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Volume Two (2) Introduction

Welcome to My Employer Workspace Delno Kercher.
This page introduces you to features available in the system, lets you customize the content you are interested in, and offers suggestions to
you. Please make a selection from the items below.

EMPLOYMENT
TEMIN NG PANEL

[ My Employer Workspace | (§ ™
PURLTIEVNE P Directory of Services

My Employer Dashboard

Directory of Services (=] My Messages ® || E My Correspondence ® [| & My Calendar ®

——— - “ January 2016 "o
[ Quick Menu 0 Unread Messages = Oletters
= s M T w T F S
Employer Resources  + 7 8 29 30 N 1 2
- N7 0 Read Messages 0 Correspondence Templates 3 4 5 6 7 8 9
Employer Portfolio
10 111z 13 14 15 16
B Services for Employers Enter the Message Center () Enter the Correspondence Center (g)) 7] 18] 19) 0] ) np B
425 26 27 18 19 30
Education Services L 31 1 2 3 4 5 6
Labor Market Services * =) Labor Market Services ® 0 New Appointments
— 0 Upcoming Events
B ET . Labor Market Facts
Find ansvers ta commonly asked Enter the Appointment Center ()
ETP Applications questions about the local labor
market.

Area Profile
Access a summary of the labor
market in a selected area

[ Other Services

Communication Center *
Industry Profile
Appointment Center ~ * Access labor market information
e —— on industries in a selected area.

Assistance Center

— Occupational Profile
Learning Center Access labor market information
s onoccupations in a selected
area

- Educational Proile
Access labor market information
on education programs in a
selected area.

More Labor Market Services ()

Welcome to the Employment Training Management System (ETMS) Customer Guide (Guide). The
Guide is published as seven (7) Volumes and covers the key features and functions of the system. In
combination with the customer videos, available on the ETP Web Site, it provides the needed
training and reference materials to support the use of this web-based system.

This Volume has two (2) chapters. Chapter 4 addresses the procedures for a Single Employer or
their representative(s) to submit a Preliminary Application. Chapter 5 addresses the process and
required data for a Multiple Employer Contractor or their representative(s) to submit a Preliminary
Application.

Guide Organization

In the Summary of the ETMS Customer User Volume Table the general contents for each Volume is
shown.

Summary of ETMS Customer User Guide

Volume/Chapter Number Title and Content Focus

Volume One (1) Overview, Navigation and Registration
Chapter One (1) ETMS Overview - Workflow and System Access
Chapter Two (2) My Employer Dashboard and Left Navigation Menu Features
Chapter Three (3) Employer Registration and Orientation

Volume Two (2) Preliminary Application Submittal
Chapter Four (4) Single Employer

ETP Employer User Guide Volume Introduction Page - ii Version: Initial Release 1.0 10/2016
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Volume/Chapter Number

Title and Content Focus

Chapter Five (5)

Multiple Employer Contractor

Volume Three (3)

Application In-Progress

Chapter Six (6)

Single Employer

Chapter Seven (7)

Multiple Employer Contractor

Chapter Eight (8)

Processing Waivers

Chapter Nine (9)

Certification Process

Volume Four (4)

Contract Development

Chapter Ten (10)

Panel Proposal (ETP Staff — Customer View and Print Only)

Chapter Eleven (11)

Contract Processing (ETP Staff — Customer View and Print Only)

Volume Five (5)

Contract Management

Chapter Twelve (12)

Revisions — Technical Changes, Modifications and Amendments

Chapter Thirteen (13)

Monitoring

Chapter Fourteen (14)

Contract Close Out

Volume Six (6)

Invoicing and Trainee Hours Tracking

Chapter Fifteen (15)

Enrollment

Chapter Sixteen (16)

Trainee Hours Tracking

Chapter Seventeen (17)

Invoicing

Volume Seven (7)

Links to Reference and Help Materials
= Frequently Asked Questions

Quick Reference Guides
= Glossary of Terms

Helpful Guide to the ETP Application and Contract Process

The ETMS supports the full life cycle of the ETP Preliminary Application, Application and Contract
processes. Employer organizations and their representatives (referred to as customer or user or
applicant in this Guide) can determine and define their training needs and the methods to provide
that training. This starts with the customer’s Registration and continues with the online Preliminary
Application and routed (via Submit) to the ETP staff. The Preliminary Applications are reviewed for
program eligibility. Eligible customers will then continue to use ETMS to complete the Application
In-Progress, followed by staff completing Application Development, Proposal Review, and finally
ending with an Executed Contract. Part of the Executed Contract features involve contract
management functions, invoicing for and disbursement of funds, contract revisions and tracking
trainees and managing training hours. The customer will provide their inputs on training
performance and invoicing directly into ETMS and this information will be used to process for

payments.

After a customer successfully Registers and completes the Orientation, they will have the ability to
start the Application process. The customer starts first by submitting a Preliminary-Application.
Each customer will complete the following steps:

= Access the Pre-Applications tab.

ETP Employer User Guide

Volume Introduction Page - iii
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= Click View to open the sub-tabs for the Pre-Application.
= Progress through the Tabs, and enter or adjust the required data.

= Check that all questions are completed on the final tab, and then Click the Submit Pre-
Application button.

The ETMS is designed in a tabular format to assist in capturing the necessary information by subject
area. In Volume One (1) of the Guide customers learned about the ETMS navigation features that
allow them to quickly locate the Application or Contract they wish to view and edit. Using either
the Left Navigation Menu or the My Employer Dashboard (Dashboard), they will Click on Pre-
Application(s), Application(s) or Contract(s).

In Volume Two (2), the customer will be working with the Pre-Application(s) tab as shown in the
Pre-Application Tab Screenshot. A listing for their Preliminary Applications will display on their Pre-
Applications tab (as shown below). The customer will Select Submit a new ETP Application to start
a Pre-Application or View to continue working on an existing Pre-Application.

Pre-Applications Tab

= Employment Training
Panel

Pre-Application(s)
ETP Applications »

Sub-Contractor(s) 3 Appllcatlon(s)

web References Contract(s)

Pre-Application(s) Application(s) Contract(s)

‘l}' For help click the question marlk icon.

Show Filter Criteria

Tosocrten any column, click a column fitle.

Reference Appllca‘aon Appllcan‘t Contractor Application Responsibility
Number Date Type Status Type
16-0040 1/5/2016 Sedlaceks Kercher, Pre-Application View

Delno

Inactivate

H 4 Page |1 7| of 1 b M Rows: 100

1 Records Found

- Submit a new ETP Application .

r

Click View to open and work on existing Applications, or Click the Submit button
to start a new one.

As shown in the Graphic, the table presentation of Pre-Applications includes an Application Status
column. These columns will display the statuses of the Pre-Application:

= Pre-Application — denotes that the customer is developing their submittal.

ETP Employer User Guide Volume Introduction Page - iv Version: Initial Release 1.0 10/2016
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Eligibility Review — When the customer submits their ETP Pre-Application, the system will
change the Pre-Application’s status to Eligibility Review Status. The ETP assessment staff
will review the Pre-Application following the Eligibility Review process.

Site Review — Once the Eligibility Review is complete, the Pre-Application will move to a Site
Review Status. When the site review is completed, the Pre-Application will appear under
the Application(s) tab and the Application phase begins for the customer.

Pre-Application Common Controls

Each of the tabs within the entire ETMS system uses a set of consistent common controls on many
of the screens. These controls are used for user orientation and information management within
the applications and contracts folders. The controls include:

Status (Show Details) link —the Application Details Tab screenshot shown below has a link at
the top that can be expanded by Clicking on the Plus Sign. This will open a display box
containing specific Contract information including start and submit dates, the latest status
and the latest version. This is a static display box, and the submit date will remain empty
until the customer completes the Pre-Application submission.

Application Details Tab

% Preliminary Application Completion
20% 40% 60% a0% 100%
F A F A F A P e
Application Applicant Affiliations Training Documents Review! Submit
Details Information Detaj

Tabs have a link to see dates,
reliminary Application - In Progress - #16-0087 (Show Details) status and version number

(Contractor Type
Preliminary Application # 16-0087

+ Contractor Type Start Date: 1/26/2016 1:27:43 PM
Submit Date:
Latest Status: Pre-Application

+| plan to offer the followin

Latest Version: 1.00

Small Business:

[ Update ]

. R
2

—

Expandable Section Bars — Using expandable section bars is a major feature within ETMS to
manage the amount of information on the screen. Each Tab has one or more expandable
sections for entry and review of data. The sections will expand or collapse when you click
anywhere on their title bar (which includes the [+ /=l icons). i |

In the Pre-Application Application Tabs there is only one (1) expanding section, Contractor
Type (highlighted above). For the Applicant Information Tab, there are several expandable
sections in the customer’s Pre-Application review.

ETP Employer User Guide Volume Introduction Page - v Version: Initial Release 1.0 10/2016
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= [Update] — The user Clicks the [Update] link to save the data in each area on a ETMS Tab, as
shown in the Sample System Update Link Screenshot. This is the only link that will save Tab
contents.

Volume Two — Preliminary Application
Introduction
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Using the System Update Link

Application Applicant Affiliations Training Documents Review! Submit
Details Information Details

* Indicates required fields. For help click the question mark icon next to each section

Preliminary Application - In Proaress - #17-0087 iow Details'
Contractor Type

+ Contractor Type |Smg\e Employer

i
.
1y k I Your request has been processed.

= Next>> - When the user Clicks Next>> or <<Back, ETMS will not

automatically save the data in each area of the current tab.

These navigation buttons take the user forward or backward through the Tabs.

Exit Pre-Application

« | plan to offer the following trainee categories:

Small Business:

= Exit Pre-Application - This button closes the Tabs, and returns the
user to the main Pre-Applications tab.

Help Bubbles

As part of the system, ETMS has positioned Help Bubbles in many of the system sections. Provided
in the Help Bubble Sample Screenshot below is an example of _t__he help bubble text. Help bubbles
are accessed in the system by Clicking on the Question Mark '“’ at the top right corner.

Help Bubble Sample

& Help - Employment Training Panel - Internet Explorer = [
474 " r — 00%
|| @ nttps;//uat.geosoline.com/15 net/info.aspxipageid=ETPAF @ LO.

il Contractor Type ~

Contractor Type - Select a contractor type from the drop-down list te
indicate if you are applying as a Single Employer or Multiple Employer
Contractors (MEC).

If the selected contractor type is MEC, a new drop-down list requiring
1| you to select a Contractor Category will populate below. If the

I selected category is either Training Agency - Private or Training
Agency - Public, another field will populate below requiring you te input
the year when the agency officially opened

I plan to offer the following trainee categories - Single Employer
041 contractor types will see Relrainee as the only available option. MEC
contractor types will have the option to select between Retrainee and
New Hire (can make multiple selections).

Click the Update link to save your changes

Close Window

Review/ Submit

each secfion

[ Assistance Center | Learning Center |

Search Companies, Address and Contact

ETMS uses many of the same search and update features. It is also designed with master lists of
companies and contracts. It is important to use the search feature when you are a returning

ETP Employer User Guide Volume Introduction Page - vi
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customer, so the system does not make a duplicate company. The search features for these are
consistent through the system. Reference is made to these throughout both Chapter 4 and 5 of this
Volume. However, this same processes would be followed at any time during the application and
contract processes. For this reason, a quick reference guide and customer video on search
functions is provided.

Adding Sub-Contractor(s)

The ETP program allows for Single Employer and Multiple Employer Contractors to be assisted by
sub-contractor(s) during the pre-application, application, and contract phases. There are three
types of Sub-Contractors: Development, Administrator, and Training Sub-Contractors as shown in
the Sample Sub-Contractor Screenshot.

Sample Sub-Contractor

Sub-Contractors

Show Filter Criteria
To sort on any column, click a column title.

ABC Company NiA Development 1101 J St, smith, John
Sacramento, CA 95814 helper
(916) 327-5267

TEST COMPANY NiA Administrator 1001 Testing Street, Jones, Joe Edit O
Roseville, CA 35747 Tester -
(916) 777-1000
Test Profile Company N/A Training 1001 J Street, Tester, Joe dit O

Sacramento, CA 95814  Software Tester —
(916) 555-84959

Once a Development Sub-Contractor has been added to the pre-application or application, they can
assist the applicant with the input and development of the pre-application, application, and other
contract updates and changes.

Note: The Applicant only has to login and click the Submit button to send the pre-application and
application to ETP. Other work can be completed by the Development Sub-Contractor. An
Administrative Sub-Contractor assists with the already executed contract. A Training Sub-Contractor
provides the delivery of training to enrolled trainees.

Use of Customer Reference Terms

References are made within the ETMS system and supporting materials to Employers, Contractors,
Employer Users, or External Users depending on where the user is at in the system. As necessary
please provide the information in these areas that are relative to your role(s). ETP understands that
someone other than the employer might complete the information required throughout the
system. These includes a Multiple Employer Contractor and/or a representative of the employer.

System Security Features and Standards

As a State of California system, ETMS must meet specific security standards that are set by the State
and defined in the National Institute of Standards and Technology (NIST) Special Publication (SP)
800-18, Guide for Developing Security Plans for Information Technology Systems, and applicable

ETP Employer User Guide Volume Introduction Page - vii Version: Initial Release 1.0 10/2016
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risk mitigation guidance and standards. One of these requirements is to ensure the system does
not allow for password or user name harvesting by another computer. A standard method is with
the use of reCAPTCHA, a service that protects websites from spam and abuse. This tool will at times
display a graphic from which a user must interact with mouse clicks. The user is instructed to Click
All Boxes that meet a certain criteria and then Click Verify. It will then review the key strokes and
return with the same message, but with a green check mark.

| 030 v compenyatane

Company Profike

BIUL E=2 =28 ;1 =QfF

Foemat = || Foot <l sze « | A- B Y

I'm not a robot
Please 0o no Srivacy - Temns
and Passwon
”~ p’ |
I'm not & robot
R Comoary proti
(T
i e i o gy b s o g it i i
BIUZL x& 38 2 =R
fomst ol Fot «lBe - A- B
Select all squares with street signs.

| Sined Check | Qe Test |

\/ I'm not a robot

Ty personal Joentfcadon infonmasor
RAe xIvEes I s sysien Ped

For more on ETMS Navigation Features, please watch the ETMS Training Video - How
to Navigate in ETMS. This video is part of a full series of user instructional materials

ETP Employer User Guide Volume Introduction Page - viii Version: Initial Release 1.0 10/2016



-

Geographic Volume Two — Preliminary Application
J Solutions’ Introduction

geographicsolutions.com

available in the ETMS Learning Center and on the ETP web site.
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4 Single Employer Pre-Application [Version Number 1.0]

