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Purpose
e Resource guide with screenshots that will assist contractor’s staff with completing electronic OJT compliance
reporting activities on an ADOT FHWA funded construction project in DOORS

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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OJT Compliance Reporting Guide

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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My Contract Audits
My Workforce Audits
My Concessions

My Concession Audits
My Utilzation Plans
My Outreach

My Events

My Questionnaires

Message »
Settings »

Help & Support »
Logoff

< c
I Apps ADOT-Bookmarks @ Suggested Sites
Test
SYSIEIII Dashboard
B2GNew  cons
Total
& =
=] o
Home Soon to end (2 mo)
View »
My Alert . .
LA Certification Center
My Certifications
My Contracts

#, If your firm halds active certifications (SBE/MBE/WBE/DBE/HUB/=tc) from any organi

8 test2.gob2g.com/FrontPage/VendorMain.asp?XID=365

Imported From IE

@ ADOT DBE Systam

@ ADOT OJT lssue Tra..

ization

Displaying records assigne

@ ADOT DBE System

d to

, submit a request to add them to your accoun

u ADOT OJT Project T,

your company ¥

OJT Goal Assignment Screen

List the contractor’s projects that have an assigned OJT goal

Identifies project details:

Trainees pending action
Project status (Active, Pending, Complete)

Submit Training Schedule
Document your company’s commitment to meeting the project’s assessed OJT goal
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 fulfil OJT goal requirements
Contractor can revise training schedule throughout the life of the project.

Training schedule history kept to track previously approved/returned commitments

BECO Rev. 03/29/2022

Project title (TRACS# and project name)
Trainees required
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Contractor cannot enroll or transfer a trainee into a project until the project status is “Active” and training
schedule status is “Approved”

Transactions: On the Job Training Goal Assignments

ot e |

User Manual
Tide Goal Type GoslYear

Seat
Al v v Al v
Gabe Test Project 1: Gabe Test Project 1 0 Active
+122435C: Gabe Test Project2 0 mission (03/27/2020)
Support Home [ Drint This Dage | Brint To BOF | Translate
2020 £2Gnow. A1l rights raserved,

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
Click ”Submit Training Schedule” (Screenshot below)

On the Job Training: View Project Goal

Gos Ut | Conract | Gont| Toinas it | Trsining Rapert s | Mssaes

H122456C: Gabe Test Project 2 Acive Trainses:0
Prirme: VendorADGT1

Status: Pending Training Schedule Submission (03/27/2020)
Goal Type: Project Specific
Goal Assessec: 4 traines(s) 2400 hours
Goal Information

TRAINEE PROGRESS
TRAINING HOURS PROGRESS

PRIME CONTRACTOR

VendoraDoT1
CoNTRACTTITLE Gabe Test Project 2
GoALTYE Project Specific
o o

4wraineels); 2400 hours
GOAL COMMITMENT

No Commitment Entered
status Pending Tralning Schedule Submission (03/27/2020)
STAF CONTACTPERSON * ADOT stz

VENDOR CONTACT PERSON = Vendor ADOTI v

Training Schedule

TRAINING SCHEDULE DUE DATE 03/27/2020

TRAINING SCHEDULE ACTION Submit Training Schedule

Trainees

Na wrainees enralled

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

4.
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ADOT

Enter “Hour Commitment (Per Trainee)”
Enter “Approximate Start Date” trainee will start on the project

Click “Add Line Items” to add additional trainee classifications as needed

5
6
7. Enter “Approximate End Date” trainee will complete training on the project
8
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”
First level approval granted by the Field Office administering the project
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

