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1. Accessing Your ApprentiScope Account 
You will receive an email from ApprentiScope that either allows you to create your account or 
asks you to reset your password. Both provide clear steps to access your account. 
 
Once your account is set, you will automatically be taken to the ApprentiScope login page on 
which you will enter your email and the new password to access ApprentiScope. Be sure to 
bookmark the ApprentiScope login page. 

2. Setting Personal Platform Notifications 
To access your personal settings, navigate to your name in the top right-hand corner of your 
dashboard. When you click on your name, the menu option will open. Then click “my profile.” 
From the “my profile” page, go to the “settings” tab where you may review all the setting options 
linked to your account. For each setting there is an “on/off” slider button. Click the slider to 
toggle on or off. When the toggle is set to “on,” it  will appear blue and when set to “off,” it will 
appear white. 
 
To access instructions on this topic in the ApprentiScope Support Center, see “How to Set 
ApprentiScope Notification Preferences” at https://support.apprentiscope.com/how-to-set-
notification-preferences.  

3. Adding Team Members to ApprentiScope 
If you want to invite additional personnel to have the same level of ApprentiScope access, invite 
them as a “sponsor user” following these steps: 
 

1. Navigate to “INVITE” on the blue navigation bar. 
2. Click “Send Invitations.” 
3. Select your Sponsor name as the “Employer” and click “Continue.” 
4. Select “Sponsor” as the “User Type” and enter the contact’s email address. 
5. Click “ADD+” and then “Send Invitations.” 

 
The individual you invited will receive an email from ApprentiScope asking them to create an 
account. They will fill out some basic profile information and then create a password for 
ApprentiScope. Then they will be taken to the ApprentiScope login screen where they will enter 
their email and password to access the platform. 

4. Adding Preapprentices to ApprentiScope 
You will need to create a managed account for each new preapprentice following these steps: 
 

1. Navigate to the “INVITE” button on the blue menu box and select “create managed 
users.” Do not create preapprentice accounts using the “send invitation” button.  

2. Click “Get Started” and select the Sponsor name as the “Employer” in the drop-down 
box and click “Continue.” 

https://support.apprentiscope.com/how-to-set-notification-preferences
https://support.apprentiscope.com/how-to-set-notification-preferences
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3. Enter the preapprentice’s email address, set the user type in the drop-down menu to 
“preapprentice,” enter the preapprentice’s first and last name and set the occupation 
drop-down to the preapprentice’s occupation.  

4. Click the plus “+” icon and finally select “Create User.” 
 

Once the preapprentice managed account is created, you will find the preapprentice record 
under “participants” and then “preapprentices” in the blue menu bar. 
 
Data required to create accounts: 

● Employer - Select your organization’s name with “sponsor” listed under it, unless your 
program has OJT provided by a distinct employer organization. If your organization is 
also the employer, select your name with “employer” listed under it. 

● User Type (select preapprentice) 
● Email 
● First Name 
● Last Name 
● Occupation/program 

 
To access instructions on this topic in the ApprentiScope Support Center, see “How to Create 
Managed Accounts for Participants” at https://support.apprentiscope.com/how-to-create-
managed-apprentiscope-accounts-for-participants.  

5. Adding Preapprentices Using Batch Invite 
To create several managed users at once using batch invite, follow the steps below: 
 

1. Navigate to “INVITE” on the blue menu bar. 
2. Click "Add Managed Users" and then the "Batch Upload" button in the top right corner. 
3. Download the blank CSV upload template and Data Validation Rules provided. 
4. On the CSV upload template, enter all the information for any participant for whom you 

want to create a managed account. The validation rules provide the exact format for 
each data field and which fields are required. Any fields left blank will be left blank in the 
participants' record.  

5. If the participants included on the CSV upload template have different occupations, you 
will need to include the occupation IDs. The validation rules will show you where to find 
occupation IDs. If all preapprentices are in the same occupation, it does not need to be 
indicated on the CSV Batch Upload Template. 

6. In the “Upload Managed Users” window, select an employer and click “Continue”. Then 
select an occupation and click “Continue.” 

○ Note: If you are adding participants with different occupations, it does not matter 
which occupation you select on this page. The system will read the occupation 
IDs entered for each preapprentice on the CSV Upload Template. If all 
preapprentices are in the same occupation, it is important to select the correct 
occupation on this page.  

7. Upload the CSV Batch Upload Template and click “Continue.” 

https://support.apprentiscope.com/how-to-create-managed-apprentiscope-accounts-for-participants
https://support.apprentiscope.com/how-to-create-managed-apprentiscope-accounts-for-participants
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6. Accessing and Editing Preapprentice Accounts 
Once you have created a preapprentice account, you will need to edit the preapprentice record 
to add the necessary data fields to generate a Preapprentice Agreement Form. You may view 
and filter preapprentices by navigating to “Participants” and then “Preapprentices” in the blue 
menu bar. From this location, you may filter by several fields including “Preapprentice Status.” 
Click on the preapprentice name to edit the preapprentice record. To update the preapprentice 
record, click on the “pencil” edit button located at the top right of the preapprentice record. 
 