Chapter Contents
4.1 Single Employer Pre-Application Tabs .......cooiiiiiiiecete ettt s 4-2
4.2 The Application Details Tab.........ueei e e e e et e e e e e e s nnbrae e e e e e e ennnnes 4-3
4.3 ApPPlicant INFOrMation Tab .....uiiciciee ettt et e e sbee e e e etb e e e e e bbee e esabaeesenbeeeeesreeeeenrees 4-4
4.3.1  APPIICANT DELAIIS oottt et ettt et e a e et e et e s be e e bt e e nate e s abeeetaeebaeeaeeas 4-5
4.3.1.1 Create or Edit Employer Identification ..........cooueoiiiiiiiii s 4-5
4.3.1.2 Create or Edit LOCation INfOrmMation.......oociiii ettt e et e e s sbee e s sbae e e s sbaeeenans 4-5
4.3.1.3 Create or Edit Contact INfOrmMation .......coccuuiiiiiiie e s s srre e s sbee e e e sbeeeenans 4-8
4.3.2  Applicant Background Tab ......cooii ittt ettt et s e s e 4-16
e . T 7 [ @Y o Yo [ 11 o SRS 4-16
e A U [ 1o o I -1« J USRS 4-17
4.4 FA & 71T 1A o o 1= o SRR 4-18
4.4.1  Affiliated COMPANIES SECLION ...oiiiiiiiie ittt ettt e s rate e s e e sbee s beesbeeessteesabeesnbaeenses 4-18
4.4.1.1 Search and Add an Affiliated Company (from Search ReSUILS) .........ceevviiiieiiiii i 4-20
4.4.1.2 Create a New Company t0 Affiliate ......ccccciiii i e e et e e rare e e e eana e e e eaaeee s 4-21
V0 By AV o R 0o o] 4 =T o oYYt Lo W RSNt 4-25
4.4.2.1 Add Sub-Contractor by the Drop-DOowWn SEIeCtioN .........cocueiiiiiiieiiiieieee ettt 4-25
4.4.3  Professional Employer Organization Area (P.E.O.)...cccciiiiiiiieeniieeiieeriieesieesieesieeereeeesee e e e e 4-31
e T Y Vo [ - 1 0 =3 J TR UPPRRRRRRt 4-32
4.5 TraiNiNg DETAIlS Tab...cii e e et e et ee e e s et e e e s et e e e e nta e e e e nreeeenraeeean 4-35
451  Training INFOrMATtION ..c..uviiiiiee et eere e et e e e et e e e e e tbae e e s baeeeesntaeeeensraeeeanseeeeennsaeeennns 4-35
4.5.2  Participating LOCATION(S)..ueececrreeeiitieeeeireeeceitiee e estte e eeetteeeeeetaeeeesbaeeeeetbaeeesbaeeeesnsaeeeenssasesansreeesansansennns 4-36
4.5.2.1 Add a Participating LOCAtiON......cuuiiiiiiieeeiee e cetes e ctee et e et e st e e e s e e e s ate e e ssaaeeeesnbeeeeesteeesnneeeesnnaeenan 4-37
4.5.2.2 Adding Participating LOCation DeTailS.......cueiiieuieriiiiee et s et saee e et e e e sare e s enane e e s nae e s 4-38
4.5.2.3 NAICS Code Tab for Participating LOCAtION .....cc.ueiiiiuiieieiiiee ettt esee e e s e e s naee e e snaee s 4-39
4.5.2.4 Trainees INFOrmMation Tab ....cciccueiiiiiiieiiir ettt see e se e e st e et e e sabeesaeeesebeesaseessbeesaseesaseesaseens 4-41
4.6 DOCUMENTES TAD .ttt sttt sae e s a e sae e s at e e at e sab e s aeeeateeatesatesatesnbesnnesnneenee 4-48
4.7 REVIEW/SUDIMIT TAD 1.eiiiiiiiii ettt ettt ettt e e sttt e e e ettt e e s ataeesseateeeesabeeesssaeessssbaeessssseeessreeeeas 4-49
4.7.1 Required QUESTIONS SECHION .....cciiiiieeiecieeecciiee ettt e eeetee e eeette e e eeteeeeeettaeeesbaeeeesataeeeensraeeesseeeesanseneennns 4-49
4.7.2  After SUbmitting the Pre-AppliCation.........ocii et e e sree e e e rae e e earaeeeeaes 4-50

After a customer successfully Registers and completes the Orientation, they have the ability to start the
Application process. A full series of videos is available to assist ETMS users; these are available from both
within the ETMS system and also posted on the ETP website.

For more on “Pre-Application,” you can also use the training video available in the Learning
Center, titled Preliminary Application for Single Employers

ETP Employer User Guide Chapter 4 —Page 1 Version: Initial Release 1.0 10/2016
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4.1 Single Employer Pre-Application Tabs

When the user Clicks on View or Submit a new ETP Application, the detailed tabs for the Pre-Application are
displayed. These tabs, sometimes called subtabs, start with the Applications Details tab as shown in the ETP
Pre-Application Tabs Screenshot.

ETP Pre-Application Tabs

The Pre-Application Progress Bar displays above Tabs for all Application statuses

* % Preliminary Application Completion
20% 40% 60% 80% 100%
i i o o
Application Applicant Affiliations Training Documents Review! Submit
Details Information Details

Preliminary Application - In Progress - #16-0087 (Show Details)
Contractor Type

+ Contractor Type |Single Employer

+| plan to offer the following trainee categories: Retrai
elraines

Small Business: Mo

[ Update |

| e BN

The customer completes the Pre-Application by entering data on each tab, generally moving from the left
tab to the right tab, and Clicking the Next button at the bottom of each tab to proceed.

The ETMS Pre-Application Screen displays a progress bar above the tabs, which indicates the amount of
entry fields completed thus far. This percentage is determined based on the number of total
questions/fields to the number that have been filled in. This progress percentage includes the number of
pre-populated fields from previous data submitted. Rarely will a customer see 0% at the start as information
is used from the Registration process.

For customers that have completed an ETP Pre-Application previously, the system will retain much of the
basic company information. The system will fill in this basic information automatically as the customer
moves through the Pre-Application tabs.

If a customer has not completed the Orientation within ninety (90) days, a pop-up will direct them review
the Orientation screens, and complete the Orientation, before they can work on the Pre-Application (see
Volume 1, Chapter 3, Section 4: Next Steps for details)

Note: If ETP staff opens the tabs for a customer that is still completing their Pre-Application, they will be able to
see data in a view-only mode. This allows them to assist a customer and answer questions. They will not be able
to modify any of the information.

ETP Employer User Guide Chapter 4 — Page 2 Version: Initial Release 1.0 10/2016
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4.2 The Application Details Tab

The system will open the Applicant Details Tab as shown in the Pre-Applications — Applications details
Screenshot. On this Tab, the user will determine the overall type of contract. The selections are a Single
Employer or a Multiple Employer Contract business.

Pre-Applications - Applications Details

Pre-Application(s) Application(s) Contract]s

Show Filter Criteria

To sort on any column, click a column title.

Reference Application Applicant Contact Contractor Application Responsibility | Action
Number Date Type Status Type

16-0087 1/26/2016 Cormerstone Swallow, Alena Pre-Application Applicant View
Quality Air
Conditioning &
Heating

Inactivate

16-0104 213120186 Caornerstone Swallow-So Pre-Application Applicant View
Quality Air i
Caondjtipgi

Inactivate

Application Applicant Affiliations Training Documents Review! Submit
Details Information Details
—
* Indicates required fields. For help click the question mark icon next to each section.
Preliminary Application - In Progress - #16-0087 (Show Details)
Contractor Type
#Contractor Type Single Employer
+| plan to offer the following frainee categories: Refrainee T
Small Business: No | . . | ltiol
{Usdate] Selecting Single or Mu t_lpe
Contractor Employer will
_ automatically adjust the contents
me FB'EEEtEId contact of the remaining pre-application
ulfiple Employer Contractors — . -
Single Employer fields or questions through the

rest of the pre-application

The first tab has three selections for a Single Employer:

= Contractor Type - On the Application Details tab, select Single Employer from the Contractor Type
from the drop-down list. The Contractor Type options are Single Employer or Multiple Employer
Contractor.

= Trainee Category - For Single Employer Applications, the only trainee option is Retrainee. Click the
Checkbox to indicate that the employees who will receive ETP training are Retrainees or current
employees. New Hires cannot be included in this category.

= Small Business — This data field is system populated based on the number of employees that are
entered on the Applicant Information tab.
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4.3 Applicant Information Tab

The Applicant Information Tab displays five (5) collapsible sections. The Primary Application status tab was
previously discussed Volume 2 — Introduction of the Guide. To expand a window, Click on the Plus Sign in
the section header.

Applicant Information Tab Window

Application Applicant Affiliations Iraining Documents Review' Submit
Details Information Details

Preliminary Application - In Proaress - #16-0087 (Show Details)
|—| Applicant Details

Employer Profile Number: 76
+ Company/Entity Full Legal Name: l Cornerstone Quality Air Conditioning & Heating I
Short Name: Cstone QAC [
Trade name / Doing Business As: Cornerstone AIR & Heat
+ California Employer Account Number (CEANY: 2188618
Federal 1D: 323861893
Company ‘Website: Not Specified L .
inks will open the
[ Edit Employer ] o o
corresponding section of
)
\ the customer’s Corporate
« Street Address 1- 23304 St Profile for editing. When
Sirest Address 2: users save the edits, the
Street Add 3 1
system returns to this
* City: Sacramento t
ab.
« State: CA
County: Sacramento County
«+ Country: us
« Zip code: 95316
I [ Edit Location | Select Another Location ] l
Contact(s)
To sort on any column, click a column fitle
R
Contact
Alena Swallow Full Air @A Analyst 2330 J Bt
Primary Contact Sacramento, CA 95816
Tel: (729) 987-9999
Email: eflink@geosolinc_com
Update
M 4 Page of 1 b M Rows: 100.
1 Records Found
[ Add Contactl ]
1a'3

Applicant Background

NAICS Code
Union

Customers can edit the information displayed by clicking the corresponding links on the screen, which will
open the Corporate Profile Sections in the ETMS.

Note: If you do not need to add contacts or edit other information, you can move on to the Applicant Background
area, and enter the required company background data, Section 4.3.2 - Applicant Background Tab in this Volume
and Chapter of the Guide.
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4.3.1 Applicant Details

As shown in the Applicant Information Tab Window Screenshot above, there are three (3) primary areas for
the applicant details section; these are Employer Identification, Primary Location and Contacts.

4.3.1.1 Create or Edit Employer Identification

A user can review and edit the customer information provided during Registration as shown in the
Application Details Window — Company Information Section Screenshot. The initial Registration date from
when this information was gathered is shown at the top of the window. Any of these fields can be updated
as needed.

Applicant Details Window — Company Information Section

Employer Identification

Registration Date: 262016 1:2T:43 PM
« Company Name: Comerstone Quality Air Conditioning & Heafing x
* Short Name: |Cstone QuAC 1

Trade name / Doing Business As: |Cornerstone AR & Heat

Federal Employer ID Number |323351393

(FEIN): Dio ot enfer dashes. Example 399001111
Confirm Federal ID Number: |32g351393

California Emplo_yer Account |2133;51 8

Numoer (CEAN): Do not enfer dashes. Example 5950011
Confirm California Emplox_.'er |21g3513

Account Number (CEAN):

4.3.1.2 Create or Edit Location Information

The user can also create a new location, by Clicking the Select Another Location link. As shown on the
Location/Contact Selection Screenshot, the user would Highlight the Circle and then Click the Add Location
link.

Location/Contacts Selection Screen

Select a location

) Comerstone a omerstone Quality Air Conditioning & Heating
123 Main St 330 J St

Sacramento, CA 35816 Sacramento, CA 95816

[ [ Edit Location | Add | ocation ] ]

FPlease Select a Contact

@® Alena Swallow
Full Air QA Analyst
Tel: (729) 937-0038
Email: eflink@geosalinc.com

[ Edit Contact | Add Contact ]
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Shown on the Location Entry and Edit Screenshot is the template to fill in for each address that will be
associated with this Application and Contract.

Location Entry and Edit

This location belongs to an external
mployer- Oves ®No

—
« flocation Name: IReceiving Cffice
«[Btreet Address 1° |2333 J St
treet Address 2- |
treet Address 3: [
=[Lity: |Sacramentn
«[ptate [california
«[County: Sacramento County
#Lountry: |United States
+ fip code: |o5318 Find Zip Code
99995 or §3393-9955
alifornia Employer Account 2138619
umber (CEAN):
«[Phone: [oe T -1ies -[7os7 Emt |
ax -
mail:
& g. (pink123@a0l.com}
ompany Web Site:
& g. (itp-fwww.companywebsite.com)
« ptatus: Active
—
Mailing Address

/—\/

There is a standard screen for users to provide location information. A red asterisk (*) denotes mandatory
information requirements. There are seven (7) required location fields:

= Location Name — Enter a name for the location in the Location Name field. This can be an
abbreviated name, nickname, etc.

= Address — Enter the location’s street address. Enter the zip code and the system will fill in the city,
state, county and country fields automatically.

= State ID — Enter the location’s state identification number.

= Industry Title — The system will fill in the NAICS code and Industry Title automatically with that of the
primary location. Click the Search for Industry Code (NAICS) link to search for and select the
location’s NAICS code if it is different from that of the main location.

= Phone - Enter the location’s telephone number. The email address and company website are
optional.

= Company Web Site - This is an optional field.
= Status — For customers this is a display-only field.
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4.3.1.2.1 Create or Edit Mailing Address

Users can also edit their mailing address information, separate from their street address(es.) The user selects
the first checkbox if the location’s mailing address is the same as the address entered above in the Street
Address section.

Select the second checkbox if the location’s mailing address is the same as the company’s mailing address.
In either case, the system will auto-fill the Mailing Address fields.

If the user wants a unique address, the fields would be filled in. There are four (4) mandatory fields
provided, as shown in the Location Entry Screen — Mailing Address Section Screenshot below.

Location Entry Screen — Mailing Address Section

muaaig Address

[ Address has been standardized.

heck here if Mailing Address is the same as the address above.

["¥check here if Mailing Address is the same as the Corporate Mailing Address.

* Mailing Address 1: |2338 JST

Mailing Address 2- |

Mailing Address 3: |

« Wailing City: ISACRAMENTO

« Mailing State [California
Mailing County: [ Sacramento County

*Mailing Country: [United States

Mailing Zip/Postal: |g5315

2955

4.3.1.2.2 Location Designations

Select the Checkbox when the location is the Corporate Office or Head Office. If you are adding multiple
locations, it is important to remember that only one location can be designated the Corporate Office or
Head Office as shown in the Location Designation Screenshot below.

Location Designation

Location Designation(s)
To sortan any column, click a column title.

Select Designation

orparate Office or Head Office

1 Records Found
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4.3.1.2.3 Updated Location Information
To ensure you have added a location, it will now appear on the Locations and Contacts Screenshot.

Locations and Contacts

Please select the location. Click the "Add Location” link to create a new location

O Cornerstone ® Receiving Office
123 Main St 233848t
Sacramento, CA 95816 Sacramento, CA 95316

O Comerstone CQwality Air Conditioning & Heating
2330J st
Sacramento, CA 95816

‘ [ Edit Locatien | Add Location |

‘ Flease Select a Contact

@® Doris Swallow-Song
Exec Secretary
Tel: (709) 109-8798
Email: dsong@geosolinc.com

| Edit Contact | Add Contact |

4.3.1.3 Create or Edit Contact Information
From the Applicant Details Screen, the user can:

= Review the current contacts for this Contract.
= Add, delete or modify contact information.
= Change the primary contact associated with the location, as shown in the Create and Edit Contacts
Screenshot on the next page.
Most contacts require the same information (name, address, etc.) with some variation, depending on the
type of contact.

To edit an existing contact, Click on the Contact Link in the Contact Name column, at the bottom of the
Applicant Details window. Edit the information as explained in the following sections.

To create a contact, follow the steps provided below. Click the Add Contact link on the Applicant Details
window. This will open a Locations/Contacts screen.
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Create and Edit Contacts

Preliminary Application - In Progress - #16-0037 (Show Details)
=] Applicant Details

Application Applicant Affiliations Training Documents Review/ Submit
Details Information Details

Employer Profile Number: 76

«+ Company/Entity Full Legal Name:

Cornerstone Quality Air Conditioning & Heating

0 Alena Swallow Full Air QA Analyst
 Street Address

[] |Deris Swallow-Song Evxec Secretary

Street Address
Street Address
+ City
+ State:

County: =

Short Name: Cstone QAC
Trade name / Doing Business As: Corerstone AIR & Heat
« California Empl
Federal ID:
Company 'Web: @
Tosort on any column, click a column fitle
:

2 Records Found

eflink@geosolinc.com

dsong@geosolinc.com

# Country: us

+Zip code: 95316

[ Edit Location | Select Another Lecation |

Contact(s)

Ry

\

Te sort on any column, click a column title

Alena Swallow Full Air QA Analyst
Primary Contact

2330 J st

1 Records Found

Address

Sacramento, CA 95816
Tel: (729) 987-9929
Email: eflink@geocsolinc.com

M 4 Page [1[~] of 1 b M

Rows: [100[~]

| [ Add Contact ]
—_

g

Applicant Background
NAICS Code

<< Back Next ==

The Contact Entry Screen displays in a tabbed format. To move from one Tab to another, simply Click on a
tab or use the Next and Previous buttons at the bottom of each tab. The tabs are:

= Contact Information
= Contact Designations
= Sign In Information

= User Privileges

= Other Information

ETP Employer User Guide Chapter 4 —Page 9
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4.3.1.3.1 Contact Information Tab

As shown in the Contact Information Tab Screenshot, the first tab provides fields to supply contact
information.

