
Program Application Process

We’ve reviewed the process for providers being reviewed for Continued Eligibility, 
now we are going to review the process for the training programs they offer. 
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Nominating a program

Program Application Process

Removing a program

Re-adding a program

We will explore the following items related to the Continued Eligibility Program 
Application process:

[Animation] The process of nominating a program for Continued Eligibility

[Animation] How to remove a program from the ETPL if they are found to be 
ineligible, and

[Animation] How to add a program back to the ETPL if it later becomes eligible. 
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Nominating a program

We will now go through the process of nominating a program for Continued Eligibility in 
CalJOBS. Since most of the steps in CalJOBS were already discussed in our previous 
presentation, “ETPL Initial Eligibility: Program”, we will provide a short overview and highlight 
the differences between Initial and Continued Eligibility. 
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Nominating a program

Checklist:
 Have provider ensure all data is up-to-date
 Review requirements for Initial Eligibility
 Check performance data, including WIOA 

data
 Review and nominate or remove program

Here’s a short checklist for staff when reviewing programs for Continued Eligibility:
[Animation]
First, have the provider review the data in the program and ensure that it is up-to-date. 
Providers can submit changes via the Confirmation tab. 
[Animation]
Next, staff should review the Initial Eligibility requirements that the program met when it 
was first added and ensure that it still meets all those requirements. 
[Animation]
Staff need to review the program’s performance data, and verify that it meets Continued 
Eligibility
[Animation]
Finally, staff need to review the program and either nominate the program to EDD or 
remove the program from the ETPL. 

Here is how this process would work in CalJOBS.
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[Animation] Let’s start with logging into CalJOBS, with either your provider user or staff 
account. 
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Nominating a program

[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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Nominating a program

[Animation] Under Services for Workforce Staff, click Manage Providers, 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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Nominating a program

[Animation] Click on Programs for the provider profile in question.
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Nominating a program

[Animation] Click on the Education and Training Programs tab. 

10



Nominating a program

Remember that Continued Eligibility is required for programs that have been on the ETPL 
for 365 days. Per the ETPL Directive, WSD21-03, Attachment 1, a Local Area has between 
30 and 60 days from the program’s Subsequent Review Due date to review the program 
and either nominate it to EDD or reject it for not meeting the Continued Eligibility 
requirements. 

[Animation] 
Here we can see that the program has a purple WIOA icon, indicating that it is on the ETPL, 
as well as a red “REAP” icon. This icon appears when the system date is 60 days or less 
away from the Subsequent Review Due Date. 

[Animation] 
Click Edit to go to the Review tab. 
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Nominating a program

[Animation] 
On the Review tab, we can see that the Subsequent Review Due Date is 09/27/2023. You 
will see other review records, as well as a Change Record displayed here, all with 
Subsequent Review Due Dates. 

[Animation] 
However, generally speaking, the Subsequent Review Due date that is most recent and is 
on the Review Record with the purple WIOA icon controls the program. 

In this example, if the system date is 07/29/2023, then that is 60 days from 09/27/2023. 
This makes the red “REAP” icon appear, which was shown earlier. 
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Nominating a program

If SRDD is 09/27/2023: review program 
between 07/29/2023 and 08/28/2023

Per the ETPL Directive, Local Areas must review a program for Continued Eligibility no 
earlier than 60 days, and no later than 30 days from the Subsequent Review Due Date. 

