Roster upload process

1. Do not alter the form in any way.
2. Add your approved course ID in column A (can be found in “my credentials”)
3. Add the date field in this format xx/xx/xxxx in column B  “Example 08/26/2026”
4. Push the drop-down arrow in column D and select the license type.  List of types and abbreviations listed below.
5. The license number has to be written like (A 00000, JA 00000, EC 00000, RW 00000) in column E and must be 5 digits in total so if it is only 3 digits add two zeros to the front of the number and for 4 digits add one zero to the front of the number.
If it is a license number under our new numbering sequence then it will be 8 digits,
6. In column F add first name.
7. In column H add last name.
Make sure that you have their correct license number and license type, it also has to be a current license number.
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A
Course ID.

25-005-121225

25-010-052925

25-013-013125

B o
‘Course End Date” Credential Setup
3/3/2026 Residential Journeyman Wireman
311212026 Electrical Contractor
3/11/2026 Journeyman Electrician

E
“License Number (Credential)
RW 123456
EC 00012321
JA 02160000
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License Name
Apprentice Registration

Class A Master

Class B Flectrical Contractor
Class B Journeyman

Electrical Contractor

Fire Alarm Installer
Heating/AC/Refrigeration
Iigation Installer

Joumneyman Electrician

Class B Master Electrician
Residential Journeyman Wireman
Sign Installer

Contractor Permit

Homeowner Permit

License Prefix

MA
ECB
I
EC
FA
SHA
si
A
3
RW

WP
wp