“required entry

On the Job Training: Update Contractor Training Schedule

BUSINESS NAME
GOALASSESSED
ADDRESS

EMAIL ADDRESS

PHONE NUMBER

1. Contractor Information

VendorADOT1
4 trainee(s); 2400 hours

725 West Mcdwell Phoenix, AZ 85007
VendorADOT1 @b2gnowuser. com

(602)555.- 5555

g

{

g

I1. Trainin; tion
Hour Commitmen (Per
Contractor * ProgramType * CrafuCassification Trainee Commitmen: * e Apo Stars Dase Approximate nd Dat Actons
[Prime] VendorADOT1 ¥ ntice - FANN CONTRACTING IN. v | | LABORER: ASPHALT LABORER Trainer v 1 500 087012019 0212012020 De
[Prime] VendorADOT1 ¥ FANN CONTRACTINGIN v | | LABORER: GROUP 2 Train 1 600 080172019 02/20/2020 Delete
FANN CONTRACTINGIN v | | LABORER: ASPHALT RAKER Trainee Li ¥ 1 700 0870172019 0212972020 Delere
Apprentice FANN CONTRACTINGIN v | | LABORER: TRAFFIC CONTROLTECHNI ¥ 1 400 0870172019 0212972020 Delete
add Line em
Total Trainees Committed: 4
Total Hours Committed 2200

Choose Files | No file chosen

Astach GFE documenta sed Goal cannot be et or f the Training Program used on the project s not an *Approved” program
plete 2200 hours of OJT project due to site conditions, location, seope of work and projeet sequencing.

SUPPORTING DX
COMMENTS

11l. Acknowledgement Statement

|understand and wil comply fully with the plans and specifications under which ths training is being performes.

[ submit | | cancel |

Training Schedule approved by ADOT

System generates notification to the contractor that training schedule was “Approved”
Toggle back to the “Goal List” Screen by clicking “My OJT”

Project Status is now “Active”

Contractor can proceed with enrolling trainee(s)

BECO Rev. 03/29/2022
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Enroll a Trainee into the Project
e Document the trainees contact information

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

<« C @ test2gob2g.com/Fron # B® 00 02 0
B Apps il ADOT-Sookmarks @ Susgested i FromIE @) ADOTOSE System @ ADOTON Isue Tra. @) ADOTD8E System..  [Bl ADOTOIT PrjectT.. |/ DBE Gosls - UATTE
881 fransactions: On the Job Training Goal Assignments Help & Tools 3¢
System
- P e )
& = El User Mar
Home
View reons T GesiType GontYeur Drogras Ao S
My Alerts Al Al v Al v
My Certications
My Contrads 30 (o11912020)
 Coufact A s/0 01/19/2020)
My Workforce Audits ( )
30

My Outreach

My oIr
My Prevaiing Wage
Search »
Message »
Settings »
Help & Support »
Logoff

Shoudl e 4l

Home | Print This Page | Print To PDF | Trensiate|

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

C @ test2gob2g.com/Fro

ADOT-Bockmarks @ Suggested Sites

Imported From 1€ @) ADOT DEE System @ ADOTOfTIssue Tra.. @) ADOT DBE System... [P ADOT O

TBSt  i523001C 1303 and Northern parioay) Acive T
se201C
System ==

me: VendorADOT1

* @00 o002 @

Active
Goal Type: Project specific
(Goal Amounc: 3 trainee(s) 1800 hours

© 2 B 3 Goalinformation

(GOAL CREDIT PROGRESS
TRAINING HOURS PROGRESS
PRIME CONTRACTOR VendorADOTI
coNTRACTTITLE H523001C (L303 and Northern Parkway)
GoALTYPE

‘GOAL AMOUNT

STATUS

STAFF CONTACT PERSON *

ADOT Staff2

VENDOR CONTACT PERSON Vendor ADOT1

Training Plan

Help & Support »

Logoff

) TRAINEE ENROLLMENT DUE DATE 031172019

TRAINING PLAN HISTORY Aons  vemln o

Trainees

Norainees enrolled

Enroll aTrainee | | Return To List

BECO Rev. 03/29/2022
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Complete Enrollment Information for Trainee
e NOTE: All Trainees (including Project Engineer Trainees) must be on the contractor’s certified payroll (CPR)
® 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_Request@azdot.gov so Field Reports can activate the training classification for CPR

