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Main Dashboard  

Screen: This main dashboard screen contains general directory information about your school. Only the school’s name and location will show at 

this point. You’ll be able to add the other details by completing the Initial Application. 
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Initial Application: Select “Documents” from the tabs at the top of the screen. Then click on “+Start Document”, on the right side of the screen.
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Continued: Then select “Initial Application” from the drop-down menu. You’ll be able to add the missing information using this “parent” 

document. At any point in the process, you’ll be able to return the initial application to make updates. After the Workforce Board approves your 

application, you’ll be able to select the other documents to request or provide updates in the future. 
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Continued: Click Continue. To prevent session timeouts and losing unsaved work, click SAVE often, but at a minimum every 25 minutes. Note: 

clicking Save and Proceed will also prevent session timeout. 

 

 

Initial Application: You now have access to all sections of the initial application. There are seven sections. You will need to have your physical 

materials complete to finish the online application. The system has the capability to accept uploads for these materials. It will accept several types 

of documents, WORD, Excel, PDF’s JPG’s etc. 

• Institution Information 

• Employees 

• Ownership 

• Catalog/Brochure Checklist 

• Financial Information 

• Programs and Auxiliary Facilities 

• Supporting Materials 
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Section 1 - Institution Information: Once you complete this section, you’ll be able to “Save and Exit”, “Save” or “Save and Proceed to Next 

Section.” The system will allow you access the application until you have everything entered. Some sections will be shown as a separate pending 

events (child document) once submitted i.e. a new instructor or staff member, new program, etc. You’ll be able to return to the initial application by 

selecting the initial application again. This information will only need to be entered once, it will prepopulate each year, unless you terminate the 

section of information. 
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Continued: The next section of the initial application tab. 
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Section 2 Employees: This is the section designated for your staff, i.e. administrative staff, admissions staff, and instructors. For instructors, this 

section will allow you enter an application or to upload a searchable electronic document which contains the name, training/education, license 

number/expiration (if applicable), experience and courses being taught for each instructor in your organization. Select either “New Staff 

Application” or “New Instructor”, click the “+” and the hit continue. 
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Continued: 

 

If you only try to continue without selecting the “+”, you’ll receive an error message.  
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Continued: Click the “+” to add a new user, the individual being entered will need a unique email address.  

 

Enter the staff or instructor’s email and click “Next”. 
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Add the staff member’s name and click “Save”. This will open the next section. For the instructor section you can also drag and drop a resume in lieu 

of individual entries.  

 

 

 

 

 

 

 



New School Application 
 

11 
 

Continued: The next few screens are representations of the employee information needed. We need to be able to verify your staff’s fitness. 

Instructors must have two years of education, two years of experience or a combination of either. Please include any credentials as well. Staff can 

also be uploaded on a CSV.file.  We need to have their name, contact information, at least two years of past employment, education, 

credentials/license numbers as well as whether they’ve been convicted of a misdemeanor or felony in the last seven years. More information can be 

found at WAC 490-105-044 

 

 

 

https://app.leg.wa.gov/WAC/default.aspx?cite=490-105-044
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Continued: 

 

 

 

Please ensure you’ve clicked the attestation and submitted the employee, if you only click “Save”, it will stay in an unsubmitted status. 
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Section 3 - Ownership: This section gathers information on the school ownership. Please enter all owners that have a 10% or more stake in the 

school. You’ll be able to enter additional owners by selecting, “+ Add another” at the bottom of the page. After you’ve entered all owners, please 

“Save and Proceed to Next Section”. 
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Section 4 - Catalog/Brochure Checklist: This section allows you to enter the catalog year and volume number, both are needed to track version 

control, along with the page numbers to where the minimum requirements can be located. You will need to have your catalog completed to enter 

the correlating page numbers. 
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Continued: 
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Section 5- Financial Information: This section gathers information on your revenue. The license and Tuition Recovery Trust fund (TRTF) fees are 

calculated from this estimate. For the application year, you’ll estimate your gross tuition revenue for the calendar year. Gross Tuition Revenue (GTR) 

is total annual tuition from self-paid or agency-paid student minus any refunds, this does not include business-paid or contract-paid students, i.e. 

The school reports $24,500 after refunds for the first year (or anticipates receiving $25,000 in tuition for the first year in operation). This would make 

your license $250 and your initial Tuition Recovery Trust Fund contribution $305. The system will automatically calculate the fee. Please upload the 

supporting documentation, which allows us to verify and assess risk. 
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We’ll need three credit references, using the accompanying form that can be accessed on our website. On the form, please complete the grey 

shaded area and sign. At least one should be from the bank or other financial institution you do business with and two other entities that the agency 

may consult as financial reference. We are looking for credit worthiness and timely made payments. We’ll send them to the references you identified.  

If you haven’t operated a business in the last year, we’ll need a tax return. More information about an initial application can be found in WAC 490-

105-040 

 

 

 

 

 

 

 

 

https://app.leg.wa.gov/WAC/default.aspx?cite=490-105-040
https://app.leg.wa.gov/WAC/default.aspx?cite=490-105-040


New School Application 
 

19 
 

Section 6 - Programs and Auxiliary Facilities: To add a new program, select the “+New Program Application” and enter the program name as 

you list it in the catalog (they should always match).  
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Continued: Enter the name and select “Continue”.  

 

Please select the type of program from the drop down, if you are unable to find the exact program type, please select a general category. Make sure 

to enter the program or lesson hours. Credit hours are reserved for accrediting schools. This information should align with the catalog and Career 

Bridge. If your program is hybrid or fully offered in distance education (online), you’ll need to include lessons. 
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After submitting your program, you can return to the initial application by selecting the Parent Submission at the top of the screen. You can select 

the tab you need to work on or you can save and enter another program. 

 

 

 

*You can enter as many programs as you need. Make sure the program name and hours align with the catalog. This is important for when 

you enter your annual student data report.  
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Section 6 Auxiliary: You can enter the auxiliary location using this same section. Make sure the name matches the catalog entry. Each Auxiliary 

location fee is an additional $25. To add an auxiliary location. Select “+ Auxiliary Site”. This section is for overflow sites, or clinical or 

intern/externship sites.  
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Enter the site name and type, click “Continue”. 
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Continued: For each auxiliary location, a school should maintain file with an affiliation agreement and post the certificate at the site. 
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Please make sure to click “Submit” when you are done entering information. 
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Section 7 – Supporting Materials: The system allows you to upload materials directly, instead of emailing or mailing them. Only fees, including the 

license fee, auxiliary site fees, sales agent/name change (if applicable) or Tuition Recovery Trust Fund fees, will need to be mailed. Future upgrades 

will include acceptance of electronic payments. In the interim, please mail your check(s): Payable to the Washington State Treasurer and mail to the 

Workforce Board, PO Box 43105, Olympia, WA 98504-3105. Please ensure your school’s name is clearly identified on the check. If you have more 

than one fee type, please provide a breakdown for our fiscal department. 
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Continued: 
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Continued: 
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After your initial updates are approved, you’ll be able to use the Documents Tab to access other child documents such as program and staff updates 

or additions. Please remember to click “Submit” when you are done entering information.  

 

You’ll be able to check a status of your application or approvals. You may receive messages or comments from agency staff within the licensing 

system. 

 

 Most screens allow you to filter your search results. Look for the Refine Search button. 
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If you have questions or concerns about the application, please reach out to our PVS unit administrative assistant, Hannah.bartlett@wtb.wa.gov, 

360-709-4600. 

 

 

 

mailto:Hannah.bartlett@wtb.wa.gov

