
CalJOBSSM Provider Module: 
Continued Eligibility
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Workforce Services Branch
Program Reporting and Analysis Unit and

Statewide Training Unit

Hello, and welcome to our training series on the CalJOBS Provider Module. This section 
will review Continued Eligibility procedures in CalJOBS. 
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What is Continued Eligibility?

Objectives

Provider Application Process

Program Application Process

Today’s objectives are: 
[Animation] What is Continued Eligibility?
[Animation] Provider Application Process
[Animation] Program Application Process
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What is Continued Eligibility?

We are going to start with a basic question: what is Continued Eligibility?
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Continued Eligibility: requirements for providers and programs 
that have been on the ETPL for 365 days. 

What is Continued Eligibility? 

Continued Eligibility requirements are what providers need to meet to stay on the ETPL.

[Animation] From the state’s ETPL directive, WSD21-03 attachment 1, the definition of 
continued eligibility is: requirements for providers and programs that have been on the 
ETPL for 365 days. The requirements are very similar to Initial Eligibility.
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Provider Application Process

Provider profiles must meet the Continued Eligibility requirements. These next few 
slides will demonstrate how this works in CalJOBS . 
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Reviewing the Provider Profile

Provider Application Process

Uploading documents

Nominating/reviewing Profile

The Continued Eligibility process is very similar to the Initial Eligibility process, 
which we covered in our “Initial Eligibility – Provider” training video. In this video, 
we will highlight three areas of concern:

[Animation] We will briefly go over the provider profile, and ensure that all data 
entered is accurate and up-to-date,

[Animation] The provider profile will be nominated to EDD to review, and EDD will 
either approve or deny the provider profile. , and finally,

[Animation] we will review how to upload documents into the Provider Profile. 
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[Animation] Let’s start with logging into CalJOBS using your Local Area staff account.
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Reviewing the Provider Profile

[Animation] As a Local Area staff member, once you log in click the Menu button on 
the top left of the screen.
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Reviewing the Provider Profile

[Animation] Under Services for Workforce Staff, click Manage Providers, 
[Animation] then Assist a Provider. 
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Reviewing the Provider Profile

Test Provider

Search for the provider on the Assist a Provider screen. [Animation] Set the Status field to 
No Selection. [Animation] Most staff search for providers by typing in the name of the 
provider in Provider Name 1. 
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Reviewing the Provider Profile

[Animation] Click on Profile for the provider profile in question.
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Reviewing the Provider Profile

[Animation] At the top of your screen, you will see that you are in the General tab of the 
Provider Profile. 
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Reviewing the Provider Profile

You will also see the details of the Provider Profile. Per the ETPL Directive, WSD21-03, 
Attachment 1, provider profiles must meet the same requirements for Continued Eligibility 
as they did for Initial Eligibility, aside from one extra requirement which we will cover 
shortly.

Let’s start with reviewing the profile to ensure all information is still accurate. 
[Animation] 
Scroll down and click on Edit Provider Details. 
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Reviewing the Provider Profile

Go through each field on this screen, and verify that the information entered is accurate. 
You can update individual fields, if needed. 

[Animation]
Ensure that the status is set to Active, in order for the provider to remain on the ETPL.
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Reviewing the Provider Profile

[Animation]
Another important field to review is the Main Address field. Per the ETPL Directive, Local 
Areas are responsible for reviewing provider profiles for Continued Eligibility that are 
headquartered in their Local Area. 

Click Save when done. 
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Reviewing the Provider Profile

Scroll down to the next section, Provider Type Details. This is where staff select the type of 
activity codes that can be linked to the Provider Profile and the training programs. 

[Animation]
Click Edit Provider Type Details. 
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Reviewing the Provider Profile

[Animation]
Click Show All, and under the Program Services tab, review the Provider Types that have 
been selected. 

[Animation]
Per the “Initial Eligibility – Provider” presentation, providers need the “PS - Approved 
Provider Training – ITA” and the “PS - Education and Training Programs” options 
selected in order to appear on the ETPL. Click Save when done. 
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Reviewing the Provider Profile

The third and final section of the Provider Profile is the Additional Provider Details 
section. 

