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 1. Introduction 

 Welcome to RAPIDS 2.0!  

The US Department of Labor’s (DOL) Employment & Training Administration (ETA), with support from its 
Office of Information Systems & Technology (OIST) and Appteon, Inc., has been implementing a plan to de-
velop and deploy a modernized, cloud-base, Business Process Management (BPM) system to replace the exist-
ing legacy Registered Apprenticeship Partners Information Data System (RAPIDS) system.  The two main 
tasks involved in replacing the legacy system are (a) implementing end user features, functions, and work flow 
processes using Appian BPM suite, and (b) migrating the legacy RAPIDS data into the new system (i.e., 
“RAPIDS 2.0”) 

2. 2.  Account Deactivation Duration 

The RAPIDS 2.0 Sponsor User Guide enables users to navigate the system in key areas including: 

 Register Apprentices  

 Complete Apprentices 

 Cancel Apprentices 

 Transfer Apprentices 

 Suspended Apprentices 

 Re-Instate Apprentices 

 Interim Complete Apprentice 

 Apprenticeship Agreement (671) 

 Davis-Bacon Certification 

 Home 
 My Profile 
 Advanced Search 
 User Messages 
 Email Preferences 
 Update Program 
 Occupation Information 
 RTI Information 
 Wage Schedule Information 
 User Accounts  

2. Accessing RAPIDS 2.0 

You’ve Got Email 

You should have received an email from admin@dol.appiancloud.com with the subject “Appian for 

US Department of Labor account creation.” This email contains the following login requirements: 

 Your username which is your email address (case sensitive, enter in lower case)  

 A temporary password  

 A link to RAPIDS 2.0 

2. 1.  Your New RAPIDS 2.0 User Account 

Account deactivation occurs from inactivity, when a user does not log into the RAPIDS 2.0 system for longer 

Figure 1: Account Deactivation Duration 

The Business Owner of Legacy RAPIDS and RAPIDS 2.0 is the ETA’s Office of Apprenticeship (OA). ETA’s Office of Information 

Systems and Technology (OIST) provides direct technical support to OA’s Legacy RAPIDS and RAPIDS 2.0 systems  
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Figure 2: Temporary Sign in Sample Email 
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2. 3.  Security Warning Message 

 1. Copy/paste the URL from the Appian email in your browser address box and click the enter button: 

https://dol.appiancloud.com/ 

2. Review the “Security Warning Message”  

3. Click the “I AGREE” button to accept the system requirements, the system will display the Sign In page 

Click I AGREE 

Figure 3: Security Warning Message 

2. 4.  Sign In 

1. The system will display the SIGN IN page 
2. Enter your username in lower case (example:jones.kim@dol.gov) 
3. Enter your temporary password that is also in the welcome email 

Enter username in 

lower case 

Enter username in 

lower case 

Figure 4:  RAPIDS 2.0 Sign in Screen 

https://dol.appiancloud.com/
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  2. 5.  Change Password 

Enter the temporary password you received in the Change Password email and click the SUBMIT button. 

Then system will prompt you to enter a new password. Your new password must be at least eight (8) charac-

ters and have at least one (1) of each of the following: 

  ® Uppercase letter                   ® Special character    

® Lowercase letter               ® Number  

***AFTER CHANGING YOUR PASSWORD, YOU MUST LOG OUT AND LOG IN AGAIN US-

ING YOUR NEW PASSWORD *** 

Enter New Password 

in lower case 

Confirm New Pass-

word & Submit 

Click the SUBMIT 

button 

2. 6.  Forgot Password 

Figure 5: Change Password 

Forgot your RAPIDS 2.0 password? 
1. Enter your Username in lower case  
2. Click the SEND EMAIL button  

Enter Username 
(In lower case) 

Click the SEND 
EMAIL button 

Figure 6:  Forgot Password 
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2. 7.  Password Reset Email 

The system will send you a Password Reset Email that is only active for 15 minutes 

1. Click on the URL link in the email to access the Reset Password functionality 

Figure 7: Password Re-set Email 

2. 8.  Internet Explorer (IE) and Chrome Settings 

Chrome is the Department of Labor preferred browser and Internet Explorer (IE) is the secondary.  Please 

refer to RAPIDS 2.0 Quick Reference Guide-Internet Explorer Display Settings so, that you experience the 

full functionalities that RAPIDS 2.0 has to offer: 

1. Appendix A: Quick Reference Guide – IE Settings 

3. RAPIDS 2.0 Home & Navigation Menus 

The new RAPIDS 2.0 Home page displays a list of Apprenticeship Programs to manage.  In addition, users 
will find the following links on the left Navigation menu: 

Navigation: 
 My Profile – Enter your Contact Information 
  Advanced Search – Apprentice Search | Program Search | Program Occupation Search 
 User Messages – User messages display system messages i.e. system updates / system maintenance 

dates 
 Email Preferences – Turn on Email Notifications for Program and Apprentice Updates 
 User Guide – How to navigate RAPIDS 2.0; download the Program Sponsor’s User Guide  

Actions: 
 Register an Apprentice – Register an Apprentice in a Registered Program 
On the right side: 
 CSV Download – Capabilities to download the list of Registered Programs to a CSV file 
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Figure 8:  RAPIDS 2.0 Program Sponsor’s Home Page  

3. 1.  My Profile 

1. Edit your Profile by clicking on the Edit Profile button 
2. Enter your contact information in My Profile  
3. Click the Save Changes button  

Figure 9:  My Profile 

3. 2.  Photos 

1. Add a photo to your Profile and Cover by clicking on the Photos button 
2. Click on Change Profile Photo button to change your profile photo (use jpg photo type) 
3. Click on Change Cover Photo button to change your cover photo (use jpg photo type) 
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3. 3.  Advance Search 

The Advanced Search feature allows users to search on the following criteria: 

a. Apprentice Search 
b. Program Search 
c. Program Occupation Search 

 Note:  Click on the Show Advanced Criteria button to expand your search  

1. Click on the Search option button and enter a search criteria 

2. Click the View Results button  

Figure 10:  Advance Search Criteria  

3. 4.  User Messages 

The System Administrators will use the User Messages feature to notify users of any upcoming system 
maintenance and other messages  

Figure 11:  User Messages 
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 Users can set-up Email Preferences to receive notifications on Apprentices Approval and Employer Submitted 

Apprentice Requests.  

