How to Complete and Submit an Apprenticeship Application Form

How to Start a Funding Application

Once you select the Apply Now button on the ENS website, you will be navigated to begin the
process of submitting your application.
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The first page you will be the Privacy Notice. At the top of the page, you can select Francais to
switch to French. This Notice will detail why Employment Nova Scotia requires your personal
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information within the application. Once you have read and understood how Employment Nova
Scotia will collect, use, and disclose your personal information, click to proceed to a set of
eligibility questions.

You are required to answer a set of 3 eligibility questions. If you require more information, you can
select the blue statement below the question that will provide more information. Not all questions
provide clarification on the questions. If you do require further assistance, contact Employment
Nova Scotia at 1-877-223-0888.

Francais

NOVE(%TH Search MovaScotia.ca E

Apprenticeship
Eligibility Question 1 of 3

Are you a Canadian citizen or permanent resident legally entitled to work in
Canada?

oD

Would you like more information about this gquestion? =+ 4*—-

My NS Account

Once all eligibility questions have been completed, you will be required to log in to My NS Account.
By clicking the Login with My NS Account button, you will be redirected to the NSID login page
where you can create a hew account or log in with an existing My NS Account. Once you have
signed in or created an account you can select Continue to LaMPSS Online (Internal) to proceed
to the application form.

If you experience any issue with logging in or creating an account with
My NS Account, you can contact them directly at 1-844-322-9375.
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Completing the Application Form

At the top of the page, you will notice the following information for Important Links and Return to
Overview. The Important Links will be any website links that you can review to assist in completing

your application. If you wish
to view the LaMPSS Online
landing page which provides
minor information about the
Apprenticeship application,
select Return to Overview.
At any point of the
application form you can
logout. At the top of the
page, you will see your
name. Click the down arrow
by your name and select
Logout. Any information that
has been entered and saved
for the application will still be
listed when you log back in.

- _~ | FErancais

NOVA)S!(%I' 1A E
.

Search NovaScotiaca

Apprenticeship

Application Form

9 Important Links « & Return to Qverview

Section List

The following sections of this form can be completed in the order listed or any section
can be selected from the list below. Sections can be skipped and completed at a later
date. All sections will be available to review before the completed form is submitted.

The start of the application will list all form sections required to be completed for the application.
You can complete the sections in the order provided or they can be skipped and be completed later.

The title of each Form

Section provides a link to
that section. To begin the
application process, you
can click Continue at the
bottom of the page or use
the Form Section list to
jump directly to a specific
screen.

=

Form Section Status
1 Personal Information
2 Contact Information
3 Address
4 Program Informatien
5 Employment Insurance (El) Benefits
[ Additional Financial Aszistance Requesi
7 Financial Assistance for Accommodations
& Financial Assistance for Travel
2] Financial Assistance for Technology Measures

10 Financial Assistance for Course Books

1 Financial Assistance for Additional Child Care / Dependent Care

12 Additional Information

13 Payment Details

14 Supporting_Documents

15 Form Summary
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Once you select any one of the form sections or continue, you will be directed to a step in the
application. Each step will list all questions under that specific section. If you wish to skip the
section, you click on the Skip for

Now button at the bottom of the >
page. If you have provided answers NOVA'SCOTIA
to all questions, to save your 1

answers and proceed to the next
section of the application, select
Save and Continue. If you wish to Apprenticeship
just save your information and stay

Application Form
on the same page, select Save.

¥ Important Links - = Return to Section List

When you fill in all the required fields

and hit Save and Continue, or have Contact Information
decided to skip the section, the oo N
application will move on to the next PR

form section in the application. If you
wish to navigate to another section,
you can return to the list of sections,

Alternate Phone Number

by clicking on Return to Section Email Address

List that is on the top of the page. =

You can also navigate around the Do you prefer to work with someone who speaks English or French?

steps of the application by selecting Select v
the dl’Op-dOWI’\ menu on the step Do you speak any other languages? If so, which ones?

count that is listed above the section
titte where you can select another 5 o

. ) o you have any special instructions for when we contact you?
form section yOU WISh to Compiete Please outiing anything we need to consider before contacting you to discuss your application. (e.g

assistive fechnology, time of day, efc.)

If you have started to answer the

fields on a specific page and
navigate away from the page, you (
will receive a pop-up to notify you

that any unsaved changes will be
lost.

When you begin an application, you will receive an email with a direct link to access the form. This
link will be available for 120 days. Once you click this link, you will be required to login. Once
logged in, you will be redirected to the Overview page. Select Continue to proceed.
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Once you have completed a
form section and return to the
‘Section List’ the form sections
will be updated indicating the
status on the specific section.

On step 4 of the application, you will be
required to provide information on your

Apprenticeship

Application Form

& Important Links ~ € Retum to Overview

Section List

The following sections of this form can be completed in the order listed or any section
can be selected from the list below. Sections can be skipped and completed at a later
date. All sections will be available to review before the completed form is submitted.

Form Section

1 Personal Information

2 Contact Information

3 Address

4 Program Information
5 Employment Insurance (El) Benefits
L Additional Financial Request

Status /

Saved
Saved

@ Saved

program. You are asked to provide the Apprenticeship

name of your training institution.