*0Old ADOT Training Program documentation will not be accepted; contractor must use their own approved program
forms or approved apprentice forms

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, Contractor, Wage, Start Date
c. Contractor: Identify which contractor the trainee is employed with
3. 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

N o ok

b. The system will generate a notification to ADOT to review and approve the Enroliment
8. Once approved status will update to “Active”
9. Repeat steps to add additional trainees as needed

Page | 8
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Withdraw Request

e If 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 accompishments

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
Click “Withdraw Enrollment”

On the Job Training: Review Enroliment

‘ ‘ Withdraw Enrollment

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

Page | 9
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test2.gob2g.com says

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

be undone.
‘ “ Cancel

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

EMTER: CARPENTER {Including cemant form Q.00 Howrs Reported

6. Training record can be resubmitted by clicking “Resubmit Enrollment” button once trainee is in “Withdrawn”
status (this will take you back to the enroliment screen where you can make edits to the trainees training
program and resubmit the enrollment to ADOT for approval)

On the Job Training: Review Enroliment

‘ ‘ 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

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

e 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

Page | 10
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® Only hours achieved the week of enrollment into DOORS and beyond should be reported in the monthly training

reports in DOORS and be eligible for the $3/hour reimbursement

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

Creste Training Report

6. Click “Edit Report” (Screenshot below)

Monthly Reports

July 2019 0871012019 Lincoln, Brenda A Audit no posted for this period.

‘ | 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 “Save Draft” if you want to report additional hours at a later date
Click “Submit Report” once you have reported all OJT hours achieved for the reporting month
Status Update

Ny .k wnN

BECO Rev. 03/29/2022
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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

On the Job Training: Edit Training Report

Report Information

REPORTING PERIOD. July 2018

Trainee Information

Delece

& &8 &8 &
\

Delete

Monthly Training Report Approved
e Toggle back to “Trainee” screen within the projects OJT module
e 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

Page | 12
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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

= = 3

: On the Job Training Goal Assignments m
List | Goal Mathodolop,

Home

Tive Gl Type Caal Year

[98/1972020)

e | Pt Toig Fuse | P To 0O | Travalnta

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)
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Trainees

Actions, me Classification Hours Completed Status

e 5. John @ 1010: Asphalt Raker - Level 1: 60% 205,00 Craduated

Lew Training Hours: 700 €redis:

View Lincoln, Brenda A 2010: Cement Mixer - Level 1: 50% 550.00 Adtive
Training Hours: 700 ; Credis:

View Jordan, Michael 6979: Electrician Level 1 (50%) 406.00 Active
Training Hours: 5000 Credits: 1

View Avalo, Mary G 1020: Asphalt Raker - Level 2: 75% 487.00 Active
Trsining Hours: 800 Cregis:

View Hellen, Mary 8983: Iron Worker Level 2 (75%) 335.00 Active
Training Hours: 750 Credis:

view Jordan, Michael 6999: Electrician Level 3 (90%) 144.00 Active
Training Hours: 6000 ; Credics: 1

o

Contractor is now on the “Trainee” Tab (Screenshot below)
d. Click “Transfer Trainee”
e. Proceedto Step 5

On the Job Training: View Trainee

L | st ity | oouman | e |

Py | pemesrems—"| pasewen | prosm—_—0| pae

Trainee Information

TRANING PRO 160,00 Hours Completed

Lincoln, Brenda A
Active

704

3436 £ Washington S5, Phoenix AZ, 83034

FHONE NuvEER 460 3892356
cmom Female
emmnicTY Caucasian
LAE0R REVEN COVPLETE! no

New Hire

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

1881 fransactions: On the Job Training Goal Assignments m
System

Goal List | Traing t [ Goal Methodology
B2GNeW
& =2 3 S
Home

User Manual
esort e To filer =

View » Actions Tite Goal Type Goal Year Progress Status.