 

Figure 12:  Email Preferences — Navigation 

Figure 13:  Sample Email 

3. 6.  User Guides 

The User Guides were created to help users navigate RAPIDS 2.0: 
1. Click on the User Guide link on the left Navigation; a new browser tab will open  
2. Click on file name to download  

Figure 14:  User Guides 
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4. Update Program Actions / ATR Approval 

Below is a list of Program Sponsors actions that requires an ATR approval when updating an Apprenticeship 

Program.  

Program Level Actions / Updates ATR 
Approval 

Update Program Sponsor Information X 

 Parent Organization / National Affiliation X 

 Contact Information X 

 Employer Information X 

 Program Information X 

 NAICS Code X 

Occupation Information Add Program Occupation X 

  Edit Occupation X 

  Delete Occupation X 

  Disable Occupation X 

Career Lattice (CL) Occupation Apprenticeable Occupations featuring two (2) or more 
levels of an occupation 

X 

Wages Schedules Add a New Wage Schedule X 

  Edit Wage Schedule X 

  Disable Wage Schedule X 

RTI Information Add New RTI Provider X 

  Disable RTI Provider X 

  Update RTI Provider X 

Employer Add Employer  

  Update Employer  

 Disable Employer  

Contacts Add Contacts  

  Update Contacts  

  Delete Contacts  

User Accounts Add Users  

 Update Users  

 Activate Users  

NAICS Code Change NAICS Code X 
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4. 1.  Update Program 

Before registering Apprentices in your Apprenticeship Program(s), it’s a good idea to review the Registered 
Program information first as the Office of Apprenticeship (OA) has and continually make updates to 
the Register Apprenticeship Program process flow.  

 
To review the Program Information and/or an Update Program: 
 

1. Click on the Registered Program number listed on the Home Page 
2. Click on the Program Information link to review the Registered Program data 
3. Click on the Update Program link to update the Registered Program 

Figure 15:  Update Program 

In 2017, the Office of Apprenticeship (OA) implemented a new Grant question in the Register Apprentice-

ship Program process flow; “Was this program started or expanded as a result of the State Apprentice-

ship Expansion Grant Initiative?”  The system defaults to “No”.  If this question applies to your Appren-

ticeship Program follow the directions below to update the question to “Yes”: 

1. Click the “Yes” button 
2. Click Save & Request Program Update button – This action does not require an ATR Approval 
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4. 2.  User Accounts 

The User Accounts feature allows the Program Sponsor to grant user’s access to their Apprenticeship 
Program(s) 

Figure 16:  Update Program— New Grant question 
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4. 2. 1 Add New User Accounts 

1.   Click the User Accounts link on the Program Summary page, the system will display the Add New 
User Account button  

Figure 17:  New User Accounts 

2.   Click on the Add New User Account button 

Figure 18:  Add User 

a. Enter the * required fields for Add User Email – Enter email address in lowercase 

b. First Name 

c. Last Name 

d. The system will search the entered email address to verify if the account exists.  If User exist, the 

system will pre-populate the User First Name and Last Name 
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3.   Click the Save button  

Figure 19:  Add User Accounts 

4.   The system will display a confirmation that the user has been added successfully  

Figure 21:  Access Granted to Program Sample Email 

5.   The system will send the User a system generated Access Granted email on your behalf 

 

Figure 20:  Add User Accounts Confirmation 
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4. 2. 2 Update User Accounts 

   To Update User Accounts: 

1. Click the check box next to the Username you want to update, the system will enable the Update button  

2. Click the Update button  

Figure 22:  Select User Account to Update 

3.   Update User: 

  a. First Name  

b. Last Name 

4.   Click the Save button 

 Note: The User  email address cannot be updated 

5.   The system will display a confirmation the User was updated successfully 

Figure 23:  Update User Accounts 
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Program Sponsors can now grant Employer-level access to a RAPIDS program to allow an employer direct 

access to the system to register and manage their Apprentices within a given program; add/update wage sched-

ules; view reports; and set-up email notifications from the system. The following Quick Reference Guide 

walks through the necessary steps for a Program Sponsor to create the Employer-level account and User ac-

counts under a particular employer.  

Section 1: Add Employer 

To add an Employer 

Step 1: Login as a Sponsor 

Step 2: Select the Program you like to Add Employer 

Click on the Program you like to Add Employer 

4. 3.  Add Employer User Account 

 Note: This sections serves as a reference guide for  Program Sponsor  Employers 

Step 3: Click on the Employer tab 

Step 4: Click on Add Employer 
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 *Employer Name  

 *Address 

 *City 

 *State 

 Upload Employer Acceptance Agreement 

 *Zip 

 *Start Date 

 EIN 

 NAICS CODE 

Step 5: Employer Information 

 Complete the * required fields for Employer Information  

Search on the Employer associated with this Program 

Click Save Progress and then Click Next 

Note:  

           There is a Search on Existing Employers, to control duplicate entries 

           There is a Save Progress button to save information after each section 
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Step 6: Contact Information 

Note: The system will ask if User wants to Add Employer’s Contact Details 

Note: The Added Employer is assigned a unique number system, after the Program Sponsor’s Number 

Complete the * required fields for Contact Information  

 *First Name 

 *Address ( Check the box, if contact address is the same 
as Employer’s Address ) 

