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

km 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

+ WORK HISTORY & EVALUATIONS, review employment
history and QT evaluations

South Texas Electrical JATC 210-225-8900 South Texas Electrical JATC 210-225-8900

Class Schedule Login Class Schedule

Reset Password
Your Email @ o

Security 12+15 =

New Password

South Texas Electrical JATC 210-225-8900

New Password
Thes is an automaled message from TradeSchonl Messaging

Confirm Password

Login Class Schedule

Send ‘South Texas Electrical JATC: TradeSchool Web Services
RESET PASSWORD REQUEST Save
Cancel
= receiving this message because you requested to reset you ~
with the South Texas Electrical JATC Cancel
‘ - Password Changed Successfully!
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Return to Login
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3. LOGIN, using your unique email and password

South Texas Electrical JATC 210-225-8900

Login Class Schedule

Login Email
Email

Password

Password

Login
Create Account

Reset Password

4. Click “Apprentice” TAB

South Texas Electrical JATC

210-225-8900

Logout Class Schedule My Account

Apprentice

Logged In: John Martin

Personal Certification CEU Training Web Invoices Resume Builder
Address
St City State Zip County
123 GO Spurs GO San Antonio X 78210 Bexar
Contact & Detail
Main Phone Date of Birth Main Email
v (210) 555-5555 01 10 |/ 1981

drshocker101@yahoo.com
IBEW Membership

Save Changes

5. Click “Hours” TAB

South Texas Electrical JATC 210-225-8900

Logout Class Schedule My Account Apprentice

| Logged In: John Martin |
Office News Overview

e Hours

Notifications & Updates



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

South Texas Electrical JATC 210-225-8900

Logout Class Schedule My Account Apprentice
Logged In: John Martin
Office News Overview Employment Hours Classes
Pe ndl ng 2020 Summary Detail

Pending Work Report

Month Worked Year Worked |2020 v

Supervisor First Name Supervisor Last Name ) Supervisor License Number
Days 1-16 Days 17-30
. 1 7 3 4 5y 6 7 8 9 10 M 12 | 13 14 | 15 16
Description Total
M T Th s Su M 1 w Th F s Su M
Project Layout and Planning 1 1
Underground Installations 1 1
Thinwall Conuit Raceways 1 1

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

South Texas Electrical JATC 210-225-8900

Logout Class Schedule My Account Apprentice
Logged In: John Martin
Office News Overview Employment Hours Classes
Pending 2017 2018 2020 Summary Detail

Pending Work Report

Month Worked Year Worked | 2020 v |

Supervis} API'” A Supervis{ 2020‘ ¥ ) Supervisor License Number
| January #2015 |
= | February 12016
March i 2017 |
AETN (2018 | * 2 40c 07l wmiwomin w6y,
ij:f Ma}' 2019 1 1
und| June ! :
Ti‘; July et 2021 K 1
August
September
October
November
December




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

Pending 2017 2018 Summary Detail

Pending Work Report

Month Worked [April 2 Year Worked [2020 ¥

Supervisor First Name Supervisor Last Name Supervisor License Number

I [ I
- Days 1-16 Days 17-30

| Project Layout and Planning

.n.5|

T P etinwat Conut Raceways i s e s e R B e i

Rigid Condut Raceways A N S S e T S e N |

| Lighting System Installation

e 6 e

| IMaterial Handling or Prefabrication

s |

I

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

Supervisor First Name

Sparky

Supervisor Last Name
McMaster

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

/REPORT MONTH

/REPORT YEAR

¢REPORT HOURS per WORK PROCESS

Swpii6 | Deys17:30

/ 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.

Submit

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

e

(ist)

13. You may ACCESS & REVIEW your WORK REPORT SUBMISSION History and Details by Clicking
the corresponding tab under the “Hours” page:

Pending 2017 2018 2020 Summary Detail '

TO BE NOTED:

e Reports will be based on a CALENDAR MONTH

e DUPLICATE REPORTS cannot be submitted

e “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
LOG IN

GO TO PENDING REPORT
. DEFINE REPORT MONTH & YEAR

. ENTER WORK HOURS & SAVE
. ENTER SUPERVISORS NAME & SAVE
. CHECK REPORT & VERIFY ACCURACY
VII. SUBMIT REPORT
VIII.REVIEW SUBMISSIONS

NOTES:

FREQUENCY

DAILY

DAILY

ONCE A MONTH

DAILY

ONCE A MONTH, PRIOR TO SUBMISSION
AS NEEDED & PRIOR TO SUBMISSION
ONCE A MONTH, ON OR BEFORE 1°7
ANY TIME