My Alerts Al v
My Certifications

My Contracts

My Contract Audits
My Workforce Audits
My Concessions

My Concession Audits
My Utiization Plans 3of3re ec: Previous Page < Page
My Outreach

My Events

My Questionnaires
My Bid Solictations
My Messages

My oI

Al v Al v

2

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

Active

2

HB53201C (L202 to Funland, AZ) Project-specific 5/0 o Pending Training Plan Submission (01/19/2020)

2

H523001C (L303 and Northern Parkway) Project-Specific 3/6 o

Active

Customer support
Copyright © 2018 B2Gnow. Al rights reserved.

c. Click “View” next to the trainee that will be transferred to a different project
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©n the Job Training: Trainee List

Goal List | Trainee ust‘ Gcs\MethDdD\ugy‘

Help & Tools 3%

=rtDzre | mm/dd /yyyy ‘ Go ‘
— User Manual
n ticle. To filter cick drop down me:
ns Name Qassification Hours Completed status
Al T Al

View Avalo, Mary G 1020: Asphalt Raker - Level 2: 75% 287.00 Active
View Hellen, Mary 8980: Iron Worker Level 2 (75%) 335.00 Active
View Jordan, Michael 6978: Electrician Level 1 (60%) 496.00 Active
View Jordan, Michael 6990: Electrician Level 3 (90%) 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

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

On the Job Training: View Trainee

i e pr——

Graduste Trainee

Upgrade Trainee

160,00 Hours Completed

Nawe Lincoln, Brenda A
sTaTUs Active

7108

3456 £ Washington St Phoenix, AZ 85034

1380 590.2356

Female

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)

BECO Rev. 03/29/2022
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On the Job Training: View Trainee

P L ey e —" prosm—v—, | p—

roject Specific - HaZ3232C: Gabe Test Project 11

cnaci o undrssana 20 il zom

160.00 Hours Completed

Lincoln, Brenda A

Active
o6 710

ApoRESS 3455 £ Washingon St Phoenix, AZ. 85034

PHONE NUMEER o 0802356

GenoeR female

ETHNICTY Cavcasian

LABOR REVIEW COMPLETE? No

HRETYPE New Hire

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)

testZ.gobZg.com says

Are you sure you want to transfer this trainee to a 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)

BECO Rev. 03/29/2022
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11.

On the Job Training: Trainee List

Goal Ust‘ Contract ‘ Gca\l Trainee List @ | Monthly Report Ust‘ Messages ‘

H523001C (L303 and Northern Parkway)
+523001C
Prime: VendorADOT!

tatus: Active
Goal Type: Project:Specific
Goal Amaunt: 3 trainee(s); 1800 ho

User Manua
Act Nom Classfication Hours Completed Scatus
Al v Al
vew pvalo, Vo & 1020: Asphalt Raker - Level 2:75% 5700 actve
Ve Traiing Hours: 800; Credit: 1
View Hellen, Mary 8980: Iron Worker Level 2 (75%) 335.00 Active
e Traiing Hours: 750; Credic:
View Jordan, Michael 496.00 Active
View Jordan, Michael 6998 Electrician L. 144.00 Active
Training Hours: 5000
View Lincoln, Brenda A 2010 Coment MikerLevel 1 00% 550.00 Inactive
View Smith, John Q 1010: As 285.00 Graduated
Traning Hou

Return To Goal

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

(ol s | Cortract | Goat | Traine s | oty eport it | wessages |

HG53201C (1202 to Funland, AZ)
H653201C
Prime; VendorADOT1

Active Trainees: 1

Help & Tools 3¢

Status:
Goal Type:

User Manual

Project-Specific
Gosl Amount: 5 trainee(s); 3000 hours

Active

Actions Name

Classification

Al v

Hours Completed Status

s
e

Lincoln, Brenda A

2010: Cement Mixer - Level 1: 60%
Training Hours: 700 ; Credits: 1

All
None reported Active

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)

BECO Rev. 03/29/2022
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On the Job Training: Trainee List m