 *City 

 *State 

 *Last Name 

 *Zip 

 *Email 

 Telephone 

Note: System populates Address, if the Contact Address is the same as Employer’s Contact Address 

 Click Save Contact  

 Then you will be directed to another page where you can Add Contact 

 Click Save Progress 

 Click Next 

Step 7: User Accounts 

Note: The system will ask if access wants to be provided to Employer to register and manage their Appren-
tice 

 Click Yes, then select The Employer Contact to create User Account 

 Click Save Progress and Next 
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Step 8: Confirmation 

 Confirm Employer’s Information 

 Click Save Progress 

 Click Save & Continue to Occupations 

Section 2: Add Occupation 

Step 1: Complete the * required fields for Occupation Selection 

 Select Occupation available from the drop down list 

 Click Next 
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Step 2: Complete the * required fields for RTI Providers Selection 

 Select RTI Provider* 

 Click Next 

Step 3: Complete the fields for Wage Schedule 

 Select from available Wage Schedule or Add New one 

 Click Next 

Can Add Optional Wage Schedule 

Step 4: Confirmation 

 To ensure Employer’s Information is accurate and complete, review all sections 

 Click Save & Exit OR Save & Select another Occupation 

Section 3: How to get to the Employer’s Dashboard  

Step 1: Click on the Program Employer from the Sponsor’s View 

Step 2: Click Employers tab 

Step 3: Select/Search the Employer you want to view 
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Section 4:  Employer’s Dashboard  

The Employer Dashboard consist of the following 

 Employer’s Information  - Name, Number, and Address 

 Apprentice Information  -- Number, Name, Status, and Completion Date 

 Occupation 

 Contact 

 Wage Schedule 

 User Account 

 Documents  

 Related Actions 

 Reports 

 Actions –Register Apprentice 

Section 5:   User Messages 

Note: Employer Users are able to receive system notifications 

Step 1: Click on User Messages to view 

Section 6:   User Accounts 

Step 1: Click on User Account tab 

Step 2: Click on Add User Account to create a new user account 

Note: Employer Users are able to Add, Activate, and Remove User Account 
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Section 7:  Program Sponsor E-Mail Notifications 

Step 1: Login as a Sponsor 

Step 2: Click on Photo 

Step 3: Click on Profile 

Note: Sponsors are able to set Email Preferences and receive notifications when Employer’s perform Appren-

tice actions  

Step 4: Click on RAPIDS E-Mail Preferences 

Step 5: Set E-Mail Preference for Employer Apprentice Actions 



31|Page 

 

Step 1: Login as a Employer 

Step 2: Click on Photo 

Step 3: Click on Profile 

Note: Program Employers are able to set Email Preferences and receive notifications  on their Apprentice ac-

tions  

Step 4: Click on RAPIDS E-Mail Preferences 

Section 7:  Program Sponsor E-Mail Notifications 
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5. Register an Apprentice 

5. 1.  Apprentice Actions / ATR Approval 

Below is a list of Program Sponsors actions that requires an ATR approval when registering Apprentices: 

Apprentice Level Actions / Updates ATR 
Approval 

Register Apprentice Register new Apprentice X 

Update Apprentice Update Apprentice record X 

Cancel Apprentice Cancel Apprentice from Program X 

Complete Apprentice Complete Apprentice in Program X 

Suspend Apprentice Suspend Apprentice from the Program X 

Transfer Apprentice Transfer Apprentice X 

Reinstate Apprentice Re-Instate Apprentice out of Cancel or Suspend sta-
tus back to Register status 

X 

Interim Completion Interim Completion Apprentices in a Career Lattice 
Occupation 

X 

Restore Apprentice Apprentices can be restored that has been Cancelled 
or Completed 

Contact your 
ATR for assis-

tance 

1. To ensure you Register an Apprentice in the correct Registered Program, click on the Registered 
Program number you want to Register an Apprentice in 

2. Or, click on the Register an Apprentice button on the left Actions menu and select the Registered 

Figure 24:  RAPIDS 2.0 Home  - Register Apprentice 
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 3.   Click on the Register Apprentice button  

 

Figure 25:  Program Summary Page 

4.    Complete the required * sections for Register Apprentice: 

a. * Apprentice Details 
b. * Contact Information 
c. * Employer 
d. * Demographics  
e. * Occupation Details 
f. * Wage 
g. * Submit 

5. 2.  Registration Date 

1.   Complete the required * fields for Registration Dates: 

a. * Date Apprenticeship Begins  
b.    Registration Date  

Note:  Date Apprenticeship Begins cannot be before the Program Registration Date 
 Apprentice Registration Date can be: 

Backdated (provided it’s not a date prior to Program Registration Date) 
Forward dated  

 Registration Date is auto-populated and it is defaulted to the date the Apprentice was registered 
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5. 3.  Apprentice Details 

1.   Complete the * required fields for Apprentice Details: 

a. * First Name 
b. * Last Name 
c. * Date of Birth 
d. * SSN Not Provided 
e. * Gender 
f. * Employment Status 
g. Middle Name 

 Note: If SSN is not provided, click the check box for SSN Not Provided 

5. 4.  Contact Information 

1.   Complete the * required fields for Contact Information: 

a. Address 
b. City 
c. State 
d. Zip Code 
e. Telephone 
f. Email 

5. 5.  Employer Information 

  Employers are set-up during the Apprenticeship Program Registration process.         