Contact Information Tab

Contact Contact Sign In User Other
Information Designations Information Privileges Information
—»|irst Name: [Jacqul—
fiddle Initial: l_
+ flast Name: W
«Job Title: [ConApp Proposal Mar |
« [Phone: [fz7 -[ea7  -[e870  Ext]
lternate Phone: I_ 2 l— 2 [— [}s
ext Message Cell [ < 5
hone Number: For receiving virtual recruiter job alerts
* Email Address: ikunsler@geosolinc.com
« onfirm Email Address: |Jkunsler@geosolmc.com
lternate Email Address: [
onfirm Alternate Email Address: |
x s ® Active O Inactive

Complete the information on this tab as described below. When finished, Click the Next button at the
bottom of the Screen to move to the Contact Designations Tab, as shown in Section 4.3.1.3 - Create or Edit
Contact Information above in this Volume and Chapter of the Guide.

Name — Enter the contact’s first and last name; the middle initial is optional.
Job Title — Enter the contact’s job title.

Phone — Enter the contact’s primary phone number. Enter a phone number for faxes and a number
for text messages, as well as an alternate phone number, if desired.

Email — Enter the contact’s email address in the fields provided.

Status — Select a status by Clicking on the Active or Inactive radio button. (Placing a contact in an
Inactive status will keep the contact’s record in the system but the contact will not display as an
option in contact lists and the contact will not have login privileges until the account is made active.
This is a way of creating a contact record and suspending it.

Associated Locations

In the Associated Locations section, found under the Contact Information header, select the location(s) with
which the new contact is associated by Selecting each location Checkbox that applies, as shown in the

ETP Employer User Guide Chapter 4 — Page 10 Version: Initial Release 1.0 10/2016



l' ’ Geographic Volume Two — Preliminary Application
Solutions’ Chapter Four — Single Employer Preliminary Application

geographicsolutions.com

Associated Locations Screenshot below. If the customer has not created the contact’s location yet, finish
creating the contact and associate the contact with an existing location for now.

After creating and saving the new contact, create the new location by following the instructions in the
Section 4.3.1.2 - Create or Edit Location Information in this Volume and Chapter of the Guide. Next edit the
new contact’s record, selecting the newly created location as the contact’s associated location.

Associated Locations

Associated Location(s)

Please select one or more location(s) from the list below to associate the contact with the
location(s). Also select a default location for the current contact (alf contacts must be
associated o al least one worksite and they must have a defaull locatian assigned)

V.Fl.::o-clated Default

S050Main St +Ta
Dunedin, FL 34698 {%

Click the Next button at the bottom of the Screen to move to the Contact Designations Tab.

Sample Company

4.3.1.3.2 Contact Designations - Contact Tab

The next contact tab shown in the Contact Designations Screenshot is optional and part of the standard GSI
product. Our ETP users may skip this tab or select the roles that the new contact user will have. This is done
by Selecting each Checkbox that applies. Click the Next>> button to continue.

Contact Designations

Contact Contact Sign In User Other
Infi ion Designations I i Privileges Information
Contact Designations

Designation

Employee Relations/Human Resources
IT & Communications
Office Manager
Officer
Other
Owner
Partner

7 Payroll Taxes

h Power of Attorney
Sales
Sub-Contractor

Training/Education

Click the Next>> button to continue to Sign In Information or <<Back to return to contact information.
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4.3.1.3.3 Sign In Information - Contact Tab

As shown on the Sign In Information Tab Screenshot below, indicate whether the contact should have the
ability to sign into the system and, if so, assign the contact a User Name and Password. ETMS allows a user
to list contacts that might be important to have later approvals and/or serve as a company contact; but for
which actual use of ETMS will not be needed.

Sign In Information Tab

Contact Contact sign In User Other
Information Designations Information Privileges Information
Sign In Information
] ¢
I Contact:  Jacqui Kuentsler I
= User Name: |
Enter Unique User Name (3 - 256 characters, letters or numbers). No spaces aliowed
New Password | Type a password please!
& v
Example Sample Contact Contact Sign In User Other
Confirm New Password I Infi i Designati fi i Privileges. Information
« Security Question |What is your mother's maiden name? 2
= Security Question Response mom
Sign In Information

Preferred Notification Method

4| Give this Contact the ability to Sign In
Contact: Pam Sample

Please select a method in which you prefer to IEmavl E

receive your notifications: = User Name: |GS|PA|\JSAMPLE

* Password: |oooo.ooo.

« Confirm Password: |."“u"

Cancel . 5
ﬁ ﬁ * Security Question: | What is your mother's maiden name? =
* Security Question Response.  |Smith

If the contact should have the ability to sign into the system, follow the steps below.

= Give Contact Ability to Sign In — To allow the contact to sign in, select the checkbox at the top of the
screen. Clicking this checkbox will enable the other fields on the screen.

= Deny System Access — If the contact should not be able to sign into the system, simply Click the
Finish button at the bottom of the screen, leaving the checkbox on this screen unchecked.

= User Name & Password — Enter a User Name and Password for the contact. The contact can change
this information, if desired, when they log into ETMS.

= Security Question & Answer — Select a Security Question from the drop-down list and enter the
answer to that question in the Security Question Response field. Any user can change this
information, if desired, when they log into the ETMS.

= Click the Next button to move to the User Privileges tab.

= Preferred Notification Method — Use this pull-down menu and select the method you would like to
be contact. Choices include notification via email, text, phone, and others. ETP recommends that
users select the email option, as this is the best method to resolve application or contract questions.

By Selecting Next>> the system will have created the contact and the Location/Contact Selection Screen will
open, displaying the newly created contact.
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4.3.1.3.4 User Privileges Tab

On the Defining User Privileges Tab Screenshot shown below, the customer can assign or change system
privileges for any contacts added to their profile. As mentioned above, the Sign In Information Tab lists the
users who have the permissions to sign into the system. If they can sign in, the User Privileges tab designates
the permissions they have once logged in. There are two (2) basic areas for user privileges — Basic Contract
Privileges and Employment Training Panel (ETP) Privileges.

Defining User Privileges

[ select All / Un-Select All
Contact: Doris Swallow-Song

Contact Contact Sign In User Other
Information Designations Information Privileges Information
User Privileges

Basic Contact Privileges

User Privileges for Corporate Information
Edit General Information
User Privileges for Locations

Add and Edit Locations
User Privileges for Locations Associated with this User

Edit Locations

[ Activate and Inactivate Locations

User Privileges for Locations NOT Associated with this User
Edit Locations

[J activate and Inactivate Locations

User Privileges for Contacts at the Location{s) Associated witl
[[J Add and Edit Contacts

is User

[ Eedit Contacts

[ Activate and Inactivate Contacts
User Privileges for Contacts at the Location{s) NOT Associated with this User

[ Add and Edit Contacts
[ Edit Contacts

[ ctivate and Inactivate Contacts
User Privileges for Messages

Wiew Messages

Employment Training Panel (ETP) Privileges /

Employment Training Panel (ETP) Privs

Waﬂ-—h—\

If the employer contact does
not have ETP privileges in
these areas, they will not be
able to help with managing,
editing and supporting this
specific ETP application.

Ctivate ETP Applicari
User Privileges for ETP Application Contacts

Add, Edit and Delete ETP Application Contacts
Set Primary Contact

Set Signatory Contact

User Privileges for ETP Application Union

Add, Edit and Delete ETP Application Union
User Privileges for ETP Business Association

[¥] Add., Edit and Delete Affiliated Companies
[¥] Add, Edit and Delete Participating Employers
Add, Edit and Delete Subcontractors

[¥] Add, Edit and Delete PEOQ(Professional Employer Crganization)
User Privileges for ETP Participating Location

Add, Edit and Delete Participating Locations

User Privileges for ETP Curriculum

[¥] Add, Edit and Delete Class Title
User Privileges for ETP Enrollment

[¥] Add, Edit and Delete Enroliment
Add, Edit and Delete Trainees Employment History
Add, Edit and Delete Hours tracking

ﬁwﬂ’rim Roster

Us rivileges for ETP Documents
Cview CCS8{Contract Cost Structure)
Cview Panel Proposal

Cview Contract
User Privileges for ETP Waivers

[ Add and Edit Waivers
User Privileges for ETP Revision

[ Add, Edit and Delete Revision
User Privileges for ETP Invoice

[ Add, Edit and Delste Invaice
O Sign final payment certification
O Completion of Training Certification

[ create close out invoice

Note: To select (or deselect) all, you can click the checkbox at the top. Then adjust individual privileges.
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The first Section — Basic Contact Privileges of the Tab, as shown in the Defining User Privileges Screenshot,
the user has seven (7) designations areas:

= User Privileges for Company Information

= User Privileges for Locations

= User Privileges for Location Associated with the User

= User Privileges for Locations Not Associated with this User

= User Privileges for Contacts at the Location(s) Associated with this User

= User Privileges for Contract at the Lication9s) Not Associated with this User

= User Privileges for Messages

The user can allow different rights for each user including:

= Add and Edit Locations or Contacts information
= Activate and Inactivate Locations or Contacts
= Edit Only Locations or Contacts information
= View Only Messages
The second Section — Employment Training Panel (ETP) Privileges of the Tab, as shown in the Defining User
Privileges Screenshot, the user has ten (10) designations areas:
= User Privileges for ETP Application Contacts
= User Privileges for ETP Application Union
= User Privileges for ETP Business Association
= User Privileges for ETP Participating Location
= User Privileges for ETP Curriculum
= User Privileges for ETP Enrollment
= User Privileges for ETP Documents
= User Privileges for ETP Waivers
= User Privileges for ETP Revisions
= User Privileges for ETP Invoicing
The user can allow different rights for each user including:
= Add, Edit and/or Delete specified information under each of the major application and contract
headings
= View Only Specified Information. Some items only allow users to view items as these are primary
staff responsibilities, like the item under Documents.
= On this Section, the user can set and change signatory responsibilities and primary contact
responsibility.
Check the boxes for each of the privileges the selected user will need access to.

The user also has the option of using the Select All/Un-Select All options to streamline the process. This
option is highlighted in the red box and gives the customer flexibility to assign access with specific discrete
roles.
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User will Click the Save button to save the contact record and return to the Applicant Information tab.

At this point the user should again check and make sure new contacts and locations have been saved by
quickly review the Applicant Details Tab. This Tab was discussed in Section 4.3.1 — Application Details Tab of
this Volume and Chapter of the Guide.

4.3.1.3.5 Other Information - Contact Tab

The last contact tab is shown in the Other Information Tab Screenshot. Here the user can view information
on when this contact was created, and by whom. No input of information is required on this Tab.

Other Information Tab

* Indicates required fields. @,’ For help click the question mark icon.
Contact Contact Sign In User Other
Information Designations Information Privileges Information

Other Information

Contact: Lis Testa
Create Date: 10/14/2016 10:38 AM
Edit Date: 10/14/2016 10:38 AM
Entered By: Employer

Cancel

Return to Employer Profile
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4.3.2 Applicant Background Tab
The Applicant Background Tab displays basic company information.

Applicant Background Tab

Applicant Details
Applicant Background
Company Background
+No. Of Employees State Wide: Igg
+No. Of Employees Country Wide: 120
+No. Cf Employees ‘World Wide: 140
. i ; S
______ Will the owner receive training? O ves ®no
+ Non-Profit: Oyes ®No
Are you in an Aerospace related field? @ ves ONo
Are you a supplier to Aerospace or Defense industries? Oves ®no
[ Update |

There are four (4) required fields on this Tab; however, only three (3) require data to be entered. The three
(3) required data entry fields pertain to the number of customer employees for State (California),
Countrywide (US) and Worldwide.

The Yes/No selections will all be defaulted to No. Please review and verify.

= Will the owner receive training? This will only appear if the business is a small business
= |s the business a non-profit?

= |s the business in an Aerospace related field?

= |s the business a supplier to the Aerospace or Defense Industry?

If an affirmative would be correct, then Select Yes.

Click the Update link to save the information.

Note: If the number of employees is 100 or less statewide, and 250 or less worldwide, the system will
automatically assign a small business program attribute to the Application. This attribute will be very important for
program reporting. It will also affect the range of turnover rates allowed via a waiver. Turnover rates inputs are
covered later in this Volume and Chapter of the Guide.

4.3.3 NAICS Code Tab

North American Industry Classification System (NAICS) is the standard used by Federal statistical agencies in
classifying business establishments for the purpose of collecting, analyzing, and publishing statistical data
related to the U.S. business economy. This code is used by ETP classification and reporting purposes. As
trainees are associated to a trainee location (participating locations), a NAICS identification is needed for
each of these locations. The NAICS Code as shown on the NAICS Code Screenshot, displays the company’s
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associated NAICS Code(s) for all participating locations. If one or more code is displayed, a Primary NAICS
needs be selected by the user. To designate your Primary NAICS, select the radio button for the correct
NAICS in the Primary NAICS column of the table, and then click Update.

NAICS Code

@') NAICS Code

.@}

To sort on any column, click a column title.

333411 - Air Purification Equipment Manufacturing Yes Manufacturing N/A

1 Records Found

[ Update |

Note: If the customer is just starting the Pre-Application, no NAICS Codes will show in this section. NAICS
Codes are added while adding Participating Locations under the Training Details Tab. Once Participating
Locations are added to the Pre-Application, the NAICS Codes of each Participating Location will populate into this
table.

4.3.4 Union Tab

Union information will be provided under the Union Tab as shown in the Union Tab Screenshot. Information
would be provided here if the customer will have trainees affiliated with a union. To edit a union, Click the
Edit link in the Action column.

Union Tab

Professional & Technical Employees Union 4840 Edit

r =
Union

M 4 Page [1[=] Of 1 b W Rows
[ Add Union ] h
. )
*Union: IFPTE - Professional & Technical Employees Union El

#Union Local: 4840

e

To add a union, Click the Add Union link. On the Union Entry Screen that opens, select the union from the
drop-down list and enter the Union Local identifier. Click the Save button to save the union to the
customer’s record. To delete a union from the customer’s record, select the checkbox in the Select column
and Click the Delete link. When the information on the Applicant Information Tab is correct, Click the
Next>> button to continue to the next tab.
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4.4 Affiliations Tab

The Affiliations Tab displays, and lets customers add affiliated entities, e.g. a subsidiary, or sub-
contractor(s). This information displays in three (3) separate, collapsible areas: (1) Affiliated Companies, (2)
Sub-Contractors, and (3) P.E.O. — Professional Employer Organizations. To expand a window, Click on the
Plus Signs in the header(s).

Affiliations Tab
Application Applicant Affiliations Training Documents Review! Submit
Details Information Details
* Indicates required fields. For help click the question mark icon next to each section.

Preliminary Application - In Proaress - #16-0087 (Show Details)
Affiliated Companies

Sub-Contractors

P.E.O. - Professional Employer Organization

4.4.1 Affiliated Companies Section

The Affiliated Companies Tab displays as a table for any affiliates already added as shown in the Listing of
Affiliated Companies Screenshot. This can include any affiliates, such as a subsidiary company or a daughter
company, or another entity controlled by the parent company or a holding company. From this main grid,
the customer can elect any number of actions to take, from editing or deleting an existing company or
adding another affiliated company.

Listing of Affiliated Companies

Bl Affiliated Companies

Results View: Summary | Detailed

NAICS Code Industry Sector Industry Sector |Action
Sub-Set

Select

Frilly 8888 Main St, 541219 - Other Professional, Scientific, Not Applicable Edit
Affiliate Sacramento, CA  Accounting Services and Technical
95814
M 4 Page [1[=] Of 1 b M Rows |100[+]

[ Add Company ]

The customer can add affiliates by Clicking the Add link, and then selecting from possible affiliates already
associated, via a drop-down list. They can also search to find related companies, or their affiliates. If not
found in the search, users can add a new company as an affiliate. Each of these is shown it the Affiliated
Companies Screenshot on the next page.
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Affiliated Companies

\y:,\
* Company: None Selected ~
# Relationship to the Contractor: None Selected ¥
[ Add Company | Update ]
Affiliated Company
There are no loc: i
+Company: (G5I TestAffiliated hd
- None Selected
+ Relationship fo the Contractar: Sister GS| Test Subcontractor
_m_ [ Add Company
Select a location -
Please Select a Contact
Please Select a Location
OGSl Test Cases Province Affiliated a Sl TestAffiliated
463 Rodeo Drive P34 Rodeo Drive
Glendale, CA 91210 Glendale, CA 91210

Please Select a Contact

est Test
est
el: (555) 555-5555

Email: ccampos@geosolinc.com

If the user needs to add an affiliate, Click the Add Company link, and do the following:

= Select from the Affiliated Drop-Down, then search and select them from the results list.