Goal List | Trainee List @ Gu;\Met’vcdc\Dg/l

mm/dd/yyyy ‘;‘

User Manual
Actions Name Classification Hours Completed Status
Al Y Al v
Avalo, Mary G 1020: Asphalt Raker - Level 2: 75% 2487.00 Active
n. Mary 8088: Iron Worker Level 2 (75%) 335.00 Active
dan, Michael 6979: Electrician Level 1 (60%) 496.00 Active
Jordan, Michael 6999: Electrician Level 3 (90%) 144,00 Active
Lincoln, Brenda A 2010: Cement Mixer - Level 1: 60% 550.00 Inactive
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

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

On the Job Training: View Trainee

conn o )[R P, [ [—

(Gommerrones | [Femnaeireigntoanes ) [Farsertoies| [Sobmkrarsehepes

Trainee Information

160.00 Hours Completed

NaE Lincoln, Brendia A
Active

7104

3486 € Washingeon St Phoeni, AZ, 85034
a50)999.2355

Female

Caucasian

No

New Hire

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)
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On the Job Training: Graduate Trainee Bl

Lineoln, Brenda A Active

Graduation Information

043012020

Select Graduation Reason ¥

SUBPORTING DOCUMENTIS h

No file chosen

COMMENTS » Trainee has shown proficient skills to graduate tojourney-level status

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

test?.gobZg.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)

On the Job Training: Trainee List Help & Tools 3%
Goal List | Trainee List @ | Goal Methodology ‘
= mm/dd/yyyy ‘ Go ‘
— User Manual
o et
Actions Name Classification Hours Completed status
Al Al
View Avalo, Mary G 1020: Azphalt Raker - Lavel 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 (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

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
Click the “Trainee List” Tab
3. Click “View” next to the trainee who is no longer working for the contractor (Screenshot below)

On the Job Training: Trainee List  Holo & Tools X |
Goal List | Trainee List@ | Goal Methodology ‘
mm/ddryyyy ‘ Go |
A User Manual
Actions Name Classification Hours Completed staws
ALY 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 (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 @ 1010: Asphalt Raker - Level 1: 60% 205.00 Graduated

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

On the Job Training: View Trainee '

Py | e —" | p—" | pro——

160.00 Hours Completed

Lincoln, Brenda A
Active

7104

3456 € Washingeon St, Phoenix, AZ. 35034
(a80)999-2355

Female

Caucasian

No

New Hire

6. Useris now on the “Terminate Trainee” screen

7. Complete all applicable termination information

a
b
C.
d
e

*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

ii. Ex. Trainee has quit due to health reasons

iii. Ex. Trainee was terminated due to not showing up for work

Click “Submit”

BECO Rev. 03/29/2022
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On the Job Training: Terminate Trainee

Lincoln, Brenda A Active

Termination Information

] X]

TERMINATION DATE + 0413012020
TERMINATION REASCN Resigned

SUPPORTING DOCUMENTIS)

COMMENTS «

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 to submit trainee for termination?

Status Change

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

ey P —

Termination Request

TERMINATION DATE

4020
TERMINATION REASON Resigned
suBMTTEDEY Vendor AD0T2
DATESUBMITTED 4020
comenTs

Trainge has quit our company for personal reasons

160.00 Hours Completed

Lincol

Pending n Approval (Mark Active)
7104
= 3456 € Washingeon S, Phoenix, AZ, 35034
one (a80)999-2355
ENDER Female

EmHIaTY cau

LABOR REVEW COMPLETE? No

HiRE TvPE New Hire

ECONOMICALLY DISADVANTAGED?

