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Complete the Applica�on with the Appren�ce 
1. A�er adding the appren�ce to the system, on the 

Add Customer modal, click complete ini�al 
applica�on with customer.  

 
 
 
 
 
 
 

2. Review the disclaimer, terms of use, and privacy 
policy. Check the box and click Start New 
Applica�on.  

 
 
 

3. Complete the Goals & Current Situa�ons sec�on 
Check the box next to each situa�on that applies.  
Click Save and Go To Next Page.  
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4. Complete the Educa�on sec�on  
Select the Highest Level of Educa�on.   
Click Save and Go To Next Page.  

 
 

5. Complete the Work History sec�on. 
Click Add Employment if one of the 
situa�ons applies:  

• I am employed. 
• I am employed, but I have 

received a no�ce of termina�on/layoff.  
• I am unemployed and I have been ac�vely looking for work.  
• I am unemployed but I have not been ac�vely looking for work.  

 
 
 

6. Complete the Demographic and Contact Info 
Complete the required fields: 

• Confirm First and Last Name  
• Enter Email 
• Confirm Email 
• Confirm Social Security Number (SSN) 
• Enter Street Address 
• Enter City 
• Enter State 
• Enter ZIP Code 
• Enter Primary Phone 
• Enter Primary Phone Type 
• Enter Gender at Birth 
• Enter Date of Birth 
• Enter Military Status 
• Enter Marital Status 
• Select Ethnicity 
• Complete Are you authorized to work in the US (yes/no) 
• Click Save and Go To Next Page 
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7. Review the informa�on collected on the Applica�on. 
    Click Submit Applica�on 

 
 
 
 
 
 
 
 
 
 
 
 
 

8. The Intake Review tab will open, and Ac�on Item 1 
will display a green status. 
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This workforce product was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training Administra�on. The 
product was created by the recipient and does not necessarily reflect the official posi�on of the U.S. Department of Labor. The Department of 
Labor makes no guarantees, warran�es, or assurances of any kind, express or implied, with respect to such informa�on, including any 
informa�on on linked sites, and including, but not limited to, accuracy of the informa�on or its completeness, �meliness, usefulness, adequacy, 
con�nued availability, or ownership. 
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