[Animation] 
In this example, if the Subsequent Review Due Date (SRDD) is 09/27/2023, then the Local 
Area would need to conduct it’s review between 07/29/2023 and 08/28/2023.
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Nominating a program

Local Area: 30 days to review

[Animation] 
An easier way to think about it is, if you are a Local Area staff member and see this red 
“REAP” icon, you have a 30-day period to review and either nominate this program to EDD 
or reject this program and remove it from the ETPL.
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Approving program changes

Before we look at the program, have the provider go through each tab and ensure that the 
data in the required fields are still accurate. 
[Animation]
If any changes are made, have the provider user submit a Change Record using the Submit 
Changes checkbox, and have staff approve it before beginning Continued Eligibility Review. 
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Approving program changes

[Animation]
For more information on submitting and approving program changes, please refer to the 
ETPL Initial Eligibility – Program video in the Staff Online Resources page. 
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Approving program changes

[Animation]
The provider will also need to submit the program for Continued Eligibility review via the 
Confirmation tab, by clicking Yes and then Next. 
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Approving program changes

[Animation]
This will create a pending review record, which staff can Edit once they are ready to 
nominate or remove the program. 
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Nominating a program

Checklist:
 Have provider ensure all data is up-to-date
 Review requirements for Initial Eligibility
 Check performance data, including WIOA 

data
 Review and nominate or remove program

[Animation]
At this point, the provider has gone through the program and made any necessary updates, 
and staff have approved those updates. The provider has submitted the program for Local 
Area to review for cCThe next item is reviewing the program to ensure it still meets Initial 
Eligibility requirements. 
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Nominating a program

[Animation] 
Back at the Education and Training Programs tab, find the program that is being reviewed 
for Continued Eligibility and click Edit. 
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Nominating a program

Programs: must meet Initial and 
Continued Eligibility reqts.

[Animation]
Per the ETPL Directive, a program that is being reviewed for Continued Eligibility must also 
meet the requirements for Initial Eligibility. 
[Animation]
We recommend staff review the “ETPL Initial Eligibility: Program” video in the Staff Online 
Resources section and confirm that the program still meets the requirements for Initial 
Eligibility. 
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Nominating a program

Checklist:
 Have provider ensure all data is up-to-date
 Review requirements for Initial Eligibility
 Check performance data, including WIOA 

data
 Review and nominate or remove program

[Animation]
Once staff confirm that the program meets all Initial Eligibility Requirements, it is time to 
check the performance data of the program, which includes both all-student and WIOA 
student data. We can do this using a few reports in CalJOBS, as well as the Performance tab 
for the program.
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Nominating a program

[Animation]
After logging in with your staff account, go to the Menu > Reports >Detailed Reports > 
Provider Reports
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Nominating a program

[Animation]
Click on the by Program Performance report. This report displays programs with their 
previous performance data for all-student and WIOA students. 
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Nominating a program

Test Provider

[Animation]
In the Provider Name field, select the appropriate provider from the drop down. 
[Animation]
Under the Program section, you can select different filters depending on the programs you 
are reviewing.
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Nominating a program

Filters for 
programs on 
ETPL

There are a variety of filters that can limit the programs that appear in the report. Here are 
the specific filters needed to see programs that are active and on the ETPL.

[Animation] 
For the first filter, you can set Program Status to Active. 

[Animation] 
For the Review Type, this has been set to ITA. Per federal regulations, all ITA-funded 
programs must use an ETPL program, so all ETPL programs have an “ITA” Review Type.

[Animation] 
For the Eligibility Type, select Transitional, Initial, and Continued. This will include all 
program review types that are attached to ETPL programs. 

[Animation] 
For the Review Status, select “Approved/Eligible”
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Nominating a program

[Animation] 
Under Date, set the Program Year filter to the previous complete Program Year. This will 
pull all student and WIOA student performance data from only the 2022 program year. 
[Animation] 
If you wish, you can set the Apply Date Filter to “Yes” and use this to filter programs by 
Program Create Date, Last Edit Date, Review Date, or Subsequent Review Due Date. 
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Nominating a program

For example, you can filter for programs that are coming up for Continued Eligibility Review. 
Per the Directive, programs that have a Subsequent Review Due date within 60 days of 
today’s date are required to be reviewed for Continued Eligibility. 

[Animation] 
In the Filter by Date, select Subsequent Review Due Date. 

[Animation] 
For Date Range, set this to Custom Date.

