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Purpose

The purpose of this section is to add additional or new occupations to a business RAPIDS (Registered
Apprenticeship Partners Information Data System) identification number that the partner is working on
to develop with the business.

A business can have more than one occupation related to its RAPIDS account. This flexibility allows
businesses to register multiple occupations under a single account, which is beneficial for companies
that offer diverse apprenticeship opportunities across various roles or departments. Each occupation
can be managed with its own set of requirements, standards, and training outlines within the same
RAPIDS account.

Access the Business Engagement Tools

1. Select Business Engagement Tools 2 APPRENTICESHIP ILLINOIS

Related Instructions
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Add Occupation

1. On the Organization Information tab, filter 2 APPRENTICESHIP ILLINOIS

by Grantee. Back o Customer Lis

Customers  Business Engagement Tools  Workplan & Reports

Apprenticeship linois - ABC Location v

Panned Outcome Category

Select v

10 | entries per page Search:

Last
¢ Contact Last Update
Organization Name Industry Current Status Date Indicator
Abt Electronics Retail Trade In Development - Wage 31 - 60 days

2. I the Organization has already been added, filter

the organization list or search for it in the search —

Customers  Business Engagement Tools  Workplan & Reports

box.
[ e [, .. ...

Grantee

Apprenticeship llinois - ABC Location v

Flanned Dutcoms Category

3. Click the Organization name. This will open the v
profile.

10_¥| entnies per page Search: |Champion

Last
4 Contact Last Update
Organization Name Industry Current Status Date Indicator
Champion Noodle Inc Administrative and Support and Waste No Statuses
Management and Remediation Services
Showing 1to 1.of 1 entry (filtered from 137 total entries) e|f1]:]=
4. Scroll down to the Occupations in Development T
section. 10_v| entries per page search [ ]
Name 4  Description Created By Current Status Date of Last Update Status Indicators

No data available in table

5. Click Add Occupation Shoving 0100010 enties BHEE




Apprenticeship

Add an Occupation and Edit Status

".I-INOISmm July 2026 v2
Prepare « Train « Refain
6. Complete the Add Occupation modal. Fields marked with an asterisk are
required. y
There are Occupation Field Definitions at the top of the modal.
e  *QOccupation Name
e (Contact
e Team Member
e *Qccupation Description
e *Start Date p
e End Date ' 5
e  *QOccupation Status Type ' 5
e *Comment =t 5
e (Click Save
Ee
= -
7. The occupation will be displayed
in the Occupations in Development CUCLIEATIONS 1N CEVELOENENT
section after the modal has been 10, ] entres perpage s —
Completed Name 4 Description Created By Current Status Date of Last Update Status Indicators
) Kitchen Staff Cook Maggie O'Leary Active Development 2025-06-03T20:54:33.403 ®<=30 View |
Showing 1 to 1 of 1 entry « I < ] 1 | > ‘ »
Update the Occupation status
1.To uPdate the occupation status, OCCUPATIONS IN DEVELOPMENT Add Occupation
click View next to the occupation. [167%] enties per page N
Name ¢ Description Created By Current Status Date of Last Update Status Indicators
Kitchen Staff Cook Maggie O'Leary Active Development 2025-06-03T20:54:33.403 ®<=30 | View |
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Prepare + Train = Retain

2. Click Add Occupation Status R—

Add Dccupation Stanes

Actvs Davaicpmant

OCCUPATION FIELD DEFINITIONS

Status Comment

Naw Coske 3¢ McDorsids

Who/When

Maggie OLaary
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3. Select an Occupation Status Type from the dropdown list.

ADD OCCUPATION STATUS

e The short definitions are listed at the top of the
modal.

e The full list of status definitions can be found here.

4. Enter a comment about the status, similar to leaving a Case S oy Dt
Inactive - Three-Month Communication Lapse -
Note. Foahcing Detassfo Subtmion -P

ABBREVIATED DEFINITIONS

5. Click Save e A o

B -

This workforce product was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training Administration. The

product was created by the recipient and does not necessarily reflect the official position of the U.S. Department of Labor. The Department of

Labor makes no guarantees, warranties, or assurances of any kind, express or implied, with respect to such information, including any

information on linked sites, and including, but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy,

continued availability, or ownership.



https://www.illinoisworknet.com/DownloadPrint/APP%20IL%20Program%20Classification%20Guide.pdf