        1.   Select Employer from the drop down list of Program Employer to associate with Apprentice 

        2.   Click the Save Progress button to save your work and continue:  
 

a. The system will assign a 12 digits Apprentice ID (Example: MT201900006) 
b. The Apprentice is now Incomplete Apprentice Registration until the Register Apprentice process 

is completed and is approved by the assigned ATR 

Figure 26:  Register Apprentice 
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5. 6.  Demographics 

1.   Complete the following * required sections for Demographics: 

a. * Hispanic/Latino Ethnicity 
b. * Veteran Status 
c. * Disability 
d. * Race 
e. * Education Level 
 Note: The system will allow for  multiples selections under  the Race category  

5. 7.  Career Connection 

1.   Select one (1) of the Career Connection options:  

a. None 
b. Pre-Apprenticeship 
c. Technical Training School 
d. Military Veteran 
e. Job Corps 
f. Youth Build 
g. HUD/Step-up 
h. Career Center Referral 
i. School-to-Registered Apprenticeship  

Figure 27:  Demographics & Career Connection 
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5. 8.  Occupation Details 

Occupations are set-up during the Apprenticeship Program Registration process.  If more than one (1) 
Occupation exists, the system will display a list of those Occupations to select from:  

5. 8. 1 Occupation Types 
a. Competency-Based 
b. Hybrid 
c. Time-Based 

1. Click on the * Select Occupation dropdown arrow and select the required Occupation type for  
the program (the below figure is a none sequential occupation i.e. not a Career Lattice Occupation) 

2. Select the Related Training Instruction Provider from the drop down list 
3. Enter the Credit for Previous Experience in hours (If no Credit for  Previous Exper ience enter  

zero “0”) 
4. Enter the hours Credit for Previous RTI (If no Credit for RTI enter zero “0”) 
5. Click the Save Progress or Next button 
6. Skip to the Wage section to complete this Register an Apprentice flow or see the next section for 

Career Lattice (CL) Occupations 

5. 8. 2 Career Lattice [CL] Occupations 

Figure 28:  Occupation Details 

The Career Lattice (CL) Apprenticable Occupation features sequential order (two (2) or more levels) of 

training leading to the OA Certification of Completion of Apprenticeship.  Career Lattice Occupations are 

set-up during the program registration process by the ATR.  In order to register apprentices in a CL Occupa-

tion the program must be set-up with a Career Lattice Occupation. 

 Note: Career  Lattice Occupations can be either  Competency-Based or Hybrid 
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Figure 29:  Career Lattice Occupations Example 

5. 8. 3 Previous Experience — CL 
1.   Did this Apprentice receive Credit for Previous Experience?  

a. If yes, click on the Yes option button  

b. Select the level(s) the Apprentice completed outside of the Apprenticeship program 

 

 

 

 

c. Click the Save Previously Completed Levels button 

i. In the below example, the ATR selected three (3) CL levels for this program. The Apprentice must com-

plete level 1 & level 2.   Level 3 is considered as Previous Experience  

ii. Contact your ATR if additional level(s) are required for this program 

Figure 30:  Credit for Previous Experience 

2. Choose the next level to be taken by the Apprentice 
3. Only one level can be selected at a time. See Interim Completion for instructions on how to move the 

Apprentice to the next level in a Career Lattice Occupation 
4. Click the Save Progress or Next button 
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Figure 31:  Previously Completed Levels—Next Level  CL 

5. 8. 4 No Previous Experience 

1.   Enter the number of hours the Apprentice had for the required * Credit for Previous Experience 

a. Enter 0 if no prior Credit for Previous Experience 

2.   Enter the number of hours for Credit for Previous RTI  

a. Enter 0 if no prior Credit for Previous RTI  

 Note: The system will pre-populate the following fields: 

a. Date Apprenticeship Begin 
b. Applicable Term Length 
c. Expected Completion Date – The Expected Completion Date can be modified after the Appren-

tice has been registered  

5. 8. 5 No Previous Experience 

Related Training Instruction Providers (RTI) is set-up during the Apprenticeship Program Registration 
process.  If more than one (1) RTI exists for the program:  

 1.   Click on the dropdown arrow to select the required * RTI Provider to associate Apprentices  

 Note: The system will pre-populate the following fields: 

a. Term Length of Instruction 
b. Are Wages Paid During RTI? 
c. Probationary Period 
d. RTI Length Type 
e. Hours Instruction Provided? 
f. Term Length 
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Figure 32:  Choose next CL level 

5. 9.  Wage 

1. Complete the * required fields for Wage 
2. Enter the * required dollar amount for Prior Wages 

  Note: Pr ior  Wages are wages paid to an Apprentice pr ior  to r egister ing in the apprenticeship pro-

gram  

a. Enter 0 if no prior Wage 
b. The system will disable the Prior Wage Unit field  

3. Enter the * required dollar amount for Entry Wages 

a. Entry wages must be at least Federal minimum Wage, unless the worker is in an inmate training 
program 

b. Entry Wage cannot be more than the Start Wage 
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 4. Select one (1) of the  required * Entry Wage Units options: 

 
a. Hourly 
b. Weekly 
c. Monthly 
d. Quarterly 
e. Semi-Annually 
f. Annually 

5. Click the Save Progress or the Next button 

5. 9. 1 Wage Schedules 

Wage Schedules are also set-up during the Apprenticeship Program Registration process.  If multiple Wage 

Schedules exist for the Program, select one (1) from the list of available Wage Schedules. 

a. Click the option box next to the Wage Schedule Name; the system will display the Occupation 

Levels 

b. Click the Save Progress or the Next button 

Figure 33:  Wage & Wage Schedules 

5. 9. 2 Review an Apprentice 

1. To ensure Apprentice data is accurate and complete, review all section of the Register Apprentice 

process 

2. Click on the Save & Registration Request button – ATR Approval Required 
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Figure 34:  Review Apprentice— Submit 
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5. 9. 3 Review an Apprentice  - In a Career Lattice Occupation 

1. To ensure Apprentice data is accurate and complete, review all sections for Register an Apprentice sections  
2. Click on the Save & Registration Request button 

Figure 35:  Register Apprentice— CL Occupation 
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5. 9. 4 Apprentice Registration Request Confirmation 

1. The system will display an Confirmation message and the Apprentice 12 digits RAPIDS 2.0 ID    

a. (Example: MT2019000006, KY2019000005) 

2. Click on the View Apprentice to view the Apprentice details 

Figure 36:  Confirmation & View Apprentice 

5. 9. 5 Apprentice Registration Pending Approval 

The newly submitted Apprentice is now in a Registration Pending status until the ATR approves the Ap-

prentice registration “This Apprentice has a pending action and cannot be updated until it is approved”.  