[Animation] 
Set the From Date to Today’s Date, and the To Date to 60 days from today’s date. 

When ready, click Run Report. 
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Nominating a program

[Animation] 
Once the report runs, click the Save icon and export the report to Excel. 
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Nominating a program

Open the report in Excel.

[Animation] 
The report will have two sections: one for Overall (All) Students, and another for 
WIOA Participants. Let’s review the two sections.
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Nominating a program

Under Overall Students, you’ll see totals for each performance metric. 

[Animation] 
The totals come from the “Aggregate Performance - All Students” section of the 
Performance tab of the ETPL. Here, you can see how the data was entered for the program, 
and how it matches the report. 

[Animation] 
You can also see that the data is for PY 2022, which we selected in the Program Year filter 
on the report. 
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Nominating a program

Programs: must meet Initial and 
Continued Eligibility reqts.

Per the ETPL Directive, a program must meet certain performance requirements in 
order to be approved for Continued Eligibility. You can use this report and compare 
it with the relevant requirements for each program. 

[Animation] 
Again, per the Directive, a program must meet Initial and Continued Eligibility 
requirements, regardless of whether the provider is considered a Public or Private 
Postsecondary institution. 

[Animation] 
That means that providers must have data in all nine of these columns for each 
program. Note that this example has performance data for each column, or 
performance metric.
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Nominating a program

Page 2 of Assurances Form

Page 2 of Assurances Form

[Animation] 
Page 2 of the CA ETP Assurances form, Attachment 2 of the ETPL Directive, spells 
out what needs to be collected from the provider. 
[Animation] 
Providers would enter this data onto the Aggregate Performance – All Students 
section of the Performance tab. 
[Animation] 
This data would then appear in the Overall Students section of the by Program 
Performance report. 
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Nominating a program

Public programs: how many 
successfully completed, employed

[Animation] 
Per the Directive, Public Postsecondary programs have the same performance 
requirements as Initial Eligibility: the number of participants who successfully 
completed the program, and of those people, the program must have data showing 
how many were later employed. Here is how we would verify this using the report. 
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Nominating a program

 Successfully completed

[Animation] 
For the first requirement, verify that data is present in the Completed column for 
each program. 
[Animation] 
In this case, this program has data, so this program meets the first requirement. 
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Nominating a program

 Successfully employed

[Animation] 
For the second requirement, ensure that employment data is entered into the 
Employed Q2 After Exit column. 
[Animation] 
This program has data, and meets both requirements for Continued Eligibility. 
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Nominating a program

Private programs: 50% successfully 
completed, 50% employed 

[Animation] 
Private Postsecondary programs have slightly different requirements, per the 
directive: a program must have a 50% successful completion rate, and of those 
people, 50% must later be employed. Here is how we would verify this using the 
report. 

37



Nominating a program

 50% successfully completed

[Animation] 
For the first requirement, divide the number in the Completed column by the 
number in the Exited column for each program.
[Animation] 
In this case, 7 divided by 8 is 87.5%, so this program meets the first requirement. 
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Nominating a program

 50% employed

Provider > Programs > ETP Tab > Edit program > Performance tab

For the second requirement, follow the above path to navigate back to the program 
in question and go to the Performance tab, to review the Aggregate Performance –
All Students section. This is because the report is missing the Total Second Quarter 
Exiters column, which prevents you from doing the calculation. EDD is working on 
incorporating this into the report. 

[Animation] 
Divide the number in the Employed 2nd Quarter field by the number in Total Second 
Quarter Exiters. 

[Animation] 
In this case, 4 divided by 4 is 100%, and thus this program meets the 50% employed 
requirement. 
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Nominating a program

Per the Directive:

If a Private Postsecondary program has two 
PYs of WIOA data: needs to meet WIOA 
requirements

Now it is time to review the WIOA student data for the program. Keep in mind that this 
requirement only applies to private postsecondary programs. 
[Animation]
Per the Directive, if a Private Postsecondary program has two full consecutive PYs of WIOA 
student performance data, then they need to ensure that the WIOA student data meets the 

state-level negotiated performance goals. 