= If they are not found in search, Click the Add link at the bottom of the lists, for an affiliate entry
screen.

= Make any needed selection changes, like relationship to the contractor.

= Select the affiliate’s location.

= Select the affiliate’s contact (selection may change based on the location selected).

= From the displayed sections for the affiliate company, review the Location and Contacts areas.
= If correct, Click the Save button. The affiliated company will be display on the table of affiliates.

Note: If the company has been associated to the customer applicant on any other Application or contract, they
will already display in the drop-down.
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4.4.1.1 Search and Add an Affiliated Company (from Search Results)

If the affiliated company is not in the Company drop-down list, the customer can also add an existing
company to the system using the company search. To use the Affiliated Search Screen for an affiliated

company:

= Click the Add Company link, on Affiliate Selection Screen as shown in the Using the Affiliated
Company Add Link Screenshot.

Affiliated Company
@
« Company: INcne Selected .
+ Relationship to the Contractor: Supplier
[ Add Company Update |

Using the Affiliated Company Add Link

o~

= The Employer Search Screen will open as shown in the Employer and Contact Search Menu

Screenshot.

Employer Search Criteria

Employer and Contact Search Menu

Show User Accounts:

Employer Profile Number:
Company Name:

Show Keyword Search Options
Employer Login Name::
Federal ID:

Unemployment Ins. Tax 1D #:

California Employer Account
Number (CEAN):

® Primary User Account Only
O Show All User Accounts Autofill can be used to select an employer
as affiliate for this screen.

|
| ‘"{ GSI - Candy Makers - 325 Main Straet, Sacramento, CA 95814
GSI - Happy Feet Slippers - 632 Main Strest, Sacramento, CA 95814
GSI - In Home Nursing - 1818 Main Street, Sacramento, CA 93814
GSI - Pickle Makers - 555 Pickle Way, Sacramento, CA 95814
GSI BATastFields - 1234 6th Avenug, Thousand Oaks, CA 91360
GSI Daffy Taffy #1 - 1111 ETP Strest, Sacramento, CA 95814
GSI Daffy Taffy #2 - 1002 Omaha, Sacramento, CA 95814

Industry Title (NAICS): |

Search for Industry Code (NAICS) |

No. of Employees State Wide:
No. of Employees Country Wide:
No. of Employees World Wide:

Professional Employer
Organization:

GSI Test ETP Employer - 12 Test Lane, Victorville, CA 92392
| | GSI Test Subcontractor - 220 Main Street, Los Angeles, CA 90001
| |

| |

Contact Search Criteria

First Name:

Last Name:

Primary Phone:

Primary Contact Email Address:

| |
| |
l:l - l:l - l:l [#linclude Alternate

| | N

N

“search ||| Clear This search screen can also be used
to locate a contact.
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= Enter the necessary search criteria for the affiliate on the screen in the Employer Search Criteria
and/or the Contact Search Criteria sections.
= Click the Search button. On the Search Results screen, as shown in the Add Affiliated Company

Screenshot, the user will see if the desired company is listed. If found, they will select its relationship
to the Applicant from the available options — Parent, Subsidiary, Supplies, Other and Sister.

Add Affiliated Company

Employer i Select

Profile
Number None Selected
Parent

GSIQABJMEMP1221 GSllast, Gsibetty GSI Test ETP Employer Victorville Supsidiary
Primary Contact Supplier
Cther
GSIQAKPETPD111 Tester, Bob G35l Test Subconiractor 5F Los Angeles Sister
Primary Contact

GSITESTAFFIL Test, Test GS| TestAffiliated 652 Glendale
Primary Contact

Selaci

M 4 pPage [{[¥] of 1 b M IbRcws [Fo0[¥]
3 Records Found You can select a company
and affiliation type, or click to
I [ Change search criteria | Add Affiliated Company ] I Add a new one from scratch

The system will return to the Affiliated Company screen. The selected company is now in the Company
drop-down list so the user can select it. This was shown in the first screenshot of this section of the Volume
and Chapter of the Guide.

4.4.1.2 Create a New Company to Affiliate

Users can add a company to the ETMS master list of companies that can then be used during the Application
and Contract processes. The added company to this master list can this be indicated as an Affiliated
Company. To add a new company to the system, follow the instructions below.

= Click the Add Company link. This will open the Employer Search screen.
Search for the company as described in previous section of this Volume and Chapter of the Guide.

= The Search Results screen might display, “0O Records Found”. Click the Add Company link on the
Search Results screen.

Search Results Against Company Master List

0 Records Found

[ Change search {:riteri4 | Add Company ]

"

= The system will open the Employer Identification Screen, as shown in the Use the Employer
Identification Screen to Add a Company Screenshot on the next page.
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Use the Employer Identification Screen to Add a Company

Employer Identification

«Company Name: [Frilly Affliate |
Short Mamea: FRILL
California Employer Account |99999999 |
Number (CEAN] Do not enter dashes. Exampie 355001111

+Relationship to the Contractor: |Dther v|

*Other |3rd Party Admin.

Enter the information:

= Company Name — Enter the Company name.
= Short Name — Enter a short name for the company.
= CEAN - Enter the company’s California Employer Account Number.

= Relationship — Select the company’s relationship to the applicant from the drop-down list. The
options include Parent, Subsidiary, Supplier or Other. If Other is selected an additional field will
open. Enter the type of relationship in the Other field.

= (Click the Save button the will open the Primary Location Information Screen.

Affiliated Company Entry Screen — Primary Location Identification

Primary Location Information

#Street Address 1 8888 Main St
Street Address 2:
# City: Sacramento
# State: California E
County: Sacramento County E
* Country: United States E
+ Zip code: 95814 Find Zip Code

Provide the primary location information:

= Zip Code — Enter the company’s zip code. The system will auto-populate the City and State fields.
= Street Address — Enter the street address.
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=  Mailing Address — Select the checkbox if the mailing address is the same as the Primary Location
address. If it is different, enter the Mailing Address details in the fields provided.

Because this is a new location, contact information will need to be added as shown in Add Company Contact
Information Screenshot.

Add Company Contact Information

Contact Information

Job Title: Owner
#First Name: Millie
Middle Initial:
+Last Name: Frilly
*Primary Phone: 222 - 555 - 1111 Ext
Contact Text Message Phone - -
Number:
Fax: - -

Primary Contact Email Address:|mai|@emai|_cum

Confirm Contact Email Addreas:|mai|@emai|_cum

Read Qur Email Security Policy

#Please select a method in Internal Message E|
which you prefer to receive your
notifications:

Provide the following information:

= Job Title — Enter the job title of the company’s primary contact.

= Name — Enter the First Name and Last Name of the company’s primary contact; the Middle Initial is
optional.

= Phone - Enter the Primary phone number for the contact. Enter a phone number for text messages
and for faxes, if desired.

= Email — Enter the contact’s email address in the fields provided.

= Notification Method — Select the contact’s preferred method of notification from the drop-down list.

= Click the Save button to save the company.
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The system will return to the Affiliated Company screen as shown in the Newly Created Affiliated Company
Screenshot. The newly created company will appear in the Company drop-down list.

Newly Created Affiliated Company

Affiliated Company

+Company: Frilly Affiliate E'

+Relationship to the Contractor: Supplier E

Average turnover Rate Percent (%) 0.00 %
[ Add Company | Update ]

Select a location

@ Frilly Affiliate

888 Main St
Sacramento, CA 95814

[ Add Location ]

@ Millie Frilly
Dwner
Tel: (222) 555-1111

= Select the Location by clicking the Radio Button or create a new location by Clicking the Add
Location link.
= Select the Contact Person and click the Save button to save the Affiliated Company.

In this example one address and one contact has been shown. This may not be the case in the actual
production system.

The system will place the newly created company in a pending status until a staff member verifies the
company as shown in the Company With Pending Staff Verification Screenshot. The customer can continue
working on the Pre-Application pending the verification. However, this company cannot be placed on the
Contract until the verification process is completed.

Company With Pending Staff Verification

= Affiliated Cumpanies

e s sl ﬁ
Sub-Set

EMP Employer 111 Main St.. 541219 - Other Professional, Scientific, Not Applicable Edit
Sacramento, CA Accounting Services  and Technical
95814

888 Main 5t, Information Mot Not Applicable Mot Applicable Edit ]
acramento, CA  Provided T

"Frilly Affiliate -
Pending Verification

Delete

M 4 Page [1[=] Of 1 b M Rows [100[~]
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4.4.2 Sub-Contractor Section

If the customer will not be using a sub-contractor, this section of the Tab can be skipped. If a sub-contractor
will be used the user should expand the Sub-Contractors window by, Clicking on the Plus Signs in the

Sub-Contractors Window

header(s).
Application Applicant
Details Information

Preliminary Application - In Progress - #16-0087 (Show Details)

Affiliations Training Documents

Details

Review! Submit

Show Filter Criteria
To sort on any column, click a column title.

GSl PART Summer Intern
Employers

Affiliated Companies
I-E| Sub-Contractors
Suh Contractor CEAN Type of Sub- Address Contact
Contractor

I@I

2347299 Development 123 Main, Munoz,
Los Angeles, CA Monica
50001 Hr
(T14) 987-
GaTS
Delete
M 4 Page [1¥] of 1 b M Rows: | 100 %]

1 Records Found

[ Add Sub-Contractor ]

L s

If you do need to add a sub-contractor, Click the Add Sub-Contractor link.

Note:

There are three types of sub-contractors (Development, Administrative, and Training). At the Pre-

Application stage user can add the Development Sub-Contractor, if the user is also using an Administrative and
Training sub-contractor they can be added at Application or thru a revision request.

4.4.2.1 Add Sub-Contractor by the Drop-Down Selection

This will open a pull down menu. The user add a sub-contractor Select them from the Sub-Contractor Drop-
Down as shown in the Sub-Contractor Selection Screen Screenshot.

Sub-Contractors

Sub-Contractor Selection

Sub-Contractor

Flease add any Development Sub-Contractors.

|None Selected

GSI Test Subcontractor 4| GSI Test Subcontractor

GSlAutomationAffiliationEmp
[ Search or Ad] QAKIM Adm Sub Test
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From the displayed sections for the company, review the Location and Contacts areas. Make any needed

selection changes and select the sub-contractor’s location.

Select the Sub-Contractor’s Location and Contact

link to create a new external employer/sub-contractor location.

RSubII © Sub IV
R72 MAIN ST 888 Main St
acramento, CA 95814 Sacramento, CA 95814
[ Edit Sub-Contractor | Add Sub-Contractor ]

Please select the external employer/sub-contractor location or click the "Add Sub-Contractor”

@ Phil Till

fiice Manager

el: (222) 555-5554
Email: pt@email.com

=

Click the Save button. The sub-contractor company is added to the table of sub-
associated with this application.

4.4.2.1.1 Search and Add a Sub-Contractor

contractors that can be

If the sub-contractor(s) that appear on the Sub-Contractor Selection Screen are not the desired ones, or if

none are displayed, the user can search and select a sub-contractor company.

Click the Search or Add Sub-Contractor link as shown in the Search or Add Sub-Contractor Screenshot.

Search or Add Sub-Contractor Link

Sub-Contractors

Sub-Contractor | Mone Selected

[ Search or Add Subconiragine]

I\
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The Sub-Contractor Search Entry Screen will open as shown in the Sub-Contractor Search and Results
Screenshot.

Sub-Contractor Search and Results

Show User Accounts:

® Primary User Account Only
O show All User Accounts

Employer Profile Number [

Company Name: [osiau

Show Keyword Search Options

Employer Login Name: [

Federal ID |

Do not enter dashes. Exampie S55001111
California Employer Account Number |
(CEAN):

A——— Semin o e o (NAICS) You can select one from the
Indlustry Sector and subset T— = - presented list or add a new
No_of Employees State Wide I one from scratch by selecting
No-of Employess County wiee: [ Add New Sub-contractor.

No. of Employees World Wide:
Professional Employer Organization:  [None Selected [ %]

Contact Search Criteria

First Name: [etel %

Last Name: I

Primary Phone: - - Include Alternate

Primary Contact Email Address [

To sort on any column, click a column title. Current Sort: Login Name ascending

Login Name Contact Company Name Employer
Profile
Number

GSIAUEMPETPO1 ETPTester, Gsiautomation GsiautomationETP Sacramento
Primary Contact
GSIAUEMPETP21 ETPMECTWOONE, Gsiauetptwoone GsiauETPMEC21 72 Sacramento
Primary Contact
GSIAUEMPETP22 ETPMECTWOTWO, Gsiauetptwotwo GsiauETPMEC22 70 Sacramento
Primary Contact
GSIAUTOAFFILIATE Affiliateemp, Gsi GSlAutomationAffiliationEmp 63 Sacramento
Primary Contact
H 4 Page of1 b M Rows: [100[¥]
4 Records Found

[ Change search criteria § Add Mew Subconfract

= Enter the necessary search criteria for the sub-contractor on the screen in the Employer Search
Criteria and/or the Contact Search Criteria sections, and Click the Search button.

= Click the Select link for appropriate company in the list.
= Review the Location and Contacts areas, and make any needed selections.
= Click the Save button.

4.4.2.1.2 Add aNew Sub-Contractor (When Not Found in Search Results)

If the desired sub-contractor is not shown in the Sub-Contractor Search Results, the user can add a sub-
contractor. Click the Add New Sub-Contractor link. This is at the bottom of Search Results screen as shown
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in the section above. The Employer Identification Search displays as shown in the Creating a New Sub-
Contractor Screenshot.

Creating a New Sub-Contractor

« Company Name: |WKL Roofing

# Street Address 1: |1ou1 MLK Avenue

# City: |sacramento

« State | California

* County: [sacramento County

+ Country: [United States

+Zip code: |24222 Find Zip Code
99955 or §3999-9999

«Job Title: |Office Manager

# First Name: |morgan

+Last Name: |wall

Primary Phone: I_ - I_ - I_ Ext I—

+ Primary Contact Email Address: |mwa| I@wkiroofing.com

+ Confirm Contact Email Address: |mwa| |@wklrooﬂng.coml b
Re-enter your email address in the confirm contact email address field

——Galeiealls oty Policy

AT

Enter necessary information about the sub-contractor on the screen.

= Employer Identification — Enter the name of the sub-contractor in the Location Name field. This can
be an abbreviated name, nickname, or the full company name.

= Primary Location Information (Address) — Enter the sub-contractor’s primary address in the fields
provided. Enter the zip code first to have the system auto-fill the City, State, County, and Country
fields.

= Contact Information — Enter the sub-contractor’s contact for the primary location. This includes Job
Title, First and Last Name, Phone, and Email address.

= Click the Save button to display the sub-contractor as shown in the Sub-Contractor Selection
Screenshot.
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Sub-Contractor Selection

Sub-Contractors

Please add any Development Sub-Contraciors.

|None Selected
Sub-Contractor Sl Test Subcontractor B3| Gsi Test Subcontractor

GSlAutomationAffiliationEmp
[ Search or Ad{QAKIM Adm Sub Test

= The sub-contractor will now be available for selection from drop-down or from the Search Results.

= Review the display and Location and Contacts areas, and make any needed edits. Click the Save
button.

= This saves the contractor to the table in the Sub-Contractors area as shown in the Updated Sub-
Contractor Selection Screenshot.

Updated Sub-Contractor Selection

~| Sub-Contractors

[#] Show Filter Criteria
To sort on any column, click a column title.