The Delete Apprentice button is available until the Apprentice registration is approved. 

Figure 37:  Registered Pending 
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6. Apprenticeship Agreement [671] 

5. 9. 9 Approved Apprentices 

ATR Approved Apprentices can be found under  the Active Apprentices link and in the New Appren-

tices FY to Date link on the Program Summary page. 

Figure 38:  New Apprentices FY to Date 

1. Click on the Active Apprentices link from the Home page, the system will display the Apprentice Infor-
mation page 

2. Click on the Apprentice Number, the system will display the Apprentice Summary page  

Figure 39:  Apprentice Information (671) 

Individual Apprenticeship Agreement ( 671) 
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3. Click on the Apprenticeship Agreement (671) link  

Figure 40:  View Apprenticeship Agreement (671) 

4. Click Generate Apprentice 671/ Generate 671 (Apprentice 671 captures any updates made to the Appren-

tice record)   

5. Click yes on Select 671  (To preview Apprentice 671 latest version) 

Note:  

 Apprentice 671 can be previewed before downloaded 

 Users can return to apprentice record by clicking Return to Apprentice Record 

Figure 41:  View Latest Version of Apprentice (671) Form 

6. Click on the Download PDF icon, the system will download a PDF version of the Apprenticeship 

Agreement 671 Form 
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Figure 42:  Previewed Apprentice Agreement (671) 

Figure 43:  Sample Apprenticeship Agreement (671) 
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Bulk Apprenticeship Agreement (671) 

1. Navigate to the Program where you want bulk Apprenticeship Agreement ( 671) 

2. Click on the Apprentice tab on top of the program page 

3. Select all Apprentices (registered) for bulk Apprenticeship Agreement ( 671) 

4. Click Generate 671 

Note: User  can either  download apprentice 671 form individually or  download the zipped folder  

Figure 44:  Generate Bulk Apprenticeship Agreement (671) 

Figure 45:  Download Bulk Apprenticeship Agreement (671) 
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7. Davis-Bacon Certification - Apprentice Level  - Individual Apprentice 

To generate a Davis-Bacon Certification for  a single Apprentice: 

1. Click on a Registered Program Number on the Home page 
2. Click on the Apprentice (#) link and click on a Registered Apprentice number 
3. Click on the Davis-Bacon link on the Apprentice Summary page, the system will display 

the Request a New Davis Bacon Certification page 

Figure 46:  Davis-Bacon - Single Apprentice 

1. Click on the Request a New Davis-Bacon Certification button 
 Note: Click the check button for the system to populate existing Employer Information (Only works if 

Apprentice is assigned to an Employer) 

2. Enter all * required data entry fields for Recipient Details section 
3. Click the Next button 

Figure 47:  Davis - Bacon -Recipient Details 
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7. Review Data to ensure the selected Apprentice is correct and that data is correct for  the Review 

Data section 

8. Click the Generate Davis Bacon Document button 

Figure 48:  Davis-Bacon - Review Data 

 Note: User should be able to preview the Davis-Bacon Certification form before downloading  

Figure 49:  Davis - Bacon – Viewer 

9. Click the Download link to view current Apprentice data 
10. Click the Renew link for updates to the Apprentice data 
11. Repeat steps as needed 

Davis-Bacon Certificate can be downloaded from the document viewer, by clicking the download 
icon 

Ensure your computer allows for downloads 
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Figure 50:  Davis-Bacon - Review for Updates 

Figure 51:  Davis-Bacon Certification - Apprentice Level - Individual 
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8. Davis-Bacon Certification - Program Level  - Bulk Apprentices 

Davis-Bacon Certifications can be generated for multiple Apprentices at one time. This function is performed 

at the Program level: 

1. Click on the Registered Program number from the Home page 

2. Click on the Davis-Bacon Certification link on the Program Summary page 

Figure 52:  Davis-Bacon - Program Level -  Bulk Apprentice 

3. Click the Request A New Davis-Bacon Certification button  

Figure 53:  Request a New Davis - Bacon Certification  

4. Complete all * required data entry fields for the Recipient Details 

5. Click the Next button 
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6. Click the check box next to the Apprentice names to add to the Davis-Bacon Certification 
7. Click the Next button 

Note: 
 To remove Apprentice from the Apprentices Selected section, click the  red X at the top of the Apprentice 

name 

Figure 54:  Davis–  Bacon Certification Select Apprentice 

8. Review selected data in the Review Data section 
9. Click the Generate Davis-Bacon Document button 
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Figure 55:  Davis-Bacon Certification - Generate Davis - Bacon Document 

 Note: User is able to preview Davis - Bacon document before downloading 

10. Click Continue  and then download or click the download icon on the document viewer 

a. Ensure your computer allows for downloads  

Figure 56:  Davis– Bacon Certification - Download Document 
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9. Complete an Apprentice 

To Complete a single Apprentice: 

1. Click on a Registered Program number on the Home page 
2. Click on the Active Apprentices link 
3. Click on the Apprentice Number to Complete 
4. If you do not see the Complete Apprentice button click on the More button then click on the 