Let’s go through this step in CalJOBS. 
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Nominating a program
Reports > Federal > Eligible Training Provider > Annual Summary: 

ETA 9171 - Eligible Training Providers Performance Summary

Test Provider

Test Program

We will need to run the 9171 ETP Report, since the Detailed > by Program Performance 
Report does not have the denominators for the WIOA performance measures. Again, EDD 
is working with the vendor to resolve this. 
[Animation]
Follow the path above, and in the Report Format section, select the check box for WIOA 
Participants Performance. 
[Animation]
Select the prior PY, in this case 2022. 
[Animation]
Select the provider and program in question. 
Click Run Report. 
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Nominating a program

• Data is aggregated across four PYs
• Comes from WIOA applications

Export the report to Excel, and open the file. 

You may note that the data here appears to differ from the data in the Detailed > by 
Program Performance report. 
[Animation] 
This is because per federal regulations, data in the 9171 ETP report is aggregated, or 
added up, across multiple PYs. Again, EDD is working with GSI to have the by 
Program Performance report updated to include all fields necessary to conduct 
Continued Eligibility Review. For now, the 9171 report should be used. 
[Animation] 
Unlike the Overall Students section, the data seen here is pulled from participants 
enrolling in the ETPL program in CalJOBS and having their training activity codes 
linked to the provider and program via the Service Provider tab of the activity code. 
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Nominating a program

Test Provider

Test Program

123

99

[Animation] 
Here’s an example of what that looks like, with the provider and program entered 
into the Service Provider tab of the activity code. If the provider and program are 
not linked to the activity code as shown, then this participant will not appear in the 
WIOA Student section of the report. 
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Nominating a program

Private programs: need to meet WIOA 
requirements

[Animation] 
Again, per the ETPL directive, Private Postsecondary programs need to meet the 

negotiated state-level Title I Adult performance goals for 
their WIOA participant data. To verify this, compare the 
9171 ETP report with the negotiated state-level 
performance goals published by EDD in an Information 
Notice for the appropriate program year. 
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Nominating a program

To find the appropriate Information Notice, go to EDD’s Information Notices 
webpage. 
[Animation] 
Click on “Show All”
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Nominating a program

Search for the Information Notice that contains the State Negotiated Performance 
Goals for the PY that you are looking at. 
[Animation] 
If we are in Program Year 2023, we would look at the prior complete program year, 
PY2. Click on WSIN21-51. 

46



Nominating a program

Compare this:

With this:

Again, per the ETPL directive, Private Postsecondary programs need to meet the 

negotiated state-level Title I Adult performance goals for 
their WIOA participant data. 
[Animation]To verify this, compare the report with the 
negotiated state-level performance goals for the Adult 
program for the appropriate program year. 
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Nominating a program

Employed Q2:

9171: 80.0%
WSIN: 64.0%

[Animation] 
For example, if you compare the Employed Q2 rate in the 9171 vs the Information 
Notice, you can see that the program meets the 64.0% requirement. 
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Nominating a program

Meets the other 
performance 
measures as well

Measurable Skill 
Gains: TBD

[Animation] 
You can see that the program meets all of the other performance measures, 
Employment Rate 4th Quarter After Exit, Median Earnings Second Quarter after exit, 
and Credential Attainment. 
[Animation] 
The 9171 does not currently have the Measurable Skill Gains rate, however this is 
being worked on by the vendor. 
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Nominating a program