"~ SubContractor Type of Sub- Address Contact |Action| Select
Contractor

G5l PART Summer Intermn 2347899 Development 123 Main, Munoz, Edi
Employers Los Angeles, CA Monica Edt
Q0001 Hr
(714) 987-
9879
G5 Test Subcontractor 5930111 Development 220 Main Street, Tester, Bob Edit O
Los Angeles, CA Staft -
90001 (714) 011-
0111
WKL Roofing NfA  Development 1001 MLK Avenue, Wall, Morganl gt
&g Pending Registration Sacramento, CA Office -
04229 IManager
MNiA
Delete
H 4 Page of 1 b M Rows: [100[¥]

3 Records Found

[ Add Sub-Contractor ]

Your request has been processed.

P.E.O. - Professional Employer Organization

= |f a new development sub-contractor is added to a Pre-Application, and they have not previously
registered, the sub-contractor will need the registration process. This is indicated in the system with
a “Pending Registration” note.

= Once registration is complete, staff will approve the verification and then the development Sub-
Contractor can assist the customer.

4.4.2.1.3 Edita Sub-Contractor

To edit a sub-contractor, Click the Edit link in the Action column as shown in the Select a Sub-Contractor to
Edit Screenshot on the next page.
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Select a Sub-Contractor to Edit

i Sub-Contractors !

CEAN Type of Sub-Contractor L ﬁ
GSI sub 99999994 Training Matt, Matt B

HR

(222) 555-3333
ER Sub I 99999996 Administrator Matt, Pat B

Training Owner
(222) 555-5555
Delete
M 4 Page [1[=] OF1 b M Rows [100]~]

The Sub-Contractors Screen opens. To edit the sub-contractor, Click the Edit link.

= Edit the sub-contractor information in terms of location and contact information.

= Click the Save button. The Sub-Contractor Selection Screen will display.

= Select the sub-contractor and the contact(s) associated with that sub-contractor.

= Click the Save button to save the sub-contractor to the employer’s Pre-Application record. It will
display in the Sub-Contractor table.

Sub-Contractor Selection Screen

Sub-Contractors

Please select the external employer/sub-contractor location or click the "Add Sub-Contractor”
link to create a new external employer/sub-contractor location.

@ ER Sub Il ) Sub IV
22 MAIN 5T 888 Main 5t
acramento, CA 95814 Sacramento, CA 95814

[ Edit Sub-Contractor | Add Sub-Contractor ]

@ Phil Till
Wfﬂce Manager
el: (222) 555-5554
Email: pt@email.com
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4.4.2.1.4 Delete a Sub-Contractor

To delete a sub-contractor from the employer’s Preliminary Application record, click the checkbox in the
Select column and Click the Delete link as shown in the Delete Sub-contractor Screenshot.

Delete Sub-Contractor

= Sub-Contractors

[+| Show Filter Criteria
Results View: Summary | Detailed

ETP SUB 91199999 Contract development 88868 Main St., Dole, Cole
Sacramento, CA 95514 Owner
(555) 555-5552 h

Delete

M 4 Page 1] Of 1 b M -

4.4.3 Professional Employer Organization Area (P.E.O.)

The Professional Employer Organization Area (P.E.O.) is the last screen area on the Affiliates Tab. This is
where P.E.O.s would be added to the customer’s Application or Contract. If there is no P.E.O.s, this area of
the system can be skipped by the user. If the customer has identified a P.E.O. associated on an
Application/Contract, it is displayed in a Company Information section as shown in the P.E.O Displayed in
Company Information Screenshot.

P.E.O. Displayed in Company Information

l_E P.E.0. - Professional Employer Druanizaﬂorl

Company Information
Company Name  CA Subject Matter Professionsals for Math (Pending Registration) Federal ID Not Specified
Address 845 W Colorado Blvd
City Monrovia, CA 81016 California 4349618
Employer
Account
Number
(CEAN)
Primary Contact ~ Matt Mainter
Monrovia, CA 91016
(909) 537-5033 # 9 . ,
[ — : Displays when a PEO hasn’t
[ Select Another Profiessional Employer Organizatio ; . .
N been linked to an application
e or contract.
Company Information

Company Information Unavailable I

[ Select a Professional Employer Organization |
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4.4.3.1 Add a P.E.O.

To add a P.E.O. Click the Select a Professional Employer Organization link. The list of approved P.E.O.s that
exists in the database will be displayed in the P.E.O. table, as shown in the Approved P.E.O.s Screenshot.

Approved P.E.O.s

Login Name Contact Company Name Employer i Select
Profile
Number ﬁ

GSIDCEMPLPEQ Durham, James Dana's Employer PEQ 84 Sacramento Select
Primary Contact

GSIQACCETPEMP1202 Tester, Cindy GSI Test Employer 23 Beverly Hills Select
Primary Contact

RETTATESTER Hanson, Retta Hansons Thai Hawaiian 43 Salinas Select
Primary Contact

If approved PEOs exist, they will display above the Add PEO link.
N

If there are no approved P.E.O.s, 0 Records Found and Company Information Unavailable will be listed.

List/Add P.E.O. Selection

=] P.E.O. - Professional Employer Organization

Company Information I

Company Information Unavailable

[ Select 3 Professional Employer Organization |

If you find your P.E.O. on the list, Click the Select link in the Select column. After selecting, the user will be
returned to the previous screen with the Company Information displayed.

Make a P.E.O. Selection

Employer Select
Profile
Number

Login Name Contact Company Name

GSIDCEMPLPEO Durham, James Dana's Employer PEO Sacramento
Primary Contact

GSIQACCETPEMP1202 Tester, Cindy GSI Test Employer 23 Beverly Hills Select
Primary Contact

RETTATESTER Hanson, Retta Hansons Thai Hawaiian 43 Salinas Select
Primary Contact

[ Add a Professional Employer Grganization ]
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If the user doesn’t find the P.E.O. on the list, they will Click the Add a Professional Employer Organization
link as shown above. The user will be taken to the Employer Identification Screen and will need to fill in the
CEAN number as shown in Providing CEAN Number Screenshot.

Providing CEAN Number

Employer Identification

California Employer Account
Mumber (CEAN):

Confirm California Employer
Account Number (CEAN):

|323861 8
Do not enter dashes Example 5550011

[3233675] x

To add a PEO, the user must enter a CEAN.

The user will enter the CEAN twice to confirm it is correct. The user will Click Continue. Next the user will
then enter required information, on an Employer Identification Sections as shown in the Adding P.E.O.
Company Profile Screenshot.

Adding P.E.O. Company Profile

Employer Identification

«+ Company Name:

Short Name:

ICOX ‘Communications California LLC

|CoxCom

+ Street Address 1:

Street Address 2:

*City:

+ State

County:

+ Country:

« Zip code:

Primary Location Information

|5158 Federal Blvd

[san Diego

|california
San Diego County
|United States

[a2105

Mailing Address

# Mailing Address 1:

Mailing Address 2-
+ Mailing City:
+ Mailing State:
Mailing County:
« Mailing Country:

Mailing Zip/Postal

Address has been standardized.

Check here if Mailing Address is the same as the address above

|5159 FEDERAL BLVD

[saN DIEGO

| California
San Diego County
|United States

[a2105

e Y-
Mailing Zip/Postal: 92105
Eind Zip Code Contact Information
Job Title: |Operations Training Supervisor
= First Name: |Charles
Middle Initial:
« Last Name: [Manticalva
« Primary Phone: 916 -|327 -|5333 Extl
Alternate Phone:
Contact Text Message Phone

Number:

Primary Contact Email Address:

Confirm Contact Email Address:

——

# Please select a method in which
you prefer to receive your
notifications:

[District Mngmnt@etp._ca.gov

[District Mngmnt@etp._ca.gov

Read Our Email Security Polic!

[internal Message

o
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Addition of this information is consistent with the other sections of this Volume Chapter of the Guide. Each
of the mandatory sections should be filled in. This are indicated with an asterisk. After completion of the
necessary address and contact information, be sure to click Save.

The user will be returned to the P.E.O. - Company Information Screen with the new P.E.O. displayed, as
shown in the P.E.O. Company Information Updated Screenshot.

P.E.O. Company Information Area

Preliminary Application - In Proaress - #16-0110 (Show Details)
Affiliated Companies

Sub-Contractors

[~ P.E.OQ. - Professional Employ; jzati
F.E.O. Agreement: Follow this link to email the P.E.O. Agreement

Company Information
Company Name Cox Communications California LLCfPending Registration Federal ID Mot Specified
Address 5159 Federal Blvd
City San Diego, CA 92105 California 4330600
Employer
Account
Primary Contact Charles Monticalvo Number
San Diego, CA 92105 {CEAN)
(918) 327-5333
District. Mngmnt@etp.ca.gov
[ Select Another Professional Employer Organization ]

The P.E.O. will be displayed in Company Information section with a Pending Verification until ETP staff
complete the verification process.

From the displayed P.E.O. section, the customer can still:

= Click to Select to add another P.E.O. and repeat the selection process described above.
= From this Screen, the user can also email the P.E.O Agreement. This electronic document is
forwarded to the ETP for filing with the other Application and Contract records.

To Proceed with the Preliminary Application, the user will Click the Next button at the bottom of the
Affiliations Tab (below P.E.O. section) to proceed to the Training Details Tab as shown in the Navigate from
Affiliations to Training Details Tab Screenshot.

Navigate from Affiliations to Training Details Tab

Application Applicant Affiliations. Training Documents Review! Submit
Details Information —>| Details
* Indicates required fields. Far help click the question mark icon next to each section.

Preliminary Application - In Progress - #16-0087 (Show Details)

Affiliated Companies
Sub-Contractors “

P.E.Q. - Professional Employer Organization
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4.5 Training Details Tab

Provided under this Tab is information to generate the estimated value of the Preliminary Application, as
shown in the Training Details Tab Screenshot below. This includes the user’s training plan and training
locations, which are displayed in two (2) separate, collapsible areas:

= Training Information
=  Participating Locations

Next to the general company and contact information, this is the most important information area.

4.5.1 Training Information
To expand the Training Information window, Click on the Plus Sign in the header.

Training Details Tab

Application Applicant Affiliations Training Documents Review! Submit
Details Information Details
* Indicates required fields. For help click the question mark icon next to each section.
Preliminary Application - In Proaress - #17-0016 (Show Details) \7)

Training Information

#Have you assessed your training neads?:

® Yes U No
Do you have a Training Plan in Place? ® ves @ No
*Proposed Start Date: Today
Planned Number Of Trainees: T Trainee Category '
Refrainee
[Update |

Participating Location(s) |
DD

Note: The information known by the customer during the Preliminary Application process may only be general
and/or estimated in nature; to the extent possible, the user should enter as many details as possible.

The Training Information area, as shown in the Training Information Area Screenshot below displays the
customer’s training plan details that includes general information, which focuses on training needs, number
of proposed trainees and proposed start date for the training.

Add the three (3) training information items:

= Assessed Needs — Indicate whether the customer has assessed their training needs.
= Plan - Indicate if a training plan is in place, selecting Yes or No.

= Start Date — Enter the proposed training start date. This date can be updated during the Application
In-Progress stage.
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= Proposed # of Trainees — This entry field is for an estimated number of employees to be trained.
The number is a general estimate until job titles have been added when an updated estimate is
provided with actual numbers, which occurs when the Participating Locations section is completed
(as described in the next topic below).

= Click the Update link to save the Training information.

Training Information Area (Before Having Participating Locations)

Application Applicant Affiliations Training Documents Review Submit
Details Information Details

Preliminary Application - In Progress - #17-0016 (Show Details)

[~ Training Information

+Have you assessed your training needs?:
Y Y d ® Yes No

- ) &
+ Do you have a Training Plan in Place? ® vos No

+ Proposed Start Date: 02/04/2016 Toda
! f £ ¥

Flanned Number Cf Trainees: WW

Retrainee 7

fa Participating Location{s)

4.5.2 Participating Location(s)

The Participating Locations will display each of the customer’s location(s) where trainees will be participating
in training as shown in the Participating Locations Area Details Screenshot. The participating location is a
very important component of the ETP application process. It is from these designations that trainee ETP
minimum wage and HUA status is determined among other things. This review is part of the ongoing,
standard ETP process.

Participating Locations Area Details

-+ Show Filter Criteria

To sort on any column, click a column titie

=

Napkin
Company

Napkin 2389641 Workplace Yes
Company
7Jst
Sacramento,
CA 95814

Delete

M 4 Page[1v]of1 b M Rows [100 V]

1 Records Found

Only minimal information is required at Preliminary Application stage. To edit a Participating Location:
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= (Click the Edit link in the Action column.

= To delete a Participating Location from the Preliminary Application record, Click the Checkbox in the

Select column and Click the Delete link.

4.5.2.1 Add a Participating Location

On the Location Details Tab, enter the information pertaining to the participating location, by selecting the

Add Location link as shown on the Add Participating Location Screenshot.

Add Participating Location

+| Show Filter Criteria

To sort on any column, click a column titie.

Napkin Napkin 2389641 Workplace Yes No 0 Yes
Company Company

7Jst

Sacramento,

CA 95814

M 4 Page[1v]of1 b M

1 Records Found

[ Add Location ]

4.5.2.1.1 Participating Location - Company Name & Location

Company Location CEAN | Location
Type

Yes Edit O
Delete
Rows

Provide the Company Name by selecting from the drop-down list. The selection from this list will auto-
populate the potential locations for that company, as shown in the Company Name and Location
Screenshot. If Affiliated Companies were added as described in Section 4.4.1 — Affiliated Companies of this

Volume Chapter of the Guide, these will also be in the drop-down list.

Company Name and Location

Company Name
Company: | Comnerstone Quality Air Conditioning & Heating - Applicant|[v |
[ Add Affiliated Company ]

Flease select the location. Click the "Add Location” link to create a new location

® Cornerstone {Corp & Training Office) @] Receiving Office
3 Main St 2338 J 5t
cramento, CA 95816 Sacramento, CA 35316

O comerstone Quality Air Conditioning & Heating
2330J st
Sacramento, CA 95816

[ Edit Location | Add Location ]
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= Choose the location by selecting the corresponding radio button.

v Edit Location — To edit one of the locations, select the Radio Button and Click the Edit Location
link. The system will open the Location screen. Edit as needed and Click the Save button to save
the information.

v" Add Location — To add a location, Click the Add Location link. The Location Screen will open.
Enter the information about the location as described in the next section of the Volume Chapter
and Guide.

4.5.2.2 Adding Participating Location Details

The next step in adding the participating location is to complete the location details as shown in the
Participating Location Details Screenshot.

Participating Location Details

Location Details —
(7] ||
+ Location Type: ¥ Training & Workplace Calculate Tumnover Rate Percent (%)
# California Employer Account |2333444 Average Number of Full-Time Employees: (98
Mumber (CEAM):

Do nat enter dashes. Example 3550011 Full-Time Employees separated during |22

HUA Status: Yes most recent calendar year: . Calculate '
Turnover Rate Percent (%e): |22_45 %

Regulation | Calculate ﬂ

+ Turnover Rate Justification To =1 d Traini o Rati
Tumover ~ate |Froposed Training will Decrease Rate None Seeced
Primary Function(s): Base Training from Afiiate Propased Training will Decrease Rate
One-tima Staff Reduction
Singular Occurrance
Add More Functions Industry Data

+ Description Of Services:
Some HTKIL tags such as embedded videos are not allowed in this t2xt box and will not be saved.

B I UTI =

Q B

Format - Font - Size ~ || A~

Il

HWVAC training and installation experience.

[ Spell Check | Clear Text ]

The user will fill in:

= Type — Select the Workplace and/or Training checkbox in the Location Type field.
= CEAN - The system auto-fills this field. Edit the CEAN, if necessary.
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= HUA Status — The system auto-fills this field. This read-only field displays the location’s High
Unemployment Area (HUA) designation.

= Turnover Rate — Enter the average number of full-time
employees and the number of full-time employees that
have separated in the most recent calendar year.

Calculate Turnover Rate Percent (%)

Average Number of Full-Time Employees: |98
Full-Time Employees separated during |22

v To read the regulation governing the calculation of

the turnover rate, Click the Regulation link. The regulation text will open in a separate window.