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

BECO Rev. 03/29/2022
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Submit Change Request
e Atrainee may choose to change their training classification
e Contractor will notify ADOT of change request in the OJT Module
[ s |
Py | ey | ey | pySmrrom—" | pre— -

1. Toggle back to the “My OJT” tab
2. Click “Trainee List” Tab
3. Click “View” next to the trainee with a change request
4. Click “Submit Change Request”(Screenshot above)
5. Useris now on the “Enroll a Trainee” screen

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)

BECO Rev. 03/29/2022
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'ATTACHED DOCUMENTS

H6652602C OJT GFE.paf

Training Information

TRAINING PROGRAM =

PROPOSED TRAINING CLASSIEICATION *

SUBCONTRACTOR =

TRAINING START WAGE *

TRAINING START DATE *

PROJECT NAME

CONTRACT REFERENCE / NUMBER

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

2400

07/01/2013

H523001C (L303 and Northern Parkway)

H523001C

Contractor Infermation

CONTRACTOR NAME
PHONE NUMBER
ADDRESS

EMAIL

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 training is being performed.

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

Submit Cancel

8. Status change

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

On the Job Training: View Trainee

Gontise corece | Gont | Tranes | waranyRepor i | Acvon gl oocumens | esses |

H523001C (1303 and Northern Parkavay)
HE23001C

Jordan, Michael: Change Request Pendi

Trainees Pending Resubmission: 1
Trainess Graused GFE:
Trsinees 2

View Change Request

Geal Amoun: 3 traines(s) 1800 hours

Trainee Information

TRAINING PR

SSN (LAST 4 DIGITS)

496.00 of 5000 Hours Reported; Training 10% Complete
2323

2323 E Apache Bivd, Tempe, AZ, 85281

(480) 2536987

Male

Black

No

NewHire

nked Trainng Records|

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. 03/29/2022
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O the Job Traming: Traiee List [V Toci % |

Goai st | Treinee s @ | Goal Metnocoiogy |

p— (=]
= R
= = === ==

F
2

Brenda A
Graduated

Smith, JonnQ

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

O the Job Traming: Traimee List [ 2 oa X |

GoalList | Trainee st @ | Goal M!r‘n:!nh:gy‘

p—— (=]

Aetions Name Cassificstion Hours Completedt stz

Al Al

View 5700 Graduated
View 500

View

View

View

View Lincain, Brenda A None reporied Active
View Smith, Jonn Q 295.00 Graduated

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

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

Toggle back to the “My OJT” tab
Click “Trainee List” Tab
Click “View” next to the trainee upgrading to the next training level

A wwnN e

Click “Upgrade Trainee”
Page | 24
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10.
11.
12.
13.
14.

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

Select Goal to Upgrade to
HE22223C. Gabe & Jolene Test Project T

‘

Click “Submit”
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

Trarafer Traines

Porpmt e

nsuate Traeme | | Terminate | Resign Tranee | | Trasstee Trainee | | Sunmis Crange Request | | Upgrace Trainee

1.

Toggle back to the “My OJT” tab
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Click “Trainee List” Tab
Click “View” next to the trainee transferring with carry over hours
Click “Transfer Trainee”

vk W

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
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

O the Job Training: Trainee List [E——

uuuuuu

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
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On the Job Training: View Project Goal

[ e p—

Goal Information

TRAINEE PROGRESS

13232320 Gabe Test Praject 11

sTaTUs

STAFF CONTACT RERSON -

D07 Sta2

VENDOR CONTACT PERSON = Vendor ADOTZ v

ADMINISTRATIVE FUNCTIONS Delete Goal

Training Schedule

o7rosrzots

Return Training Schedule For Update

Mark Goal Complete

e 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 If 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

Trainees
Actions. Name Craft/Classification Training Hours Status
LABORER: TRAFFIC SIGNAL/LIGHTING - Hours Reported :

View Tweedy, Caleb Inacrive

= weedy, Lale Trainee Period 1 - 60% D e e
. LABORER: TRAFFIC SIGNAL/LIGHTING - 152.00 Hours Reported N
dew Tweedy, Celed Trainee Period 2 - 20% 192,00 Hours Appraved feave
Mark Goal Complete | | Enroll a Trainee ‘ ‘ Return To List
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