Program fails Employed Q2, needs to 
be removed from ETPL

Would need to wait until new data 
shows rate that meets rate in IN

[Animation] 
If the program does not meet a particular performance measure, then the program 
must be removed from the ETPL. In this case, we can see that the program has an 
Employed Second quarter after exit rate of 40%, which does not meet the 64% 
requirement in the Information Notice. 
[Animation] 
This program would need to be removed from the ETPL.
[Animation] 
In order to get back on the ETPL, the program would need to wait until the 
Employed Second Quarter After Exit rate improves and meets the appropriate rate 
in the Information Notice. Staff may need to wait until a new PY’s data is available in 
order to re-evaluate the program for Continued Eligibility.  
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Nominating a program

Checklist:
 Have provider ensure all data is up-to-date
 Review requirements for Initial Eligibility
 Check performance data, including WIOA 

data
 Review and nominate or remove program

[Animation] 
In our example, however, the program meets all performance requirements for Continued 
Eligibility, both for all-student and WIOA student data. Now, we can move on to the last 
step, reviewing the program in the Review tab. 
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Nominating a program

[Animation] 
At the Review tab, staff can click Edit for the most recent pending review record. 
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Nominating a program

On the Review screen, staff will see the Status, Subsequent Review Due Date, and Date 
Viewed fields. 
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Nominating a program

The Status field has a drop-down with a list of different statuses. 
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Nominating a program

Per Directive: Continued 
Eligibility is one year

If necessary, edit SRDD to 
one year in the future

Our program meets all Continued Eligibility Requirements, so we will select 
Approved/Eligible.

[Animation] 
Note that the Subsequent Review Due Date field auto-populates with a date of two years 
from the last Subsequent Review Due date. However, per the ETPL Directive, Continued 
Eligibility is valid for one year, or 365 days. 
[Animation] 
Our system currently defaults to two years, so staff may need to edit the SRDD from two 
years down to one. We are working with the vendor to adjust this automatically. 
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Nominating a program

SRDD edited to one year 
from today’s date

[Animation]
In our example, the Subsequent Review Due Date has been modified to one year in the 
future, in this case 09/27/2024. 
[Animation] 
Enter today’s date for Date Reviewed, and click Save. 
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Nominating a program

[Animation]
Now, we can see that a Pending review record has been entered for EDD to review. Per the 
Directive, programs are nominated by Local Area staff, and EDD is given final approval. 
Once EDD gives their final approval, the program is on the ETPL. 
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Nominating a program

[Animation]
We are now looking at the Review tab from a State ETPL Coordinator account. You can see 
that EDD has access to edit the most recent pending review record. This came from the 
Local Area nominating the program. 
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Nominating a program

[Animation] 
EDD will review the program, and choose the appropriate status. In this case, EDD approves 
the program for the ETPL and selects Approved/Eligible. 
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Nominating a program

[Animation] 
Now, the program is fully approved for Continued Eligibility and will remain on the ETPL for 
another year. 
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Nominating a program

Checklist:
 Have provider ensure all data is up-to-date
 Review requirements for Initial Eligibility
 Check performance data, including WIOA 

data
 Review and nominate or remove program

[Animation] 
Staff have now finished the ETPL Continued Eligibility process, and nominated a program to 
the ETPL. 
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Removing a program

If a program does not meet Continued Eligibility requirements, it will need to be removed 
from the ETPL. Here are the steps in CalJOBS to do this. 
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[Animation] Let’s start with logging into CalJOBS, with either your provider user or staff 
account. 
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Removing a program

[Animation] Under Services for Workforce Staff, click Manage Providers, 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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Removing a program

[Animation] Click on Programs for the provider profile in question.
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Removing a program

[Animation] Click on the Education and Training Programs tab. 
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Removing a program

[Animation] 
As mentioned previously, programs that are 60 days or less from the program’s Subsequent 
Review Due date will show a red REAP icon. A Local Area has between 30 and 60 days from 
the program’s Subsequent Review Due date to review the program and either nominate it 
to EDD or reject it for not meeting the Continued Eligibility requirements. 