= Primary Function — Enter the Location’s Primary Functions (if desired). To add additional fields in
which to enter functions, Click the Add More Functions link.

v Click the Calculate link to have the system calculate
the turnover rate.

most recent calendar year:

= Description of Services — Enter a description of the location’s services (required).
= Click the Save button to save the location details for the Participating Location.

This refreshes the first Location Details tab, with the new location showing as one of the radio button in the
Location area. Click Next>>.

4.5.2.3 NAICS Code Tab for Participating Location

Each participating location in the system requires a NAICS code for identification purposes. Your NAICS code
assists in determining (1) whether your company will be eligible for Out-of-State Competition, (2) if the
company is in an ETP Priority Industry, and (3) the industry sector of the company. After entering a
participating location is entered in ETMS, the NAICS tab for the Participating Location is opened. It will
initially showed “0 Records found”. These process steps are shown on the next page in the Initial NAICS
Identification and Adding Code Screenshot.

Initial NAICS Identification and Adding Code

Location P nNaics

Trainees
Information

NAICS Code

0 Records Found

[ Add h_-—‘\ICT"‘]

= NAICS Code:

Search for Industry Code (NAICS)

= NAICS Source: [Employer had

Priority Industry:
Industry Sector:

Industry Sector Sub-Set:

No
NiA
NiA

o Lo
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The user will:

= (Click the Add NAICS link.

= On NAICS Code Entry screen the will come up; use the link Search for Industry Code (NAICS) to select
a NAICs code. Note: there are four (4) ways to search or enter a NAICS code as shown in the NAICS
Code Search Screenshot below.

NAICS Code Search

NAICS Code
#*NAICS Code: I Search for Industry Code (NAICS) I
+ NAICS Source: |Emp|gyer

Priority Industry: No

Industry Sector: MIA

Industry Sector Sub-Set: MNIA

(oo | oo |

[t:i} Forh the question mark icon.

Industries Industries Industry Industries
by Keyword by Sector Listing by Industry
Code

Search for an industry by keyword(s)

Here is a list of industries that matched your keyword search. The table below also
indicates whether the keyword was found in the title or description of each industry. To
select an industry, click on its title.

Industry Industry Sector | Industry Industry Naics
Title Description Code

Manufacturing 3332
Mmufacturlnu US Industry | | (31-33)

[ Change search criteria |

Click Industry Listing to see an alphabetical list of all available industry titles.

= These search features are organized by tabs when the Search function is used:
v Industries by Keyword
v Industries by Sector
v Industry Listing
v Industries by Industry Code
= This sample shows a search by Industries by Keyword.
= Once the correct NAICS is displayed, select the Industry Link.

= The NAICS Source will default to Employer and no action is needed by the customer. If the staff
adjusts the NAICS code then the title will change to Staff.

= (Click Save.
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The NAICS tab will display with the NAICS Code listed as shown in NAICS Code Tab Populated Screenshot.
NAICS Code Tab Populated

Location NAICS Trainees
Details Information

For help click the question mark icon next to each section

NAICS Code
To sorton any column, click a column title.
Detailed ﬁ Select
MAICS Code 333415-AC, Refrigeration, & Forced Air Heating Edit
MAICS Source Employer
Priority Industry Yes
Industry Sector Manufacturing

Industry Sector Sub-Set N/A

Location Primary Yes

Delete

H 4 Page |1 ¥| of 1 ¥ M Rows | 100

1 Records Found

I [AGH NAICS | I

From this screen, the user can add, edit or delete the participating location’s NAICS Codes.

e To edit the participating location’s NAICS code, Click the Edit link.

e To delete a NAICS code, click on the checkbox in the Select column, and Click the Delete link. As the
system requires a NAICS code for each participating location and if only one NAICS code is listed, it
cannot be deleted but only edited.

4.5.2.4 Trainees Information Tab

This screen displays information about the trainee’s Job Titles, and lets the customer add, edit or delete this
information. It should be noted that no information is required on trainees that this point during Pre-
Application. At Application In-Progress, information will be collected on the trainees as they are part of the
calculations for contract value. The values are (1) Job Title, (2) Standard Occupation, (3) Number of Trainees
for that Job Title, (4) how many hours a week they work, (5) wage information, and (6) other characteristics
of the Job Title population, such as if any of those trainees are Veterans, Ex-Offenders, or At-Risk Youth.
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Helpful Hints:

Customers should consider how they want to organize their training program around “general” categories of
trainees. The designation of “general” job titles, aka Occupational Groups, of trainees is highly recommended
when there will be a large number and type of trainees. For example, if you have typists, assistants, and
secretaries all at one participating location who will all be participating in your training program, you could assign all
of these trainees under the Job Title of “Assistants”. This will allow you to only enter one Job Title for those
occupations, rather than entering multiple Job Titles. Just be sure to adjust the wage and trainee population areas
accordingly.

The customer should consider that each trainee during application development and contract performance will be
identified by these titles and allow for groupings that are appropriate to how the customer will want to manage their
contract. There is no defined number of required job titles; however, each application must have at least one job
title by the time of application development.

ETMS allows for complete flexibility in these designations, as there are no “programmed” system-requirement.

However, associating an Occupational Information Network Numerical Index (O’Net) code to the job title is
necessary. O’Net is an industry standard occupational classification system and required for uniformity in Panel
reporting on the program.

At the Preliminary Application stage, Job Titles are not required and this would be optional information if
the customer wants to provide it. Job Titles will be required during the Application Stage and that process is
covered in Volume 3 Application In-Progress of the Guide. These details can be skipped if the customer does
not want to add job title at this time

On the Trainees Information Tab, the customer will Click the Add Job Title link to open a separate Job Titles
to Be Trained Screen as shown in the Trainees Information Tab Screenshot.

Trainees Information Tab (for Participating Locations)

Location NAICS/Unions Trainees
Details Information

Job Titles To Be Trained

0 Records Found

[ Add Job Title ]

This will open the Job Titles Details Screen. This screen has three (3) sections, (1) Job Titles To Be Trained,
(2) Wages Information and (3) Intended Training Population as shown on the Job Title Details Window
Screenshot on the next page.
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Job Title Details Window

Participating Locafions = Location Details = Trainees Information = Job Title Details

ob g 0 Be ed I
*Job Title: |HVAC Senior Instal & Repair Tech
# Standard Qccupation [ x] v]

+ Trainee Category: IRetrainee ~]
+ Number Cf Trainees: I—B

‘Wages Information I'

Current minimum base wage: sz Eample 35000564
Current maximum base wage: sz Evample 3500004
+ Required Minimum Wage: $ 16.1

Intended Trainee Population
or this job title, do you plan on training trainees under any of the categories below?
Application Attribute(s) ﬁ

ARFVTP (AB118) Program O

At-Risk Youth F’roﬁrﬁm a O

4.5.2.4.1 Job Titles To Be Trained Section

In the Job Titles to Be Trained area, enter information about the job title, as shown in the Jobs Titles to be
Trained Screenshot and explained below.

Job Titles to be Trained Screen (and Occupation Selection control)

=aniciaatmﬁ Locafions = Location Details = Trainees Information = Job Title Details I
1
=300 TE. [EZSESTIEEELTEEEN | Architecture and Engineering Occupations 5
« Standard Cccupation — -
[ supervisors of nsallation, Mair [Type occupation title... |
«Trainee Category .
* Management Occupations
+Number Cf Trainees: lﬁ— ™y
P Business and Financial Operations Occupations
- P Computer and Mathematical Cccupations
L8 Architecture and Engineering Occupations L\\f‘
Current minimum base wage: l— . . - . .
$12.00 Bames | B |ife, Physical, and Social Science Occupations
Current maximum base wage: l— — . : N : —
$a00 Eamee | B Community and Social Services Occupations
+ Required Minimum Wage: §16.1 S LEgE| Occupations
» Education, Training, and Library Occupations
» - Arts, Design, Entertainment, Sports, and Media C
For this job title, do you plan on training trainees under any of the categories belg
L | © Healthcare Practitioners and Technical Occupatic
P Healthcare Support Qccupations
ARFVTP (AB118) Program . . .
» - Protective Service Occupations l=
At-Risk Youth Progr.
| | ® Food Preparation and Serving Related Cccupatio
» Building & Grounds Cleaning 8 Maintenance Oc
t . .
¥ Personal Care and Service Occupations e
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Complete the following entries:

= Enter the Job Title that you would like to use. Again there is no standard required by ETP.

= (Click Standard Occupation and a drop-down list appears. Presented is an extended list of training
category options. Select the one the best describes the occupation.

= Select the Trainee Category from the drop-down list. For Single Employer the only option is
Retrainee.

= Enter in Number of Trainees as the estimated number of trainees.

4.5.2.4.2 Wages Information Area
The next section for trainee information is the Wage Information as shown in the Wages Area Screenshot.

Wages Area

Wages Information
Current minimum base wage: 5 I—.M 0o Example 300000
Current maximum base wage: 5 IV Example 0000

+ Required Minimum YWage: 516.1

The user will fill-in wages.

= Enter the minimum and maximum base (hourly) wages of the trainees.

= The Required Minimum Wage (for the Participating Location’s county) will appear on the screen.
This amount is based on the location information what was provided earlier in the process and
described in the Volume Chapter of the Guide.

Based on the information that is entered, additional screens may open and require the user to provide
additional information. The ETMS has logic that monitors the trainee wage ranges that can qualify for ETP
funding. For wage that are too high a warning will occur as shown in the On the Wage Information Onscreen
Wage Warning Screenshot on the next page.
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Wage Information Onscreen Wage Warning

@
I + 'Wage range foo broad, create additional job fifle I

Company Name: ETMS Demonstration Inc
Location: asdifkh
1111 J Street
Sacramento, CA 95814

Included in Contract: Yes @ No

«Job Title: |lesier

* Standard Occupation Life, Physical, and Social Science Occupations x| ¥

Retrainee v

+Traines Cafegary:

+Number Of Trainees:
@
Current minimum base wage: 5 Example JO00 XX
Current maximum base wage: 5 Example JO00 XX
+ Required Minimum Wage: 516.10

If the Current Maximum Base Wage entered is more than $30.00 over the Current Minimum Base Wage, the
system will display a warning (above the Job Title field) stating “Wage range too broad, create additional job
title.” At this point, the customer can also update the wage range of the first Job Title entry.

If the minimum wage entered is less than the ETP required minimum wage, then the system will display the
required minimum wage in red text, as well as the blue text message shown below. For more information
on the trainee wage requirements of the ETP, please see the ETP Website.

Wages Information

Minimum Wage Warning

£

:k":

I The entered minimum wage does not meet the required ETP Minimum Wage, Trainees must meet the required wage at retention to qualiry.

Current minimum base wage:

Current maximum base wage:

# Required Minimum Wage:

§|10.00

§]25.00

§16.10

Example 200000

Example 3000

Note: The wage waiver, if applicable, will be automatically generated.

Complete the remaining Wage Information fields as shown in the Wage Information Fields Screenshot.
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4.5.2.4.3 Intended Trainee Population

Once the job title(s) have been entered and Wage Information completed, the customer will need to provide
some details on the Intended Trainee Population as shown on the Trainee Population Section Screenshot.
Like the rest of the Trainee Details this can be skipped for the preliminary application.

Trainee Population Section

Intended Trainee Population

For this job title, do you plan on training trainees under any of the categories below?
Application Attribute(s)

X

ARFVTP (AB118) Program

At-Risk Youth Program @

CNA (Certified Nurse Assistant(s)) to become LVN (Licensed Vocational Murse(s))
Ex-Offender Program @

Job creation (New employees)

Trainees with limited English/Math skills or Mental/physical disabilities

Company owner

Seasonal or part-time trainees

Temporary employees that will become permanent at the completion of training

Veterans Program

DHDDDDDD!DH ®

= Select each Application Attribute(s) that applies to the trainees. These are the programs or
categories under which the trainees will receive training. The user can also use the selection all at
the top of the list.

= (Click the Save button to save the training information to the Preliminary Application. The Screen will
refresh and display information that has been entered as shown in Trainees Information Tab

Screenshot.
Trainees Information Tab
Location NAICS Trainees
Details Information
JTosoron any column, click 2 column fitle
Job Title Standard Occupation Trainee Number Of Minimum 'Requned Min
Category Trainees Base Wage Wage
HWVAC Senior  Supervisors of Installation,  Retrainee $10.20 $16.1 | Edit
Instal & Repair | Maintenance, and Repa
Tech
Delee
M 4 Page of1 b M Rows: [100[¥]
1 Records Found
[ Add Job Title |

[ = |
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= Click the Add Job Title link to add another job title, or

Click the Return to Pre-Application to go back to the Training Details Tab.
= Click Back to review or edit the information just provided.
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4.6 Documents Tab

From the Training Details Tab, the user can return to any other tab or move forward to the Documents or
Review/Submit Tab. The Documents Tab displays a pre-defined list of some documents that the customers
may need to submit for ETP to review as part of your application and contract process. The system or your
ETP analyst will advise if a document is required. If this information is submitted, users can see it has been
received. This will be noted in the Received Date Column. This column will state Pending if no documents
have been received.

This tab will be used as the program evolves to allow customers to easy link and email the items. The
current list is described below: If the user must send a document, the user can Click on the E-Mail link for
the document that will be attached. An email screen as shown in the Documents Tab — Submittal Process
Screenshot below. The document would then be included as an attachment, such as a word or pdf
document.

= Articles of Incorporation/By Law — This item might be requested by those that are validating the
status of the company and/or business.

= Training Agency Approval Entities Document(s) — This item might be request to document that they
are a Training agency

= Other —This link can be used as the application evolves and if the document needed is not provided
in the list above.

=  PEO Agreement — If a contractor is using a Pay Roll service where employees are listed under an
alternate CEAN then a PEO Agreement might be needed.

Documents Tab — Submittal Process

Application Applicant Affiliations Training Documents Review/ Submit
Details Information Details
Preliminary Application - In Progress - #16-0087 (Show Details) For help click the question mark icon next to each section
Documents Check List
Documents marked with an * are required. ;,';;

To sort on any column, click a column title

Document Name Kecewed Date
Approved Curriculum * Pending m
Articles of Incarporation/By Laws Pending ! h
Training Agency Approval Entities document(s) Pending E-Mail
Other Pending E-Mail
PEC Agreement Pending E-Mail

5 Records Found

Next >>

To... etpdocuments@etp.ca.gov

Send

Subject Approved Curriculum for application 96

Employer XYZ

Troining Office

727.786.7955 ext.552 | 727.786.5871 fax | Eflink@geosolinc.com
1001 Omszha Circle, Palm Harbor, FL 34683 | geoaraphicsolutions.com

/

Click the Next button to move to the Review/Submit tab.
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4.7 Review/Submit Tab

The final Pre-Application Tab is where the user will assess the completeness of the Application. The
customer will also submit their Preliminary Application to the ETP for review from this Tab. For those
customers that will not be completing their preliminary application in one sessions, this is a great place to
reorient yourself with what was completed.

4.7.1 Required Questions Section

The Required Questions section, as shown in the Required Questions Section Screenshot lists data that needs
completion as part of the Application process. It allows the user to navigate to that specific Application area.

Required Questions Section

% Prelminary Application G s
20% 40% B80% B80% 100%
r A A A e
Application Applicant Affiliations Training Documents Review! Submit
Details Information Details

Preliminary Application - In Progress - #16-0037 (Show Details)

Required Questions

For help click the question mark icon next to each section. -Z::}:Z-

N

Affiliated Company = Complete Reqistration

Applicant = California Employer Account Number (CEAN)

Applicant = Employer Name

Apslicant= Mo, Ot Empioyecs Country ide Titles are links to the tab where
Applicant = No. Of Employees State Wide data fOI‘ that queStiOI’] was added

Applicant = No. Of Employees World Wide

For example, NAICS are added at

Applicant = Primary Contact = Contact Name - App“cant Informatlon tab =
Applicant = Primary Contact = Primary Phone NAICS COde area.