Complete Apprentice button 

Figure 57:  Complete Apprentice 

5. Enter *Completion Wage and *Completion Date (Completion Wage must be greater  than Start 
Wage) 

6. Click the Submit Completion button 
7. The system will display Apprentices Completed Successfully message and return you back to the Ap-

a. The Apprentice Status will be Completion Pending until ATR approval 

Figure 58: Save & Submit Completion 
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10.  Bulk Complete Apprentices 

To Complete multiple Apprentices at one time use the Bulk Complete Apprentices functionality: 

1. Click the check boxes next to the Apprentices Numbers you want to Complete, the system will 

enable the Complete button 

2. Click the Complete button 

Figure 59:  Bulk Complete Apprentice 

3. To remove an Apprentice(s) from the list, click on the red X next to the Completion Date 

4. Click the Save & Submit Completion button 

5. The system will display an Apprentice Completed Successfully message 

Figure 60: Save & Submit Completion 
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11.  Cancel an  Apprentice 

To Cancel a single Apprentice: 

1. Click on the Registered Program number on the Home page 

2. Click on the Apprentice Number you want to Cancel 
3. Click on the Cancel button, the system will display the Cancel Apprentices page 

Figure 61: Cancel Apprentice 
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 4. Complete the following required * Apprentice data to Cancel Apprentice 

 
a. Cancellation Wage 
b. Cancellation Reason  
c. Cancellation Date 
d. Cancellation in Probation Period 
e. Appeal Rights Explained 
f. Cancelled by 

i. Sponsor 
ii. Apprentice 

Figure 62: Submit Cancellation 

5. Click the Submit Cancellation button 

6. The system will display “This Apprentice has a pending action and cannot be updated until it is ap-
proved” message 

Figure 63: Apprentice Cancelled successfully confirmation 
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12.  Bulk Cancel  Apprentices 

To Cancel multiple Apprentices at one time use the Bulk Cancel Apprentices functionality: 

1. Click the check boxes next to the Registered Apprentices Numbers you want to Cancel, the 

system will enable the Cancel button 

2. Click the Cancel button 

Figure 64: Bulk Cancel Apprentice 

3. Complete all required * fields 

4. Click the Submit Cancellation button 

Figure 65: Submit Cancellation 
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13.  Transfer an  Apprentice 

To Transfer an individual Apprentice: 

 Transfer Types: 

a. Different Occupation Same Program 
b. Different Program and Same Occupation 

1. Click on the Registered Program number on the Home page 

Figure 66: Transfer Apprentice - Select Program 

2. Click on the Active Apprentices link on the Program Summary page 

Figure 67: Transfer Apprentice _Home 
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13. 1  Transfer an Apprentice - Different Occupation Same Program 

3. Click the Apprentice Number you want to Transfer 

Figure 68: Select an Apprentice 

4. Click on the More drop down arrow and click on the Transfer Apprentice button 

Figure 69: Transfer an Apprentice  

5. Complete all required * fields for Transfer Apprentice Information for Different Occupation Same Pro-

gram 

a. Exit Wage 

b. Transfer Date 

c. Comments 

6. Click the Different Occupation Same Program option button 

7. *New Occupation - Choose an Occupation 

8. *RTI Information -  Choose an RTI Provider 

9. Previous Experience - *Enter Credit for Previous Experience and Credit for Previous Related Training 

10. Wage - *Entry Wage, *Entry Wage Unit, Select Wage Schedule  for the Apprentice 

11. Click the Save& Complete Transfer Request button 
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Figure 70: Transfer an Apprentice - Different Occupation Same Program 

12. The system will display “Apprentice Transfer Successfully message with pending actions 

Figure 71: Transfer Apprentice Confirmation 
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13. 2  Transfer an Apprentice - Different Program and Same Occupation 

1. Complete all required * fields for Transfer Apprentice Information for Different Program and Same Occu-

pation 

a. Exit Wage 

b. Transfer Date 

c. Comments 

2. Click the Different Program Same Occupation button 

 Note:  Only Programs with the Registered Occupation “Name of Occupation” are available for selection.  

3. *New Program - Type to search active program that have current occupation 

4. *RTI Information -  Choose an RTI Provider 

5. Previous Experience - *Enter Credit for Previous Experience and Credit for Previous Related Training 

6. Wage - *Entry Wage, *Entry Wage Unit, Select Wage Schedule  for the Apprentice 

Figure 72: Transfer an Apprentice - Different Program Same Occupation 
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14.  Bulk Transfer Apprentices 

14. 1  Bulk Transfer Apprentice - Different Occupation and Same Program 

To Transfer multiple Apprentices at one time: 

1. Click the check box next to the Apprentices Number to Bulk Transfer Apprentices 

2. Click the Transfer button 

a. Note: Apprentices must be in the Same Occupation 

Figure 73: Bulk Transfer Apprentices  

3. Click Start Transfer 

4. Complete all required * fields for Transfer Information 

a. Exit Wage 

b. Transfer Date 

c. New Occupation - Choose New Occupation 

d. Comments 

5. Click the Different Occupation Same Occupation button 

6. *RTI Information -  Choose an RTI Provider 

7. Previous Experience - *Enter Credit for Previous Experience and Credit for Previous Related Training 

8. Wage - *Entry Wage, *Entry Wage Unit, Select Wage Schedule  for the Apprentice 

9. Click the Submit Transfer button 
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Figure 74: Bulk Transfer Apprentices - Different Occupation Same Program  

14. 2  Bulk Transfer Apprentices - Different Program and Same Occupation 

To Transfer multiple Apprentices at one time: 
1. Click the check box next to the Apprentices Number to Bulk Transfer Apprentices 
2. Click the Transfer button 
3. Click Start Transfer 
4. Complete all required * fields for Transfer Apprentice Information for Different Program and Same Occu-

pation 

a. Exit Wage 
b. Transfer Date 
c. New Program - Choose New Program 
d. Comments 

6. Click Different Program Same Occupation 
7. *RTI Information -  Choose an RTI Provider 
8. Previous Experience - *Enter Credit for Previous Experience and Credit for Previous Related Training 
9. Wage - *Entry Wage, *Entry Wage Unit, Select Wage Schedule  for the Apprentice 
10. Click the Submit Transfer button 
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Figure 75: Bulk Transfer Apprentices - Different Program Same Occupation 

