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Creating a Provider Institution and Provider User (Provider View) 
 

Creating a Provider Institution and Provider User 
(Provider View) 

Steps 

 

From the 
CalJOBS Home 
Screen, Under 
Training 
Providers, click 
Create a Provider 
Account. 

 
  

Follow the 
prompt, and 
enter the 
organization’s 
FEIN number. 
Click Find.  

 
 
 
  

If the 
organization is 
already 
registered in 
CalJOBS, it will 
appear here. 
Click Select, and 
go to the 
“Linking a 
Provider User to 
an Existing 
Provider 
Institution” 
section in this 
document.  
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Creating a Provider Institution and Provider User 
(Provider View) 

Steps 

 

 

 

If the 
organization was 
not registered in 
CalJOBS, then 
three sections 
will appear: New 
Organization 
Information, 
Enter Your 
Information, and 
Login 
Information. 
Follow the 
prompts and fill 
in the required 
fields.   

 

 
 
 

Under Login 
Information, be 
sure that both 
the username 
and password 
follow the rules 
displayed on 
screen. Click 
Save. 
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Creating a Provider Institution and Provider User 
(Provider View) 

Steps 

 

 

The next screen 
will show the 
Provider 
Information, 
Mailing Address 
Information, and 
Billing Address 
Information 
fields. 
 
Note: some fields 
have been auto-
populated from 
the answers 
given earlier.  



CA ETPL GUIDE CARD   

6 

Creating a Provider Institution and Provider User 
(Provider View) 

Steps 

 

In order to be on 
the Eligible 
Training Provider 
List (ETPL), the 
provider must be 
an accredited 
postsecondary 
education 
institution. If a 
provider is not 
accredited (or if 
they are not 
otherwise 
meeting the 
requirements in 
the ETPL 
Directive, 
WSD21-03, 
Attachment 1), 
then they cannot 
be on the ETPL. 
 
Note: if this is for 
an 
apprenticeship, 
please complete 
the rest of the 
steps in this 
section and then 
go to the 
“Entering an 
Apprenticeship 
Program (Staff 
and Provider 
View)” chapter.  
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Creating a Provider Institution and Provider User 
(Provider View) 

Steps 

 

 
 
 
 

Enter in the 
provider’s Billing 
and Mailing 
address, 
including who 
should be set as 
Attention for 
incoming 
correspondence. 
Click Save. 

 

In the Additional 
Provider 
Information 
screen, fill out all 
required fields. 
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Creating a Provider Institution and Provider User 
(Provider View) 

Steps 

 
In order to 
comply with EEO 
and WIOA 
requirements, 
providers must 
be ADA 
compliant.  

 

ETPL providers 
must be either 
accredited or 
approved by an 
appropriate 
entity. Enter the 
agency here.  

 
 
 
  

Complete all 
remaining items, 
and click Save. 

 

A message will 
appear stating 
that the account 
will be reviewed, 
and if approved 
then access will 
be granted to the 
provider 
institution. Any 
further questions 
at this point 
should be 
directed to the 
contact 
information 
displayed on 
screen.  
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Uploading Documents into the Provider Profile (Provider View) 
 

Uploading Documents into the Provider Profile (Provider 
View) 

Steps 

 Providers must 
have a number of 
documents 
uploaded into the 
Provider Profile, as 
part of eligibility 
review.  

 Per the ETPL 
Directive, 
providers must 
have the following 
documents: 
- ETP Assurances 
Form (Attachment 
4) 
-Proof of 
registration with 
the appropriate 
organization (such 
as Bureau of 
Private 
Postsecondary 
Education, WASC 
Senior College and 
University 
Commission, 
apprenticeship 
registration, etc.) 
depending on 
whether the 
provider is Public 
or Private.  
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Uploading Documents into the Provider Profile (Provider 
View) 

Steps 

 

 

Login with the 
provider username 
and password. On 
the left, click on 
the Menu icon. 
 
 
Under Document 
Management, click 
Upload a 
Document.  

Here you will 
upload your 
document.  

 

For the Document 
Description field, 
select the 
appropriate item 
from the 
dropdown. In this 
case, School 
Records has been 
selected.  
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Uploading Documents into the Provider Profile (Provider 
View) 

Steps 

 

Enter a relevant 
label in the 
Document Tags 
section.  

 

Click Select File, 
choose the 
document, and 
click Open, and 
your document will 
begin to upload.  
 
 

 

Once the 
document is fully 
uploaded, click 
Save.  