[Animation] 
In this case, we are going to reject the program. Click Edit. 
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Removing a program

[Animation] 
On the Review tab, we can see that the Subsequent Review Due Date is 09/27/2023. You 
will see other review records, as well as a Change Record displayed here, all with 
Subsequent Review Due Dates. 
[Animation] 
However, generally speaking, the Subsequent Review Due date that is most recent and is 
on the Review Record with the purple WIOA icon controls the program. 
In this example, if the system date is 07/29/2023, then that is 60 days from 09/27/2023. 
This makes the red “REAP” icon appear, which was shown earlier. 
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Removing a program

If SRDD is 09/27/2023: review program 
between 07/29/2023 and 08/28/2023

Per the ETPL Directive, Local Areas must review a program for Continued Eligibility no 
earlier than 60 days, and no later than 30 days from the Subsequent Review Due Date. 

[Animation] 
In this example, if the Subsequent Review Due Date (SRDD) is 09/27/2023, then the Local 
Area would need to conduct it’s review between 07/29/2023 and 08/28/2023.
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Removing a program

Local Area: 30 days to review

[Animation] 
An easier way to think about it is, if you are a Local Area staff member and see this red 
“REAP” icon, you have a 30-day period to review and either nominate this program to EDD 
or reject this program and remove it from the ETPL.
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Removing a program

[Animation] 
Go to the Confirmation tab, and click Yes, then click Next. 
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Removing a program

[Animation] 
On the Review tab, a new pending review record will appear. Click Edit. 
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Removing a program

[Animation]
On the Review screen, set the Status to Rejected. 
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Removing a program

[Animation]
Select the appropriate Rejection Reason from the dropdown. 
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Removing a program

[Animation]
Enter a date for Date Reviewed. Click Save when done. 
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Removing a program

[Animation] 
Staff may see this error message pop up. If so, click OK. 
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Removing a program

[Animation] 
On the Review tab, the program will no longer have a purple WIOA icon, and the 
status of Rejected will appear. This program is no longer on the ETPL. 
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Re-adding a program

We will review how to add a program back to the ETPL once it becomes eligible again. 
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Re-adding a program

[Animation] 
If a previously removed program eventually meets the eligibility requirements, staff 
can resubmit the program via the Confirmation tab, and nominate the program to 
the ETPL. Click Yes, then Next to resubmit the program. 
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Re-adding a program

[Animation] 
On the Review tab, the program will show a new pending review record. Click Edit. 
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Nominating a program

On the Review screen, staff will see the Status, Subsequent Review Due Date, and Date 
Viewed fields. 
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Nominating a program

Max:

The Status field has a drop-down with a list of different statuses. 
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Nominating a program

[Animation]
Set the Status to Approved Eligible, and enter a Date Reviewed. A Subsequent Review Due 
Date will automatically populate with a date of one year from the last review date. Verify 
that it is one year in the future. Enter a Date Reviewed, and click Save. 
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Nominating a program

[Animation]
Now, we can see that a Pending review record has been entered for EDD to review. Per the 
Directive, programs are nominated by Local Area staff, and EDD is given final approval. 
Once EDD gives their final approval, the program is on the ETPL. 
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Nominating a program

[Animation]
We are now looking at the Review tab from a State ETPL Coordinator account. You can see 
that EDD has access to edit the most recent pending review record. This came from the 
Local Area nominating the program. 

86



Nominating a program

[Animation] 
EDD will review the program, and choose the appropriate status. In this case, EDD approves 
the program for the ETPL and selects Approved/Eligible. 
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Nominating a program

[Animation] 
Now, the program has been re-added to the ETPL and will remain on the ETPL for another 
year. 
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Next up: New ETPL Functionalities

Thank you for watching the Continued Eligibility section of our presentation on the CalJOBS 
Provider Module.  
[Animation] 
Next up: we will introduce new functions in the Provider module that help align the system 
with state and federal policies. 
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Thank You
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The EDD is an equal opportunity employer/program. 
Auxiliary aids and services are available upon request
to individuals with disabilities.
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