Update and verify that the following fields are completed:    
 

• First name 
• Last name 
• User type 
• Email 
• Parent or guardian email if the preapprentice is under 18 (which must be different from 

the preapprentice email) 
• Phone number 
• Social security number (if provided) 
• Date of birth (program must verify that the preapprentice is at least 16) 
• Address 
• City 
• State 
• Zip 
• County 
• Country 
• Occupation 
• Program start date (This will default to the date the record was created. Be sure to 

update this to the date the preapprentice started the program.) 
• Demographics section 
• Education section 

 
To access instructions on this topic in the ApprentiScope Support Center, see “How to Edit 
Individual Participant Account Data” at https://support.apprentiscope.com/how-to-edit-
apprentice-information.  

7. Generating Preapprentice Agreements for E-Signatures 
All preapprentices must have a preapprentice agreement signed by the preapprentice, your 
“sponsor/organization” signatory and the preapprentice’s parent/guardian, if they are under 18.  
 
To generate a Preapprentice Agreement form:   
 

https://support.apprentiscope.com/how-to-edit-apprentice-information
https://support.apprentiscope.com/how-to-edit-apprentice-information
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1. Navigate to the “Participants” button on the blue menu bar and select “Preapprentices” 
from the drop-down menu.  

2. Click on the name of the preapprentice for whom you would like to generate an 
agreement. 

3. Click on the “Reports” tab in the preapprentice record. 
4. You should now see the section titled “Apprentice Agreement.”   
5. Check that the email for the Preapprentice and the Parent or Guardian and the Sponsor 

Signatory are entered and correct.  
6. Review the preview of the agreement using the “Download Agreement” button on the 

bottom of the apprentice agreement section. Select “Florida Preapprenticeship” from the 
drop-down and you may review the agreement as it will appear for digital signature. 

7. Check that the following fields are completed and correct:   
o Preapprentice ID number (This will auto-generate.) 
o Program Sponsor number 
o Date that the preapprentice agreement was created 
o Sponsor’s name 
o Preapprentice’s name 
o Parent or guardian name (if applicable) 
o Occupation 
o Estimated term in months and OJT hours (if applicable) 
o Preapprentice’s and program sponsor’s email address, phone number and street 

address, city, state and zip code 
o Social security number (if provided)   
o Date of birth and demographics 

8. If the above information is complete and correct, you are ready to request signatures for 
this preapprentice agreement. 

9. On the “request signature line” of the “preapprentice agreement” section, click “Select 
Agreement” and on the drop-down menu, select “Florida Preapprenticeship.” This will 
immediately send the preapprenticeship agreement to all signatories through the 
PandaDoc secure digital signature system. 

 
If the information on the agreement preview was missing or incorrect, navigate to the “pencil” on 
the top right hand corner of the screen in the preapprentice’s record, which will allow you to 
review and update all preapprentice data fields. Always save any changes using the “Save” 
button. If the Sponsor information is missing or incorrect, navigate to the Sponsor record found 
under “Partners” and then “Employers” in the blue menu bar and update the records.  
 
To check the status of the Preapprentice Agreement, navigate back to the “Records” tab on 
each individual preapprentice to see the status of the signatures and send reminders as 
needed. 
 
When a Preapprentice Agreement is generated, it will autofill the preapprentice number, which 
also appears under the preapprentice’s “General” tab in the “SAA - state license #” field. 
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To access instructions on this topic in the ApprentiScope Support Center, see “How to Generate 
Automated Apprentice Agreements with Integrated E-Signatures” at 
https://support.apprentiscope.com/how-to-use-e-signatures-to-automate-apprentice-
agreements.  

8. ATR Review and Approval of Preapprentice Agreements 
Apprenticeship Training Representatives (ATRs) have reports that show all new preapprentices, 
when preapprentice accounts were created and whether they have fully signed apprentice 
agreements.  

ATRs will review and approve all signed agreements assigned to them within the ApprentiScope 
platform. They will enter an approval date or an explanation for failure to approve the agreement 
on each preapprentice’s Profile Details, found on the “General” tab under the “ATR Approvals” 
section. 

Sponsors may generate custom reports. To track which preapprentice agreements have been 
approved by the ATR, follow the instructions below to create a custom report, which can be 
saved and clicked on to retrieve an updated report at any time. 

1. Navigate to the reports tab. 
2. Click the “Custom Reports” subtab. 
3. Build out your custom report by entering the following fields: 

○ Pull report of-Users 
○ Within-My organization 
○ Filter type-All 
○ Apply filters-User type-is-preapprentice (click “add filter”) 
○ Account Status-Active Only 
○ Choose Fields: 

■ Last name 
■ First name 
■ Date of birth 
■ Account creation date 
■ Program start date 
■ Apprentice agreement completed date 
■ ATR preapprentice agreement approval 
■ ATR agreement explanation 
■ Apprentice agreement URL 

○ Leave objects set to internal value 
○ Leave date format set to YYYY-MM-DD 

4. Save and run the report. Saved reports will show as selectable under the “Custom 
Reports” tab. 

5. Rename custom reports by clicking the three dots to the right of the report and selecting 
“Rename” from the drop-down option. 

https://support.apprentiscope.com/how-to-use-e-signatures-to-automate-apprentice-agreements
https://support.apprentiscope.com/how-to-use-e-signatures-to-automate-apprentice-agreements
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To access instructions on this topic in the ApprentiScope Support Center, see “How to 
Create a Custom Report” at https://support.apprentiscope.com/how-to-create-a-custom-
report.  