15.  Suspend an Apprentice 

To Suspend a single Apprentice, the Apprentice must be in a Registered status:  

1. Click on the Registered Program Number on the Home page 

2. Click on the Active Apprentice link on the Dashboard  

The system will display the Apprentice Information page  

3. Click on the Apprentice Number you want to Suspend  
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Figure 76: Suspend Apprentice 

Figure 77: Suspend Apprentice 

5. Complete the following required * fields: 

a. Suspension Start Date – Suspension Start Date cannot be before Apprentice Start Date 
b. Suspension End Date – Suspension End Date cannot be less than the Suspension Start Date 
c. Expected Complete Date – Cannot be updated on this page 
d. Requested By 
e. Reason for Suspension 
f. Description 

4. Click on the More button then click the Suspend Apprentice button 

6. Click the Submit Suspension button  

g. The system will display message “Apprentice Suspended Successfully”  

 Note: This Action requires ATR Approval 
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Figure 78: Submit Apprentice Suspension 

14. 1  Bulk Suspend Apprentices  

To Suspend multiple Apprentices at one time; Apprentices must be in a Registered status.  

1. Click on the Registered Program Number on the Home page 
2. Click on the Active Apprentice link on the Dashboard 

a. The system will display the Apprentice Information page 

3. Click the check box next to the Apprentice(s) Number you want to Suspend 
4. Click the Suspend button 

Figure 79: Bulk Suspend Apprentice 

5. Complete all require * fields for Suspend Apprentices 

6. Click the Submit Suspension button 

 Note: Suspension update type can be Individual (apprentices have different information) or  

Group (apprentices have the same information) 



68|Page 

 

  

 

Figure 80: Bulk Suspend Apprentice - Submit Suspension 

16.  Re-Instate an Apprentice 

Apprentices can be Re-Instated if their Status = Cancelled: 

1. Click the check box next to the Apprentice Number to Re-Instate to the program. The system will 
enable the Re-Instate button 

2. Click the Re-Instate button 

Figure 81: Re-Instate Apprentice  

3. The system defaults to today’s date; click in the date field the system will display a calendar to select the 
date the Apprentice was re-instated 

4. If Current Wage is not correct, enter the correct amount in the Current Wage field 
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 5. Select the reason for the Re-Instatement: 

 
a. Reinstate 
b. Problem resolved 
c. Resolved family matters 
d. Resolved other issues 
e. Sponsor Action 
f. Unknown 

6. Enter a comment in the Comment field 
7. Click the Submit Re-Instatement button – This action requires ATR Approval 

a. The system will display a message “Apprentices Re-Instated Successfully” 

 Note: Suspension update type can be Individual (apprentices have different information) or  Group 

(apprentices have the same information) 

Figure 82: Submit Re-Instatement  

17.  Interim Complete an Apprentice 

Apprentices registered in Career Lattice Occupations will need to be moved from level to level. The Interim 

Completion feature allows the user to Interim Complete an Apprentice in a Career Lattice Occupation after 

each level. 

1. From the RAPIDS 2.0 Home page, click on a Registered Program Number that include a Career  Lat-
tice Occupation  

2. Click on the Apprentice Number that is registered in a Career Lattice Occupation 

a. Don’t see the Apprentice you’re looking for?  

3. Search for the Apprentice by entering the Apprentice ID or Apprentice Name and hit the enter key  

Figure 83: Search Apprentice  



70|Page 

 

 4. Click on the Interim Completion button – Interim Complete Apprentice from Level #1  

 

Figure 84: Interim Completion 

17. 1  Interim Complete an Apprentice - Current Level 

5. Enter the Interim Completion Wage amount 

6. Enter the Interim Completion Date 

7. Click the Next button 

Figure 85: Interim Complete Current Level  

17. 2  Interim Complete an Apprentice - Next Level 

8. Select Next Level to be taken by the Apprentice 

9. Enter the Start Wages 

10. The system auto-populate the State Date  

11. Click the check box for Wage Schedule Name 

12. Click the Submit Interim Completion button 
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Figure 86: Interim Completion Next Level 

Note: After submission system displays “This Apprentice has a pending interim completion and cannot be up-

dated until it is approved.” 

18.  Update Registered an Apprentices Record 

To Update an Apprentice record: 

1. Click on the Registered Program on the Home page 

2. Click on the Active Apprentices link 

3. Click the Apprentice Number 

4. Click the Update Apprentice button to update Apprentice record 

5. Click the Save & Complete Update Request button 
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Figure 87: Update Apprentice 

18. 1  Bulk Update Registered Apprentice Record 

To update multiple Apprentices at one time: 

1. Click on the Registered Program Number on the Home page 

2. Click on the Active Apprentices link 

3. Check the box next to the Apprentices to update 

4. Click the Update button 

Figure 88: Update Multiple Apprentices –Expected Completion Date 
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5. Update the Expected Completion Date 

6. Click the Save button 

Figure 89: Update Expected Completion Date 

19.  Apprentice Search / CSV Download 

Steps to Search on and Download Apprentices to CSV File: 

1. Click on the Advanced Search link on the Home page 
2. Click on Apprentice Search link 
3. Enter Search criteria’s to search on Apprentice Data 
4. Click the View Results button 

Figure 90: Search Apprentices / Download Apprentices Result - CSV File 
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5. Click on the Generate Document link 
6. Click on the View CSV Download link 

a. A new browser tab will open 

Figure 91: Apprentice Search / CSV Download 

7. Click on the Apprentice Search.CSV link on the CSV Download page 

 Note: 