[Animation]
To edit these fields, scroll down and click on “Edit Additional Provider Details. 
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Reviewing the Provider Profile

1) Maintain BPPE Approval
2) Be deemed exempt by BPPE
3) Attain accreditation from WASC/etc. 

Similar to the other sections, ensure that the fields still contain up-to-date 
information. 

[Animation]
Provider profiles must maintain their accreditation or registration that is required 
for Initial Eligibility. For example, this provider is a Private Postsecondary provider, 
and is approved under the Bureau for Private Postsecondary Education, or BPPE. 

[Animation]
In order to be eligible for Continued Eligibility, they need to either 1) maintain their 
registration with BPPE, 2) be deemed exempt from Approval by BPPE, or 3) receive 
accreditation from the Western Association of Schools and Colleges (WASC) or 
some other agency recognized by the US Department of Education. For more 
information, consult the Directive.

Most times, providers will maintain the same registration as before, so ensure that 
their registration/accreditation is still active.  

19



Reviewing the Provider Profile

• Providers on ETPL for two PYs: must have 
at least one WIOA enrollment

• If removed, provider must wait six months 
to reapply

• Does not need WIOA data to re-apply

[Animation]
In addition, providers on the CA ETPL for two full program years (July 1 – June 30) 
must have at least one Title I, subtitle B enrollment during the previous two 
program years. This considers all ETPL programs that the provider has offered or 
currently offers. 
[Animation]
If removed due to enrollment requirements, a provider must wait six (6) months 
from removal to submit their ETPL application for reinstatement . 
[Animation]
Additionally, they will not be held to the WIOA enrollment requirement when 
determining continued eligibility for placement back onto the list.

You can use a report to verify if a provider has had at least one WIOA enrollment in 
the last two PYs. 
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Reviewing the Provider Profile

Menu > Reports > Detailed Reports > Provider > Eligible Training (CRS) > by 
Program Performance 

Login with your staff account, and go to Menu > Reports > Detailed Reports > 
Provider > Eligible Training (CRS) > by Program Performance report. You will see the 
filters available for this report. 

[Animation]
Under Provider Name, select the provider in question from the dropdown. 
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Reviewing the Provider Profile

Menu > Reports > Detailed Reports > Provider > Eligible Training (CRS) > by 
Program Performance 

[Animation]
Under Program, set the Program Status to all. This will look at enrollment data for 
all programs, both active and inactive, that were on the ETPL. 

To get the best results, we recommend that staff leave the other filters to their 
default setting, as shown here. 
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Reviewing the Provider Profile

Menu > Reports > Detailed Reports > Provider > Eligible Training (CRS) > by 
Program Performance 

[Animation]
Under date, set the Program Year to two Program Years in the past. In this example, 
since this is currently Program Year 2023, set the filter to PY 21. Once you are done, 
click Run report. 
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Reviewing the Provider Profile

Menu > Reports > Detailed Reports > Provider > Eligible Training (CRS) > by 
Program Performance 

[Animation]
Export the report to Excel by clicking on the Save icon, and selecting Excel. 
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Reviewing the Provider Profile

Menu > Reports > Detailed Reports > Provider > Eligible Training (CRS) > by 
Program Performance 

[Animation]
Now, click Update Search Criteria, and change the Program Year filter to one 
Program Year in the past, in this example PY22. Do not change the other filters. Click 
Run Report. 
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Reviewing the Provider Profile

Menu > Reports > Detailed Reports > Provider > Eligible Training (CRS) > by 
Program Performance 

[Animation]
Just like last time, export this report to Excel. 
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Reviewing the Provider Profile

Menu > Reports > Detailed Reports > Provider > Eligible Training (CRS) > by 
Program Performance 

[Animation]
Now, compare the two PYs and see if there were any enrollments in the WIOA 
Participants section. Specifically, you’ll want to see if any participants appear in the 
Served column. Make sure that you review all programs that appear in the report. 

In this case, the provider only has one ETPL program, and no enrollments occurred 
for the previous two PYs. Per the directive, this provider would be removed from 
the ETPL for a minimum of six months. 
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Reviewing the Provider Profile

Menu > Reports > Detailed Reports > Provider > Eligible Training (CRS) > by 
Program Performance 

[Animation]
Here is an example of a provider that had a WIOA enrollment in PY 21, which means 
that this provider can remain on the ETPL. 
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Nominating/reviewing Profile

Menu > Assist a Provider > Profile

Now that we’ve verified that the provider had at least one WIOA enrollment for the 
last two PYs, follow the above path to continue with the profile review. 