Application Form

& Important Links = = Return

Step 4 of 156 =

Program Name

Start Date

DD/MMIYYYY

End Date
DDIMMMYYYY

Classroom/Training Hours per weel

ClassroomiTraining Participation

reviewed.

Select

Select

Training Institution

Save and Continue Save

to Section List

Program Information

Provide details on the Program you are attending.

k

Part-time programs may not be eligible for the program. If your situation is different and you'd like to
use our service, please be prepared to provide additional information ence your application is

Will you be attending all weeks of this technical training?

Skip for Now

Z
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To find the institution you're attending, click Select. The

. . R .. . .. Select a Training Institution %
database is preloaded with a list of training institutions.
Since institutions can change, all the institutions may not
. .. . . . . Search
be IISted' If yOU have_ fOl:an your tralr_"ng |nSt|tUt|0n, CIICk Enter the name or location of the training institution you
the checkbox by the institution and click OK. will be attending for this course.

| Reset

&~

ACADEMY OF LEARNING
HALIFAX NS

If you start to type in the training institution under the Search field and nothing is found, you can
manually add the institution. Click the link stating Can’t find the Training Instituation you are

looking for?.

Select a Training Institution

x Select a Training Institution x

Search

will be attending for this course.

Reset

Enter the name or location of the training institution you

Search
Enter the name or location of the training institution you will
be attending for this course.

Reset

ACADEMY OF LEARNING
HALIFAX NS

ALBERTA CARPENTERS TRAINING
CENTRE

EDMONTON AB

ATLANTIC FLIGHT ATTENDANT
ACADEMY LTD

HALIFAX NS

BAYTECH COLLEGE
MONCTON NB

Mo training institutions found.

Reset your search term to browse the list, revise your
search term, or add your own Training Institution below.

Can't find the Training Institution you are looking for? =

Add a New Training Institution

Training Institution Name and Campus

Training Institution Location

Want to search for a Training Institution? 2

@ Cancel

m Cancel

A new window will open where you can add in your training
institution and the location. Once all information is entered,
select OK.
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The application form requests a mandatory document that must be provided with your application.

In this example, one mandatory document is required for the Apprenticeship program. There is also
an option to provide any additional documents that you wish to provide with your application, under
the additional documents section.

Apprenticeship

Application Form

& Important Links ~ = Retumn to Section List

Step 14 of 15 =
Supporting Documents

Mandatory Documents
The following decuments are mandatory and must be submitted with this application.

Document Document(s) Attached Size I

Void Cheque - Financial Authorization Add

Additional Documents
To submit addional decumentation in support of this application, select the type of document below

and click Add to select and attach the file

Document Document{s) Attached Size

Select A

Save Skip for Now

To add the acceptance letter under mandatory documents, click on the Add link that appears to the
right of the document name. An Add link will appear under the additional document section once
you select what document you wish to upload from the drop-down field.

Upload Attachments (

Once you click on the Add link the following pop up will appear. You can
either drag and drop the document in this box or click to browse for the

specific file you wish to upload. Each file must have a unique file name 4
and be a maximum of 1MB in size. If you try to upload a document that is =
larger than 1MB, you will receive the following error message. OregFlesHore o Cek o Brove

A\ Error Uploading File(s)

The following file(s) could not be uploaded:

« Attachment exceeds maximum file size limit of 1.00 MB.

Once the document is attached, click on Save and Continue or Save to proceed.
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Submission of an Application

The last step for the application is the Form Summary. This is where you can view a summary of the
application and where you can submit the application. If all sections have not been completed for

the application, a
message will appear at
the beginning of the
summary. When
reviewing the summary,
you can see what
sections are not
complete. Select Edit by
the section not completed
to navigate back to that
selected page to
complete that portion of
the application.

Once all sections have
been completed, the

button will be
visible on the bottom of
the screen. Click this
button to submit your
application.

2 _= Emncis

‘.\'OVE&)TL& S a

Apprenticeship
Application Form

& Important Links = = Return o Seclion Lis

Step 15 0f15 -
Form Summary

There are stil saclions thal have nol been completed on this form. The form cannot be submitied wnlil =l sectians e

camplebed

Personal Information = ca

FiratMame ..._...

Middla Mama HRot Provided
Lzet Nama 1

SN €

Data af Birth

Gendsr

Contact Information = ca

Phons Humber

Alternate Phone Humber Mot Provided

Emall Address |

D you prefer to work with someens who spaake Engllzh or French? Erglish
D you epaak any othar languages? If 8o, which ense? Mot Provided

Dwa you hawe any special Inetructions for when we contact you? Mot Provided

Address o

Mailing Address

Aptiunit Mot Provided

Strast 1

ity | Community

Provinge Mova Scofa

Poatal Cods

Dwosa your civlc addrees differ from your malling address? Mo

Program Information

This section has not been compleled yet.
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Once the application is successfully submitted, you will receive the following message, advising that
your application has been submitted. You can now Logout of the system.

Apprenticeship

Application Form

o Your application for Apprenticeship has been submitted.

What happens next?

Employment Nova Scotia will contact you within 5 business days to acknowledge receipt of
your application.

Your application will be reviewed and assessed against program eligibility criteria.

Employment Nova Scotia will contact you to let you know when a decision has been made.

Updates for your application

Please download a copy of your application for your records.

For meore information about the status of your application, please contact Employment Nova
Scotia.

[@ Dowmload PDF
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