 

To view uploaded 
documents, click 
on the Left Menu, 
then under 
Document 
Management, click 
View Documents. 
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Uploading Documents into the Provider Profile (Provider 
View) 

Steps 

 

Here, you will see 
any documents 
that were 
uploaded. Various 
functions are 
available under the 
Action column. 
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Uploading Documents into the Provider Profile (Staff View) 
 

Uploading Documents into the Provider Profile (Staff View) Steps 

 

Staff can also 
upload 
documents into 
the Provider 
Profile, via the 
Documents tab.   

 

 

 

After signing into 
CalJOBS, Click 
the Menu button 
on the top left of 
the screen. 
Select Manage 
Providers   
Assist a Provider. 
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Uploading Documents into the Provider Profile (Staff View) Steps 

 

At the top of the 
screen, click 
Documents 
under the 
Provider Profile.  

 

To upload a 
document, click 
Upload a 
Document.  

 

Here you will 
upload your 
document.  

 

For the 
Document 
Description field, 
select the 
appropriate item 
from the 
dropdown. In 
this case, School 
Records has 
been selected.  
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Uploading Documents into the Provider Profile (Staff View) Steps 

 

Enter a relevant 
label in the 
Document Tags 
section.  

 

Staff have some 
additional 
functions when 
uploading a 
document, 
including 
restricting access 
to staff-level 
accounts.  

 

Click Select File, 
choose the 
document, and 
click Open, and 
your document 
will begin to 
upload.  
 
 

 

Once the 
document is fully 
uploaded, click 
Save.  
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Uploading Documents into the Provider Profile (Staff View) Steps 

 

Here you can see 
the uploaded 
document. 
Various functions 
are available 
under the Action 
column.  
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Linking a Provider Account to an Existing Provider Institution (Provider View) 
 

Linking a Provider Account to an Existing Provider Institution 
(Provider View) 

Steps 

 

From the 
CalJOBS Home 
Screen, Under 
Training 
Providers, click 
Create a Provider 
Account.  

 

Follow the 
prompt, and 
enter the 
organization’s 
FEIN number.   

 

If the FEIN of the 
provider matches 
a provider in the 
system, it will 
appear here. 
Select the 
organization that 
you wish to 
register with.  

 

In the 
Organization 
Information 
section, the 
provider’s 
information will 
appear. If any 
information is 
inaccurate, it will 
need to be 
corrected after 
registration is 
completed. 
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Linking a Provider Account to an Existing Provider Institution 
(Provider View) 

Steps 

 

Fill out all of the 
required fields 
under Enter Your 
Information.  

 

 

Enter the 
required fields 
under Login 
Information. Be 
sure that both 
the username 
and password 
follow the rules 
displayed on 
screen. Click 
Save.  
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Linking a Provider Account to an Existing Provider Institution 
(Provider View) 

Steps 

 

A message will 
appear stating 
that the account 
will be reviewed, 
and if approved 
then access will 
be granted to the 
provider 
institution. Any 
further questions 
at this point 
should be 
directed to the 
contact 
information 
displayed on 
screen.  
 
Note: if you are a 
registered 
apprenticeship 
provider, and 
have completed 
all the steps up 
to this point, 
please email 
wsbetpl@edd.ca.
gov for next 
steps.  
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Creating a Provider Institution (Staff View) 
 

Creating a Provider Institution (Staff View) Steps 

 

 

 

After signing into 
CalJOBS, Click 
the Menu button 
on the top left of 
the screen. 
Select Manage 
Providers   
Create a 
Provider. 

 

The system will 
set the provider 
to Active. Set the 
LWIA Region to 
State. NOTE: this 
field cannot be 
changed once 
you click Save at 
the bottom of 
the page.   

 

Fill out the 
provider FEID, 
name, address, 
and other 
relevant fields.  
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Creating a Provider Institution (Staff View) Steps 

 
Select the 
appropriate 
option from the 
Type of Entity 
field. 

 

In order for a 
provider to be on 
the ETPL, the 
provider must be 
an accredited 
postsecondary 
education 
institution. 

 

Once all of the 
required fields 
are completed, 
click Save.  

 

On the Provider 
Type Details 
Screen, click 
Show All. 

 Under Program 
Services, choose 
the following 
Provider Types: 
“PS – Approved 
Provider Training 
– ITA” and “PS – 
Education and 
Training 
Programs”. This 
shows what 
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Creating a Provider Institution (Staff View) Steps 

 

activity codes 
will be linked to 
this provider. 
You are also able 
to select other 
Provider Types, if 
the 
corresponding 
activity codes 
make sense for 
the provider.   
 

  

Once you are 
done selecting 
Provider Types, 
click Save.  

 

Under the 
Additional 
Provider Details 
section, click Edit 
Additional 
Provider Details 
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Creating a Provider Institution (Staff View) Steps 

 

Enter in data for 
the following 
required fields.  