9. Unapproved Agreements 
If the Apprenticeship Training Representative (ATR) reviews the signed preapprentice 
agreement and has a finding notated in the explanation field indicating that corrections are 
necessary, the sponsor will: 

1. Update the preapprentice’s data. 
2. Reset the agreement using the “Reset” button located at the top right hand corner in the 

preapprentice’s record at the top of the “Apprentice Agreement” section. 
3. Notify your ATR after updating the agreement so that the ATR can review and enter an 

approval date. 

10. Updating Preapprentice Program Status 
Sponsors can view and filter preapprentices by navigating to “Participants” and then 
“Preapprentices” in the blue menu bar. From this location, you may filter by several fields 
including preapprentice status. You may enter the preapprentice record by clicking on the 
preapprentice name. 
 
To update the status of a preapprentice, navigate to the preapprentice profile and click on the 
“pencil” edit button. From the program status drop-down, choose the correct status and save.  

When a preapprentice’s program status is changed to “cancelled” or “completed,” their account 
becomes “inactive,” and is removed from the sponsor’s active preapprentice list.  

To access instructions on this topic in the ApprentiScope Support Center, see “How to Edit 
Participant Program Statuses” at https://support.apprentiscope.com/how-to-update-apprentice-
statuses.  

11. ATR Review and Approval of Preapprentice Program 
Status Changes 
Apprenticeship Training Representatives (ATRs) have reports showing all program status 
changes, including the change date and the new program status assigned. ATRs will review and 
approve all program status changes assigned to them within the ApprentiScope platform. They 
will enter an approval date or an explanation for failure to approve the agreement on each 
preapprentice’s Profile Details, found on the “General” tab under the “ATR Approvals” section. 

Sponsors may generate custom reports. To track which preapprentice program status changes 
have been approved by the ATR, follow the instructions below to create a custom report, which 
can be saved and clicked on to retrieve an updated report at any time. 

https://support.apprentiscope.com/how-to-create-a-custom-report
https://support.apprentiscope.com/how-to-create-a-custom-report
https://support.apprentiscope.com/how-to-update-apprentice-statuses
https://support.apprentiscope.com/how-to-update-apprentice-statuses
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1. Navigate to the reports tab. 
2. Click the “Custom Reports” subtab. 
3. Build out your custom report by entering the following fields: 

○ Pull report of-Users 
○ Within-My organization 
○ Filter type-All 
○ Apply filters-User type-is-preapprentice (click “add filter”) 
○ Apply Filters-Last Program Status Update-Is Known (click “add filter”) 
○ Account Status-Active Only 
○ Choose Fields: 

■ Last name 
■ First name 
■ Program status 
■ Last program status update date 
■ ATR program completion approval  
■ ATR program completion explanation 
■ ATR program cancelation approval 
■ ATR program cancelation explanation 

○ Leave objects set to internal value 
○ Leave date format set to YYYY-MM-DD 

4. Save and run the report. Saved reports show as selectable under the “Custom Reports” 
tab. 

5. Rename custom reports by clicking the three dots to the right of the report and selecting 
“Rename” from the drop-down option. 

For all unapproved program status changes indicated by an explanation note from the ATR, 
sponsors must update the status according to the ATR explanation. Notify your ATR that the 
status has been updated, so that the ATR can review and enter an approval date. 

12. Managing Completion Certificates 
To generate a preapprentice completion certificate: 
 

1. Ensure the preapprentice status is set to “Completed” by selecting the “pencil” on the 
upper right-hand corner of screen in the preapprentice record. 

2. Select “Completed” from the program status drop-down.  
3. Enter the date the preapprentice completed, then click the “Save” button. 
4. Navigate to the “Reports” tab in the preapprentice record. 
5. Scroll down and select the “Certificate of Completion” button. The certificate will appear 

as a PDF download which you may open, save and print.  

13. Uploading Sponsor Files for the Department 
ApprentiScope is a secure site, in which to documents may be uploaded to share with your 
Florida Department of Education Apprenticeship Training Representative (ATR).  
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1. Navigate to the Sponsor record by clicking “Partners,” and then “Employers” on the blue 
menu bar. 

2. Click on your program name. 
3. Select the “Files” tab within the program record. 
4. Click on new “+” button in the upper right hand corner. 
5. Follow the prompts to select and name the files you would like to upload. 
6. Select from the drop-down who will be able to access the file. If you are sharing the file 

with your ATR, select “Training Representative.” If you would also like to see this file, 
select “Sponsor.” 

7. Choose the category. 
8. Submit. 
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