 Click the Refresh button while the file is generating to refresh your screen 

 Documents will be available to download for 24 hours 

 The system will display the following statuses: 

a. Generating—the system is generating the CSV file 
b. Complete—the CSV file has completed the generating process 

Figure 92: Search Apprentice Search.CSV  

20.  Program Search / CSV Download 

Steps to Search on and Download Program data to a CSV File:  

1. Click on the Advanced Search link on the Home page 
2. Click on Program Search link 
3. Enter Search criteria’s to search on Program Data 

4. Click the View Results button  
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Figure 93: Program Search /CSV Download 

5. Click on the Generate Document link 
6. Click on the View CSV Download link 

a. A new browser tab will open 

Figure 94: Program Search Results 
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7. Click on the Program Search.CSV link on the CSV Download page 

 Note: 

 Click the Refresh button while the file is generating to refresh your screen 

 Documents will be available to download for 24 hours 

 The system will display the following statuses: 

a. Generating—the system is generating the CSV file 
b. Complete—the CSV file has completed the generating process 

Figure 95: Program Search / CSV Download  

21.  Program Occupation Search 

Steps to Search on and Download Program Occupation data to a CSV File: 

1. Click on the Advanced Search link on the Home page 
2. Click on Program Occupation Search link 
3. Enter Search criteria’s to search on Program Occupation Data 

Figure 96: Program Occupation Search  

5. Click on the Generate Document link 
6. Click on the View CSV Download link 

a. A new browser tab will open 
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Figure 97: Program Occupation Search / CSV Download  

7. Click on the Program Occupation Search.CSV link on the CSV Download page  

 Note: 

 Click the Refresh button while the file is generating to refresh your screen 

 Documents will be available to download for 24 hours 

 The system will display the following statuses: 

a. Generating—the system is generating the CSV file 
b. Complete—the CSV file has completed the download process 

Figure 98: Program Occupation Search.CSV  
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22.  Employer Upload 

The Upload Employer feature allows users to upload Employer Information via the Employers Upload Template  

1. Click on a Registered Program number on the Home page 

Figure 99: Employer Upload  

2.  Click on the Related Actions link  

Figure 100: Employer Upload - Related Actions  



79|Page 

 

 3. Click on the Employer Excel Upload link  

 

Figure 101: Employer Upload Template  

4. Click on the Employer Excel Upload link  

Figure 102: Employer Upload - Download Template  

 Note: The Employer Upload Template has two tabs:  

a. Employers Data 
b. Data Dictionary 

The Employers Upload Template is program specific and will contain the selected program information. The 

Employers Upload Template will need to be downloaded from each program to ensure Employers are associ-

ated to the correct program. 

Enter Employers data in the Employers Upload Template  
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Figure 103: Employer Upload - Excel Template  

 Note: The Employers Upload Template will populate the Add Employer fields for  each Employer  

uploaded 

Figure 104: Employer Upload - Add Employer Fields 
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 Note:  Reference the Data Dictionary for acceptable values to enter in the Employer Data tab 
 Use the Print function to print the Data Dictionary for easy reference 

Figure 105: Employer Upload - Data Dictionary 

Figure 106: Employer Upload - Drag & Drop File 

Figure 107: Employer Upload - Confirmation 
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23.  Apprentice Upload 

The Upload Apprentice feature allows users to upload Apprentice Information via the Apprentice Excel Upload 
Template  

1. Click on a Registered Program number on the Home page 

Figure 108: Apprentice Upload  

2.  Click on the Related Actions link  

Figure 109: Apprentice Upload - Related Actions  
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 3. Click on the Apprentice Excel Upload link  

 

Figure 110: Apprentice Upload Template  

4. Click on the Apprentice Excel Upload link  

Figure 111: Apprentice Upload - Download Template  

 Note: The Apprentice Upload Template has six tabs:  

a. Employers Data 
b. Data Dictionary 

The Apprentice Upload Template is program  and occupation specific and will contain the selected program 

information. The Apprentice Upload Template will need to be downloaded from each program to ensure Ap-

prentices are associated to the correct program. 

Enter Apprentice data in the Apprentice Upload Template  

c. Employers 
d. Occupations 

e. RT1 Providers 
f. Wage Schedules 
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 Note:  Reference the Data Dictionary for acceptable values to enter in the Apprentice Data tab 
 Use the Print function to print the Data Dictionary for easy reference 

Figure 112: Apprentice Upload - Data Dictionary 

Figure 113: Apprentice Upload - Drag & Drop File 

System will display Apprentice upload confirmation page and show any error encountered during Apprentice 

upload. Be sure the click “Submit” for final upload. Sponsor will need approval from ATR for all apprentices 

uploaded. 



85|Page 

 

24.  Appendix A: Chrome Browser Settings 

Step 1: Click the 3 horizontal lines icon on the far 
right of the address bar 

Step 2: Click on Settings 

Step 3: Scroll to the bottom and click the Show Ad-
vanced Settings link 

Step 4: Click on Open proxy settings 

Step 5: Click the Security tab  

Step 6: Click on Trusted Sites 

Step 7: Enter the URL of your trusted site: 

https://dol.appiancloud.com  

Step 8: Click Add 
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25.  Appendix B: Internet Explorer Browser Settings 
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25.  Appendix B: Internet Explorer Browser Settings Continued 
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26.  Appendix C: Glossary Terms  

Acronym Description 

OA Office of Apprenticeship 

ATR Apprenticeship Training Representative 

CL Career Lattice Occupation 

BOP Beginning of Period 

EOP End of Period 

NO National Office 

SD State Director 

RD Regional Director 

SAA State Apprenticeship Agencies 

QAA Quality Assurance Assessment 


