
WORK HOURS DOCUMENTATION AND SUBMISSION PROCESS 
1. GO TO STUDENT PORTAL:  

DIRECT: https://secure.tradeschoolinc.com/v5/sotxjatc-org/login/index.php 
 
JATC Website: www.sotxjatc.org \Apprentices\ click STUDENT LOG IN or RESET PASSWORD 
 
  
 
 
 
 
 
 
 
 
 

 

 

 

 

Click RESET PASSWORD to establish your account and set up a unique 
password. Your account will automatically be linked to the EMAIL ADDRESS on 
file with the JATC.  

 

Click STUDENT LOG IN to access the student portal after initial account set up. 

 

 

2. For FIRST TIME LOG IN- click “RESET PASSWORD” and follow the prompts to create a unique 
Account Password  

 

 

 

 

 

https://secure.tradeschoolinc.com/v5/sotxjatc-org/login/index.php
http://www.sotxjatc.org/
https://secure.tradeschoolinc.com/v5/sotxjatc-org/login/index.php
https://secure.tradeschoolinc.com/v5/sotxjatc-org/login/forgot.php


3. LOG IN, using your unique email and password 
 

 

 

 

 

 

 

 

 

 

4. Click “Apprentice” TAB 

 

 

 

 

 

 

 

 

 

 

5. Click “Hours” TAB 

 

 

 

  



6. Click “Pending” TAB, this is where you will maintain the current “in process” Work Report 

 

 

 

 

 

 

 

 

 

 

 

 

7. Under the “Pending” TAB VERIFY/ENTER REPORT MONTH & YEAR  
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



8. INPUT DAILY HOURS associated with date & work processes, then SAVE 
 

 

 

 

 

 

 

 

 

 

 

 

9. After all hours have been entered for the report month, ENTER SUPERVISORS NAME, then SAVE 
 

 

 

 

 

 

 

 

10. After saving, and prior to submitting, CHECK your REPORT for ACCURACY. Details to VERIFY: 
 
 

REPORT MONTH 

REPORT YEAR 

REPORT HOURS per WORK PROCESS 

REPORT TOTAL HOURS  



11. After you have saved your last entry and verified the accuracy of your report, you may  
SUBMIT your REPORT. Remember, only submit AFTER checking your report for accuracy.   

 

 

 

 

12. Work Reports are DUE on the 1st OF THE FOLLOWING MONTH. Reports may be submitted on or 
before the 1st.  

 

 

 

 

 

13. You may ACCESS & REVIEW your WORK REPORT SUBMISSION History and Details by Clicking 
the corresponding tab under the “Hours” page: 
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TO BE NOTED: 
• Reports will be based on a CALENDAR MONTH 
• DUPLICATE REPORTS cannot be submitted 
• “SCHEDULED HOURS NOT WORKED” must be logged 
• RULES & POLICIES remain in effect for Work Reports 
• EMAIL Address CHANGES must be done through JATC 
• DOCUMENTATION of Hours is a Daily Activity 
• SUBMISSION of Hours is a Monthly Activity 



•  

WORK REPORT DOCUMENTATION & SUBMISSION 
PROCESS OVERVIEW:  

TASK      FREQUENCY 
I. LOG IN      DAILY 
II. GO TO PENDING REPORT    DAILY 
III. DEFINE REPORT MONTH & YEAR  ONCE A MONTH 
IV. ENTER WORK HOURS & SAVE   DAILY 
V. ENTER SUPERVISORS NAME & SAVE  ONCE A MONTH, PRIOR TO SUBMISSION 
VI. CHECK REPORT & VERIFY ACCURACY  AS NEEDED & PRIOR TO SUBMISSION 
VII. SUBMIT REPORT     ONCE A MONTH, ON OR BEFORE 1ST 
VIII. REVIEW SUBMISSIONS    ANY TIME 

 

 

NOTES: 


