJT Compliance Reporting

b. Select the Project the trainee is transferring to
6. Click the “Request Carry Over Hours” drop down box
7. Select “Yes”
8. Click the “Carry Over Hour Amount” box

a. Record the trainees OJT hours the contractor is requesting to carry over to the new project

9. 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

On the Job Training: Traines List

nnnnnnnnnnnnnnnnnnnnnn

......

Transfer with Carry Over Hours Approved

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

e 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

BECO Rev. 09/20/2020
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