Applicant = Primary Location = City

Applicant = Non-Profit

Apglicant = Primary Location = Country

Apglicant = Primary Location = State
Applicant = Primary Location > Street Address
Applicant = Primary Location = ZipCode

Contractor Type m
Have you your training needs?

| plan to offer the following frainee cateqories

000000000 0C000CO0

|

Participating Location > California Employer Account Number (CEAN)

Participating L ocation > Description Of Services

Participating Location > Job Title

Participating Location > Job Title > Number Of Trainee:

Participating Location = Job Title > Required Minimum Wa

You can click titles that are
red and return to
Review/Submit tab after

Participating Location = Job Title = Standard Occupation

Participating Location > Job Title > Trainee Categony

Participating Location > Location Type

Participating Location = Primary NAICS

Proposed Start Date making needed
A additions/edits.

0000000000 QG0O0

Union = Union Local

Submit Pre-Application
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The Required Questions window is a checklist of all the preceding items that have been added to the
Preliminary Application. The items included in the Preliminary Application appear in the Questions column
and are links that will take the user back to that section of the Preliminary Application.

A green checkmark 4 in the Completed column indicates the user added the information to the Preliminary
Application successfully.

A red X &3 indicates the information is missing, incomplete or incorrect. To return to that item, click the
corresponding link in the Questions column. After clicking the link on the Review/Submit Tab, the system
will open the corresponding screen so that the user can enter or modify the required information.

Once all items are 2 completed, the user can Click the Submit Pre-Application button, to submit the
Application to ETP staff for the eligibility review and site visit scheduling. This is shown in the Submit Pre-
Application Screenshot.

Submit Pre-Application

Have you assessed your training needs? ’

| plan to offer the following frainee cateqories

Participating Location = California Employer Account Mumber (CEAN)

Participating Location = Description Of Services
Participating Location > Job Title ‘ﬁ

Participating Location > Job Title > Number Of Trainees

Participating Location > Job Title > Required Minimum Wage

Participating Location = Job Title = Standard Occupation

Participating Location = Job Title > Trainee Categol

Participating Location = Location Type
Participating Location = Primary NAICS
Proposed Start Date

Training plan

00000000008 000

Union > Union Local

ﬁ Submit Pre-Application

4.7.2 After Submitting the Pre-Application

Upon the clicking of the Submit Pre-Application button, the system will save the Preliminary Application and
send an email to the appropriate ETP staff. The system will change the Application’s status to Eligibility
Review, as shown in the Newly Submitted Application Status Change Screenshot on the next page.
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Newly Submitted Application Status Change

Pre-Application(s) Application(s Coniract{s)

Show Filter Criteria @ For help click the question mark icon.

To sort on any column, click a column title.

Reference Application Applicant Contact Contractor Application Responsibility | Action
Number Date Type Status Type
View

16-0087 112672016 Cornerstone Swallow, Alena | Single Employe | Eligibility Review ) Applicant
Quality Air
Conditioning &
Heating

Inactivate

16-0104 2132016 Cornerstone Swallow-Song,  Single Employer Pre-Application Applicant View
Quality Air Daris
Conditioning & Inactivate
Heating

M 4 page [l¥] of 1 b M Rows [100[¥]

The user can view the Preliminary Application by Clicking the View link in the Action column at any time.
However, the Preliminary Application is now read-only and the customer cannot edit it.

The link above the sections for each tab adjusts to now indicate the Pre-Application status, Eligibility Review
as shown in the Application Details Tab — At start of Eligibility Review Screenshot.

Application Details Tab - At start of Eligibility Review

Application Applicant Affiliations Training Documents Review! Submit
Details Information Details
*_Indicates required finlds For help click the question mark icon next to each section.

Pre-Application - Eligibility Review - In Prograss - #16-0087 (Show Details)

+ Contractor Type Single Employer

The Status line will now reflect the
#| plan to offer the following frainee categories: . status of the Pre-Application — Eligibility
* Relfdinée  peview — In Progress

Small Business: Yes
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5 Pre-Application for Multiple Employer Contractor
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After a Multiple Employer Contractor successfully completes Registration and Orientation, they
have the ability to start the Preliminary Application process. If the user is a Single Employer, please
see Chapter 4 Single Employer Preliminary Application of this Volume in the Guide. The Multiple
Employer Contractor category encompasses a wide variety of organization types including:

= Chamber of Commerce: A type of Multiple Employer Contractor that represents businesses
from a certain area or population. For example, many cities have a Chamber of Commerce
for all businesses in that city. Or there may be a Women’s Chamber of Commerce, for all
woman-owned businesses in that area. These organizations are officially organized, with
Articles of Incorporation and operating By-laws. They provide training services to their
member companies.

= Economic Development Corp: A type of Multiple Employer Contractor that provides
economic development services for a specific geographical region. EDCs usually have
Articles of Incorporation and operate using a set of By-laws. They usually will represent
companies within their geographic service area that share a similar industry or trade.

= Joint Apprenticeship Training Committee (JATC): A type of Multiple Employer Contractor
that represents a group of employers in related by occupation, industry, and collective
bargaining agreements. JATCs often support training programs for Journeymen and
Apprentices in one of many construction or related trades.

=  Professional Association: A type of Multiple Employer Contractor that represents a group
of employers that are related by industry and/or occupation. Professional Associations are
legal entities with Articles of Incorporation that operate under a set of organizational By-
laws. They usually represent employers of certain industries or fields, such as architects, car
dealers, and others.
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= Trade Association: A type of Multiple Employer Contractor that represents a group of
employers that are related by industry and/or occupation. Trade Associations are legal
entities with Articles of Incorporation that operate under a set of organizational By-laws,
and usually represent employers of certain industries, such as manufacturers and others.

= Training Agency — Private: A type of Multiple Employer Contractor that provides training
services. Businesses that receive training need not be related by occupation or industry, but
rather by the type of training they need and that the Training Agency offers. Private
Training Agencies include private post-secondary vocational schools or other training
centers that hold approval and/or certification for their training programs from an
independent third party organization, such as the Bureau for Private Post-Secondary
Education.

= Training Agency — Public: A type of Multiple Employer that provides training
services. Companies that receive training need not be related by occupation or industry,
but rather by the type of training they need and that the Training Agency offers. Public
Training Agencies include public community colleges, universities, adult schools, and others,
who hold accreditation and/or approval from an independent third party organization, such
as the Western Association of Schools and Colleges.

= Unilateral Apprenticeship Committee: There is not a separate category for this — it is under
the JATC category.

=  WIOA/Workforce Innovation and Opportunity Act: Formerly known as Workforce
Investment Act, a WIOA Grant Recipient/Administrator is a type of Multiple Employer
Contractor that provides training services as part of a larger training program, and serves a
specific geographic area. These organizations have received WIOA grants, or are the
administrating entities for WIOA grants, which are federal grants designed to invest back
into the local workforce.

= Workforce Development Board (WDB): Formerly known as Workforce Investment Boards,
a Workforce Development Board is a type of Multiple Employer Contractor that administers
multiple training populations within a single geographic area (for example, a county).
Participating companies need not be related by trade, occupation, or industry. WDBs need
the approval of their board of directors and of local elected officials.

= Membership Organization: A type of Multiple Employer Contractor that is an established
organization, a legal entity with Articles of Incorporation and operating By-laws. These
organizations are composed of member companies that come together because of
similarities in trade, industry, or occupations. This is essentially an association, either trade
or professional.

Some features of the system are tailored to the requirements of these business types. These are
noted where appropriate.

@ For more on “Pre-Application,” you can also use the training video available in the
& Learning Center, titled Preliminary Application for Multiple Employer Contractors
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5.1 Multiple Employer Contractor Pre-Application Tabs

While many of the preliminary application steps are consistent with the Single Employer process, a
few areas are different. Where appropriate, the user will be referred back to Volume 4 — Single
Employer Preliminary Application in this Volume of the Guide. Most of the areas that cover the
addition, edit and deleting of application location and contact information is the same so not
repeated in detail. The indexing feature, discussed in the Guide Introduction document, will allow
you to navigate back to those sections.

One place that differs for the user is the organization of the Tabs as shown in the Multiple Employer
Contractor Tab Organization Screenshot. At the start of the process, the user will see six (6) tabs,
like the Single Employer. Once the user makes the selection of Contractor Type as Multiple
Employer Contractors, an additional seventh (7) Tab is added for Government Information.

Multiple Employer Contractor Tab Organization

% Preliminary Application Completion

20% 40% 60% 80% 100%
< & & &
Application Applicant Affiliations Training Documents Review/Submit
Details Information Details
* Indicates required fields. For help click the question mark icon next to each section.

+| Preliminary Application - In Progress - #16-0040 (Show Details)

- Contractor Type
+ Contractor Type -
. . Applicati Applicant Affiliations Training Government D Review/Submit
Small Business: Details Information Details

* Indicates required fields For help click the question mark icon next to each section

Preliminary Application - In Progress - #16-0043 (Show Details)

- Contractor Type

# Contractor Type I Multiple Employer Contractors M I

# Contractor Category: Employer Consortium v

# | plan to offer the following frainee categories: ¥ Retrainee ¥ New Hire

Small Business: No

[ Update |

It should be noted that as the user answers preliminary application questions, additional questions
appear depending on the response. These variations will be covered in this Guide.

To start the preliminary application process, the user will Click on the View or Submit a new ETP
Application button and the detailed tabs for the Pre-Application are displayed.

These Tabs with the Applications Details tab were shown above and are shown in the ETMS Pre-
Application Tabs Screenshot on the next page.
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ETMS Pre-Application Tabs

The Pre-Application Progress Bar displays above Tabs for all Application statuses

.

% Preliminary Application Completion

20% 40% £0% 80% 100%
, o o o o
Application Applicant Affiliations Training Government Documents Review! Submit
Details Information Details
J
* Indicates required fields For help click the question mark icon next to each section.
{

| F Preliminary Application - In Progress - #16-0043 (Show Details)

~ Contractor Type
|‘_,|
+ Contractor Type Multiple Employer Contractors M
+ Contractor Category: Employer Consortium M

#| plan to offer the following trainee categories: @ Retrainee ® New Hire MECs can have both

Small Business: No Retrainee and New Hires.

[ Update |

The customer completes the Preliminary Application by entering data on each tab, generally moving
from the left tab to the right tab, and Clicking the Next button at the bottom of each tab to
proceed.

The ETMS Pre-Application Screen displays a progress bar above the tabs, which indicates the
amount of entry fields completed thus far. This percentage is determined based on the number of
total questions/fields to the number that have been filled in. This progress percentage includes the
number of pre-populated fields from previous data submit. So rarely will a customer see 0% at the
start, as information was used from the Registration process.

For customers that have completed an ETP Preliminary Application previously, the system will
retain much of the basic company information. The system will fill in this basic information
automatically as the customer moves through the Pre-Application tabs.

If a customer has not completed an Orientation within ninety (90) days a pop-up will direct them
review the Orientation screens. They will need to complete the Orientation before they can work
on the Preliminary Application. Information on the orientation process is provided in Volume 1,
Chapter 3 Employer Registration and Orientation of the Guide.

Note: If the ETP staff opens the tabs while the customer is still completing their Preliminary Application,
they will be able see data in a view-only mode. This allows them to assist a customer and answers
guestions. They will not be able to modify any of the information at this point.
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5.2 Application Details Tab

The Application Details tab is the first of the ETP Pre-Application Tabs the Multiple Employer

Contractor will complete as shown in the Application Details Tab Screenshot.

Application Details Tab

Application Applicant Affiliations Training Government Documents Review/ Submit
Details Information Details

Preliminary Application - In Progress - #16-0104 (Show Details)

Contractor Type

+ Contractor Type
« Contractor Category:

+Year Agency Officially Opened:

+ | plan to offer the following trainee categories:

Small Business:

For help click the question mark icon next ta each section. (&)

|Muttiple Employer Contractors
| Training Agency - Public
|1 967

Evample ¥Yvy

Retrainee New Hire

No
[ Update ]

Next >>

This tab has one major section Contractor Type from which the customer will enter the four (4)
required and one (1) optional piece of information.

Contractor Type Entries

The user should type in or make appropriate selections as shown in the Contractor Type Screenshot:

Application Applicant Affiliations
Details Information

Preliminary Application - In Proaress - #16-0104 (Show Details)

Contractor Type

Training Government Documents Review/ Submit
Detailz

Contractor Type

+ Contractor Type
+ Contractor Category:

#Year Agency Officially Opened:

#| plan to offer the following trainee categories:

Small Business:

For help click the question mark icon next to each section. '3:‘:'::3'
|Muttiple Employer Cantractors

|Training Agency - Public

EE
Example YYYY

Retrainee [¥] New Hire

None Selected
N
0 ate 1 Chamber of Commerce
k Economic Develop Corp

Employer Consortium

: ol |Group of Employers
Next >>

Prafessional Association
Trade Association
Training Agency - Private
Training Agency - Public
Unilateral Apprenticeship Committee

WIOA (Workforce Investment Act - Grant Recipient/Administrator)
WDB (Workforce Investment Opportunity Board)

Membership Organization
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= Select Multiple Employer Contractors as the Contractor Type.

= Select a Contractor Category from the pull down menu of thirteen (13) categories as shown
in the screenshot above. Examples are - Employer Consortium, Training Agency, and WDB.

v If the Contractor Category is Training Agency Private or Training Agency Public, the
system will ask for the year the agency officially opened (as shown above). Type in the
Year.
v If the Contractor Category is Workforce Investment Opportunity Board, the user will
make select an LWIA/Region selection.
= Click the appropriate I plan to offer the following trainee categories, options. Selections are
Retrainees and/or New Hires. Retrainees is selected when current employees of the
participating employers are the trainees. New Hires is selected when the trainees are those
who are unemployed at the start of training and are tracked by the Multiple Employer
Contractor until they are hired by one of the Participating Employers in your project.
= The Small Business field is pre-selected as No and the Multiple Employer Contractor cannot
update this field.

= (Click Update to save the entries.
= Click Next>>.
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5.3 Applicant Information Tab

The Applicant Information tab for a Multiple Employer Contractor has two (2) collapsible windows
on which to add information — Applicant Details and Applicant Background as shown in the
Application Information Tab Screenshot.

Applicant Information Tab

Application Applicant Business Training Government Documents Review/ Submit
Details Information Affiliations Details

Preliminary Application - In Progress # 484 (Show Details

'8 Applicant Details

'8 Applicant Background

Unlike the Applicant Information tab for Single Employers, the Applicant Information tab for
Multiple Employer Contractors does not display the NAICS or Union areas during their Preliminary
Application stage. These will be addressed in Volume 3, Chapter 7 Multiple Employer Contract
Application in Progress.

5.3.1 Applicant Details

The Applicant Details window displays basic company information captured during the Registration
process as shown on the Applicant Details Screenshot on the next page.

The customer can edit the information displayed by clicking the corresponding links on the screen.
For instance, to edit the Company Information Click the Edit Employer link, to edit the location
information Click the Edit Location link, etc.

The detailed process steps to complete these changes are consistent with the processes detailed in
Chapter 4 — Single Employer Preliminary Application, Section 4.3.1 Applicant Details of this Volume
in the Guide.
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Applicant Details
Application Applicant Affiliations Training Government Documents Review/ Submit
Details Information Details
Ereliminary Application - In Progress - #16-0104 (Show Details)
|| Applicant Details |
=
l )
Employer Profile Number: 76 =
# Company/Entity Full Legal Name: Cornerstone Quality Air Conditioning & Heafin
Short Name: Cstone QuAC
Trade name / Doing Business As: Cornerstone AIR & Heat
# California Employer Account Number (CEAN): 2188618
Federal ID: 328861893
Company Website: Not Specified
[ Edit Employer ]
2
# Street Address 1: 233048t C::
Street Address 2:

- Company, Location and
e sacramento Contacts can be edited,
*State eA deleted and added.

County: Sacramento County
# Country: us
#Zip code: 95318
m County: Sacramento |
y— + Country: s
#Zip code: 95816

[ Edit Location | Select Another Location |

Wy

Contact{s)

To sort on any calumn, click a column fitle.

Contact Name Address Primary | Delete
Contact

Doris Swallow-Song Exec Secretary 123 Main 5t.
Primary Contact Sacramento, CA 95816
Tel: (709) 109-8798
Email: dsong@geosolinc.com

&

.