Scroll down to the Provider Review Status. This is where staff can nominate a 
provider profile to EDD to review for Continued Eligibility. This process is very 
similar to the one described in the “Initial Eligibility – Provider” presentation. 

[Animation] 
Set the review date to the current date and select the appropriate Review Status. 
Per the ETPL Directive, WSD21-03, Attachment 1, Local Areas can “nominate” a 
provider profile to the ETPL by selecting “Approved” in the Review Status. 

The State ETPL Coordinator will review nominated provider profiles within 30 days 
of nomination, and either approve or deny the profile. If approved by EDD, the 
provider profile will be on the ETPL. 

Once you are done entering the information, click Save. 
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Nominating/reviewing Profile

State ETPL Coordinator will 
review nominated provider 

within 30 days of 
nomination.

[Animation]
Once you click save, staff will see that the Provider Approval Status is approved with 
an updated date, and the State Approval Status is approved, however with an older 
date. This is an example of a provider that has been nominated to the ETPL by the 
Local Area, but still needs final approval from EDD. 

[Animation]
The State ETPL Coordinator will review nominated provider profiles within 30 days 
of nomination, and either approve or deny the profile. 
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Nominating/reviewing Profile

Now, we are looking at the system from the perspective of a State ETPL staff 
member. 

[Animation]
We can see that State staff have the ability to enter a date and status for the State 
Review Status. If State staff set the status to Approved, this nominated provider is 
now fully approved for the ETPL. 
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Nominating/reviewing Profile

[Animation]
Here, the provider profile is nominated by the Local Area, and approved by EDD. 
EDD plans on making changes to this screen to make it easier to tell apart a 
nomination from an approval. 
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Nominating/reviewing Profile

What happens if a provider profile does not meet Continued Eligibility 
requirements? The Local Area staff can reject a provider profile, instead of 
nominating it to EDD. 
[Animation] 
Here, we can see that the status has been set to Rejected. 
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Nominating/reviewing Profile

EDD staff can also reject a provider profile after it has been nominated by a Local 
Area staff. 

[Animation] 
Here, we can see that the State status has been set to Rejected. 
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Nominating/reviewing Profile

Rejected by Local Area

Rejected by State

[Animation]
In either example, this provider would no longer be on the ETPL. A provider profile 
needs approval from both the Local Area and the State level in order to be on the 
ETPL. 
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Uploading documents

Provider Users Staff 

[Animation]
Both staff and provider users can upload documents into the provider profile. We 
will focus on the staff perspective today, but provider users can review the ETPL 
Guide Card for steps on how to do this. 
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Uploading documents

Documents that can be uploaded:
• ETP Assurances form, attach. 4 (uploaded annually)
• BPPE Approval/exemption 
• WASC/WSCUC accreditation
• Apprenticeship registration
• Appeals documents

Per the ETPL Directive, there are several documents that should be uploaded into 
the provider profile’s Documents section:
[Animation]
• ETP Assurances form (attachment 4). Remember that this needs to be signed and 

uploaded annually into the Document section. 
• BPPE Approval/exemption 
• WASC/WSCUC accreditation
• Apprenticeship registration
• Appeals documents
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Uploading documents

Login > Menu > Assist a Provider > Profile > Documents

[Animation]
To get to the Documents tab, Login with your staff account > Menu > Assist a 
Provider > Profile > Documents
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Uploading documents

This screen displays any documents that have been uploaded. 

[Animation] 
To upload a document, click Upload a Document. 
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Uploading documents

[Animation] 
For the Document Description field, select the appropriate item from the dropdown. 

[Animation] 
Enter a relevant label in the Document Tags section. 
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Uploading documents

Staff also have some additional functionality when uploading a document, including 
limiting the document to staff-level accounts. 
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Uploading documents

[Animation] 
Click Select File, choose the document, and click Open, and your document will 
begin to upload. 
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Uploading documents

[Animation] 

Once the document is fully uploaded, click Save. 
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Uploading documents

[Animation] 

Here you can see the uploaded document. Various 
functions are available under the Action column. 
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