Update

M 4 Page [V o1 b W Rows [100[¥]

1 Records Found

[ Add Contact ]
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-

5.3.2 Applicant Background

In the Applicant Background area, as shown in the Applicant Information Tab, Applicant Background
Area Screenshot, the user will:

= Indicate whether the Multiple Employer Contractors is a Non-Profit organization by clicking
the Yes or No radio button.
= Answer the Aerospace questions by clicking the Yes or No radio buttons.

Applicant Information Tab, Applicant Background Area

Applicant Details

Applicant Background

Company Background =
(tj’l
Non-Profit:
* OvYes ®No
Are you in an Aerospace related field? ®ves ONo
Are you a supplier to Aerospace or Defense industries? Oves ®No
[ Update ]
Wy

oo Ty

= Click the Update link to save the information.
= Click the Next button to move to the next tab.
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5.4 Affiliations Tab

Unlike a Single Employer, the Affiliations Tab during the Preliminary Application Process for Multiple
Employer Contractors will only present the Sub-Contractors Section. The sub-contractors are
displayed in the collapsible area as shown in the Affiliations Tab and Sub-Contractor Area
Screenshot.

Affiliations Tab and Sub-Contractor Area

Application Applicant Affiliations Training Government Documents Review/ Submit
Details Information Details

Preliminary Application - In Progress - #16-0104 (Show Details)
Sub-Contractors

Show Filter Criteria (?)]

To sort on any column, click a column title.

Sub-Contractor Type of Sub- Address Contact | Action| Select
Contractor

GSI PART Summer Intern 2347399 Development 123 Main, Munoz,

Employers Los Angeles, CA Monica

90001 Hr
{T14) 987-
9872

M 4 Page I[¥] of1 b M Rows [100[¥]

1 Records Found

[ Add Sub-Contractor |

Your reguest has been Hrocessed_

As the customer starts the preliminary application, no sub-contractors will be listed. It is during this
initial processing, you can search and add a new Sub-Contractor.

As the various sub-screens are opened, the user will enter the required information requested. The
specific details for adding and editing a sub-contractor was provided in Chapter 4 — Single Employer
Preliminary Application, Section 4.3.2 Sub-Contractors Area of this Volume in the Guide.

In a preliminary application, a development sub-contractor can be added if they will be assisting in
the development of the application. As the application moves to the Application In-Progress phase
additional sub-contractors can be added.

Also, during Application In-Progress, an additional Tab Section for Participating Employers will be
viewable. The use of the Participating Employer section will be addressed in Volume 3, Chapter 7 —
Multiple Employer Contractor Application In-Progress of the Guide.
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5.5 Training Details Tab

Again, initial selections on the Multiple Employer Contractor Type will drive if users will need to
provide additional information. These variations for Training Details are addressed in this section,
as shown the Training Details Tab Screenshot below.

The basic Multiple Employer Contractor Training Details Tab contains only one (1) collapsible area
for Multiple Employer Contractors — the Training Information area. This displays information about
the Multiple Employer Contractor’s training plan and the population to be trained by the Multiple
Employer Contractor.

Training Details Tab

Application Applicant Affiliations Training Government Documents Review/Submit
Details Information Details

Preliminary Application - In Proaress - #16-0104 (Show Details)
Training Information

- - "
# Have you assessed your training needs?: Oves ®No ?)
# Do you have a Training Plan in Place? Oves @ No

# Proposed Start Date:

B Today

Planned Number Of Trainees: Trainee Category Number Of Trainees

New Hire I—D

[ Update ]

Enter the Training Information on the Screen as described below.

= Have you Assessed your training needs? - Indicate by selecting Yes or No.
= Do you have a Training Plan in Place — Indicate by selecting Yes or No

= Proposed Start Date — Enter the proposed training start date. The user can type in the date
or you're the calendar link to the right. This date can be changed as the application
development process continues.

= Planned Number of Trainees — This entry field is for an estimated number of employees to
be trained. The number is an estimate, until job titles have been added, with actual
numbers which occurs when the Participating Locations section is completed (as described
in the next topic below).

= Click the Update link to save the Training information.
= Click the Next>> button to proceed to the Document tab.

Note: During the Application In-Progress stage, the user will associate the Participating Employers to
their training plan. These trainees of the Participating Employers will define components of the training
details are addressed in Volume 3 — Application In-Progress.
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Training Approval Fields based on Contractor Category

If Public Training Agency or Private Training Agency is selected as the Contractor Category on the
Application Details tab, an additional Agency Approval drop down field will appear on the Training
Details tab as shown on the Public or Private Training Agency Screenshot.

Public or Private Training Agency

Application Applicant Affiliations Training Government Documents Review/ Submit
Details Information Details

Preliminary Application - In Progress - #16-0104 (Show Details)
Training Information

+ Have you assessed your fraining needs?: ® ves ONo
+ Do you have a Training Plan in Place? ® ves ONo

« Select your Training Agency Approval Entity: ABHES, ACICS

+ Proposed Start Date: 02/07/2015

Planned Number Of Trainees:

‘rrainee Categor N Number Of Trainees

Retrainee
Training category
(Public or Private) adds
this selection

New Hire

 ©w
—

[ Update |

If the contractor category is a Joint Apprenticeship Training Committee (JACT) or a Unilateral
Apprenticeship Committee (UAC), then the additional Approved/Recognized by DAS question will
appear on the Training Details tab.

The user should indicate whether the training is approved or recognized by DAS (Division of
Apprenticeship Standards) by selecting the Yes or No radio button, as shown in the JACT or UAC
Designation Screenshot.

JACT or UAC Designation

. ; 2
Training Approved/Recognized by DAS? Cves @ No
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5.6 Government Tab

Multiple Employer Contractors have a Government Tab has two (2) collapsible sections:
=  WDB/WIOA/EDC Eligibility

= Legislature

When the user first enters information it will only have one of the collapsible section available for
entering in - the WDB/WIOA/EDC Eligibility. There are seven (7) questions that will be asked as
shown on in the Government Tab Screenshot. Three of the questions are mandatory and five (5) of
the questions will appear if the user is WIOA Grant Recipient.

Government Tab

Application Applicant Affiliations Training Government Documents Staff Review/ Submit
Details Information Details Section
* Indicates required fields For help click the question mark icon next to each section.

+| Pre-Application - Eligibility Review - In Progress - #17-0296 (Show Details)
| - WDBWIOA/EDC Eligibility |

*

EDC Governing Board = 50% ETP Eligible

L
Employers: Yes '~ No
VIOA Grant Recipient? <«
#jVIOA Grant Recipient ® Yes No
WWho is the Grant Administrator Entity? Cther v

#[Grant Administrator Name

|_JVho is the Grant Recipient?: None Selected v
What is the Grant Amount?: $ 0.00
What is the Grant Term End Date?: B | Toda
[Update ]

The user will do the following:

= Select Yes or No if EDC Governing Board >50% ETP Eligible applies to your business.
= Select Yes or No if WIOA Grant Recipient applies to your business.

= [f the user selected Yes for WIOA Grants, additional questions will appear pertaining to the
Grant Administrator Entity, Grant Recipient, Grant Amount, and the Grant Term End Date.

= Who is the Grant Administrator Entity: Select an Administrator in the drop down selection.
A list of Grant Administrator is provided or the user can select other. The default selection
is Other and this is an optional field

= Fjll-In the Grant Administrative Name

= Using the drop down menu, select None Selected or Your Company. This is an optional
field.

= Fill-In the Grant Amount.
= Using the calendaring field, Fill-In the Grant Term End Date.
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= Click Update, then from the main Government Tab screen, Click Next.

When users return to this tab later in the application processing, the additional collapsible section
will be displayed with related Legislative information. This information is based on the address
information what was provided as part of the application development process. Please noted, as
this application was not a WIOA Grant Recipient none of the additional field were shown. If the
user had completed that information, it would have been displayed here.

Updated Government Tab

%, Preliminary App Complet
20% 40% 60% 80% 100%
i i i i i
Application Applicant Affiliations Training Government Documents Staff Review! Submit
Details Information Details Section
* Indicates required fields. For help click the question mark icon next to each section.

Preliminary Application - In Progress - #17-01389 (Show Details)

I |~/ WDB/WIOAJ/EDC Eligibility I

+EDC Goverming Board = 50% ETP Eligible No
Employers:

+WIOA Grant Recipient? No

I_E Lepislature ]

California Assembly District:

Assembly District Assembly Member Name

ADT Kevin McCarty

California Senate District:

S06 Richard Pan

California Congressional Disfrict:

CADB Deoris Matsui
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5.7 Documents Tab

From the Training Details Tab, the user can return to any other tab or move forward to the
Documents or Review/Submit Tab. The Documents Tab displays a pre-defined list of some
documents that the customers may need to submit for ETP to review as part of your application and
contract process. The system or your ETP analyst will advise if a document is required. If this
information is submitted, users can see it has been received. This will be noted in the Received
Date Column. This column will state Pending if no documents have been received.

This tab will be used as the program evolves to allow customers to easy link and email the items.
The current list is described below: If the user must send a document, the user can Click on the E-
Mail link for the document that will be attached. An email screen as shown in the Documents Tab —
Submittal Process Screenshot below. The document would then be included as an attachment,
such as a word or pdf document.

= Articles of Incorporation/By Law — This item might be requested by those that are validating
the status of the company and/or business.

= Training Agency Approval Entities Document(s) — This item might be request to document
that they are a Training agency

= Other —This link can be used as the application evolves and if the document needed is not
provided in the list above.

= PEO Agreement — If a contractor is using a Pay Roll service where employees are listed
under an alternate CEAN then a PEO Agreement might be needed.

Documents Tab — Submittal Process

Application Applicant Affiliations Training Documents » | Review/ Submit
Details Information Details
Preliminary Application - In Progress - #16-0087 (Show Details) For help click the question mark icon next to each section
Documents Check List
Documents marked with an * are required. ;,';;

To sort on any column, click a column title

Document Name Keceived Date
Approved Curriculum * Pending ﬂ
Articles of Incorporation/By Laws Pending " h
Training Agency Approval Entities document(s) Pending E-Mail
Other Pending E-Mail
PEC Agreement Pending E-Mail

5 Records Found

Next ==

To.. etpdocuments @etp.ca.gov.

Send

Subject Approved Curriculum for application 96

Employer XYZ

Training Office

727.786.7955 ext.552 | 727.786.5871 fax | Eflink@geosolinc.com
1001 Omzha Circle, Palm Harbor, FL 34683 | geographicsolutions.com

/

Click the Next button to move to the Review/Submit tab.
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5.8 Review/Submit Tab

The final Pre-Application Tab is where the user will do the final assessment on the completeness of
the Application and the Tab from which the use will submit the Preliminary Application to the ETP
for review.

5.8.1 Required Questions Section

The Required Questions section as shown in the Review/Submit Tab Screenshot is a great user
reference and navigation tool. It lists data that needs to be completed as part of the Application
process and allows the user to navigate to that specific Application area.

Participating Location = Description Of Services

Participating Location = Job Title

Participating Location = Job Title = Number Of Trainees

Participating Location = Job Title > Required Minimum \Wage YOU can CIiCk t|t|es that are red and return tO
Participating Location = Job Title > Standard Occupati . . .
e Review/Submit tab after making needed
Participating Location = Job Title > Trainee Category .. .

additions/edits.

Review/Submit Tab
* Preliminary Application Completion
20% 0% 60% 8% 100%
& O & -
Application Applicant Affiliations Trainirg Govemement Documants Review! Submit
* Indcates required fekis For hefp chck the queshion mark icon next 1o sach Sechon
+ Prefiminary Apglication - |n Progress - #16.0058 (Show Dhetails)
Required Questions
7]
Question(s) Completed
b ant > Em ]
Apglicant > Non-Profit &
Appcant > Primary Contact > Contact Name v
I > Prim; = Primary Py . .
—— - Titles are links to the tab/subtab where Y
ST Tt data for that question was added. o
Appicant > Primary Location > Country (V]
Appicant > Pamary Location > Stale (v]
I = Prin ion > St G
]
o
o
()
o
o
LX)
LX)
@

L]
@
[~
)
<
”

Participating Location = Location Type

Participating Location = Primary NAICS

Proposed Start Date
Training plan

0000

Union > Union Local

ﬁ:ﬁi Submit Pre-Application I
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The Required Questions window is a checklist of all the preceding items that have been added to
the Preliminary Application. The items included in the Preliminary Application appear in the
Questions column with links that will take the user back to that section of the Pre-Application.

A green checkmark 4 in the Completed column indicates the user added the information to the
Preliminary Application successfully.

A red X &3 indicates the information is missing, incomplete or incorrect. To return to that item, click
the corresponding link in the Questions column. After clicking a link on the Review/Submit Tab, the
system will open the corresponding screen so that the user can enter or modify the required
information.

Once all items are s completed, the user can Click the Submit Pre-Application button, to submit
the Application to ETP staff for eligibility review and site visit scheduling.

5.8.2 Submit the Pre-Application

Upon clicking of the Submit Pre-Application button, the system will save the Preliminary
Application and send an email to the appropriate ETP staff. The system will change the
Application’s status to Eligibility Review, as shown in the Newly Submitted Application Status
Change Screenshot.

Newly Submitted Application Status Change

Pre-Application(s) Application(s) Contract{s

IZ:':!:I::' Far help click the question mark icon.
Show Filter Criteria

To sort on any column, click a column title.

Reference Application Applicant Contact | Contractor Type | Application Responsibility
Number Date Status Type

16-0087 1/26/2016 Cornerstone Swallow, Single Employer Eligibility Review | Applicant View
CQuuality Air Alena
Conditiening & Inactivate
Heating

16-0104 2/312016 Cornerstone Swallow-Song, Multiple Employer Eligibility Review DJApplicant View
CQuuality Air Doris Contractors
Conditioning & Inactivate
Heating

M 4 Page of 1 b M Rows |‘IOD.

The user can view the Preliminary Application by Clicking the View link in the Action column at any
time. However, the Preliminary Application is now read-only and the customer cannot edit it.
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Also, the link above the sections for each tab adjusts to now indicate the Pre-Application status,
Eligibility Review as shown in the Application Details Tab — At start of Eligibility Review Screenshot.

Application Details Tab - At start of Eligibility Review

Application Applicant Affiliations Training Documents Review! Submit
Details Information Details

The Status line will now reflect the status of the Pre-Application

* Indicates required fields. Far help click the question mark icon next to each section.

Pre-Applicationy- Eligibility Review - In Progress - $16-0087 (Show Details)

|=| Contractor Type

# Contractor Type Single Employer
# | plan to offer the following frainee categories:
* Retraines
Small Business: Yes

5.8.3 Moving to Application Staff’s Eligibility and Site Reviews

As part of the Preliminary Application process there are two (2) steps that need to be taken by the
ETP staff. These are the eligibility review and the site visit. When the customer submits their
Preliminary Application, it moves to an eligibility review, conducted by staff.

During eligibility review (Version 2.0 of the Application), the ETP staff will review your Preliminary
Application to determine if your company is eligible to participate in the ETP program. You may be
contacted for additional information by ETP staff during this time.
After the eligibility review, site

Cornerstone Quality Air Conditioning & Heating - Alena Swallow

staff (at regional offices) perform a
review and schedule a visit if
appropriate. At the end of the site
review (Version 3.0 of the
Application), a decision to allow
the Preliminary Application to
move forward will open an
Application In-Progress.

When staff renders this decision,
the system automatically sends a
notification to the customer.

FROM: POSTMASTER
SENT: Monday, May 2, 2016 2:10:00 PM

TO: Cormerstone Quality Air Conditioning & Heating - Alena Swallow
SUBJECT: Approval Status Change

The Status of the following Application has been changed:

Reference number:  16-0087

Application Status:  Application In-Progress
Status Change Date: 5/2/2016 2:09:54 PM
Mew Status: In Progress

Email sent frem: Employment Training Panel.

[Prin [ Clos Window | v

During the staff eligibility and site review stages, the customer can see the Preliminary Application
in a view-only mode. Once it moves to the Application In-Progress, users can open their Application

in full edit mode again.
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