 
In order to 
comply with EEO 
and WIOA 
requirements, 
providers must 
be ADA 
compliant.  

 
Set Display 
Online to the 
public? to Yes.  

 

Accreditation/ 
Approval must 
be set to Yes, 
followed by 
selecting the 
Accrediting/ 
Approving Body.  

 
 

Finish entering in 
the rest of the 
required fields. 

 

Note that this 
provider needs 
to be reviewed 
and approved 
before programs 
can be added to 
the provider 
institution. 
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Creating a Provider Institution (Staff View) Steps 
 

 
 
 

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 for 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.  

 

Here is a 
screenshot from 
the perspective 
of the State ETPL 
Coordinator.  
 
 

 

After entering a 
State Review 
Date and Review 
Status, this 
updated 
information will 
appear in the 
Provider 
Approval State 
Status.  
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Creating a Provider Institution (Staff View) Steps 
At this point, 
staff can create a 
Provider User 
account, see 
“Creating a 
Provider User 
(Staff View)”.  
 
Providers can 
also register 
themselves, see 
“Creating a 
Provider 
Institution and 
Provider User 
(Provider View)”. 

 

 

 

 

 

 

 

 

 

 

Creating a Provider User (Staff View) 
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Creating a Provider User (Staff View)   Steps 

 

 

 

After signing 
into CalJOBS, 
Click the Menu 
button on the 
top left of the 
screen. Select 
Manage 
Providers   
Assist a 
Provider. 

 

Find the 
provider in the 
search, and 
click “Profile.”   

 

Click on 
“Users” under 
the Provider 
Profile.  
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Creating a Provider User (Staff View)   Steps 

 

Any user 
accounts 
associated to 
this provider 
will appear 
here. To add 
an account, 
click “Create a 
Provider User.”  

 
 

 

You will be 
prompted to 
enter the FEIN 
of the 
provider. This 
can be found in 
the “General” 
section of the 
Provider 
Profile. Click 
Find.   

 
 

If the FEIN 
matches, the 
provider will 
appear. Click 
Select.  

 

In the 
Organization 
Information 
section, the 
provider’s 
information 
will appear.  
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Creating a Provider User (Staff View)   Steps 

 

Fill out all of 
the required 
fields under 
Enter Your 
Information.  

 

 

 
 
 

Enter the 
required fields 
under Login 
Information. 
Be sure that 
both the 
username and 
password 
follow the 
rules displayed 
on screen. Click 
Save.  

 

The newly 
created 
provider user 
account will 
appear under 
Users in the 
Provider 
Profile. 
Continue to 
the “Activating 
a Provider 
Institution and 
Enabling 
Access (Staff 
View)” chapter 
on the next 
page.  
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Activating a Provider Institution and Enabling Access (Staff View) 
 

Activating a Provider Institution and Enabling Access (Staff 
View) 

Steps 

 

 

 

After signing into 
CalJOBS, Click 
the Menu button 
on the top left of 
the screen. 
Select Manage 
Providers   
Assist a Provider. 
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Activating a Provider Institution and Enabling Access (Staff 
View) 

Steps 

 

 
 

Under General 
Criteria, enter 
the name of the 
provider. You can 
also search by 
other criteria, 
such as Provider 
ID or FEID. Click 
search.  

 

The provider 
appears in the 
search results. 
Click on Profile. 

 

Under Provider 
Type Details, 
click Edit 
Provider Type 
Details.  

 

Click Show All. 
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Activating a Provider Institution and Enabling Access (Staff 
View) 

Steps 

 

 

Select PS – 
Approved 
Provider Training 
– ITA. This is 
required for 
placement on 
the ETPL. Other 
applicable 
Provider Services 
can be selected. 
Click Save when 
finished. 

 

Under Additional 
Provider Details, 
click Edit 
Additional 
Provider Details.  
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Activating a Provider Institution and Enabling Access (Staff 
View) 

Steps 

 

 

Some fields may 
already be filled 
out at this point. 
Select the county 
where the 
provider 
headquarters is 
located 
(Institution 
Area), the 
Institution Type, 
and Institution 
Ownership. Click 
Save once all 
required fields 
are filled out. 

 

Under Provider 
Details, click on 
Edit Provider 
Details. 

 
 

 
 
 
 

Set Status to 
Active, and look 
over the 
information 
entered to make 
sure that it is 
correct. When 
done, click Save.  
 

 

Under Additional 
Provider Details, 
click Edit 
Additional 
Provider Details.  
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Activating a Provider Institution and Enabling Access (Staff 
View) 

Steps 

 

 
 
 

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 for 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.  

 

Here is a 
screenshot from 
the perspective 
of the State ETPL 
Coordinator.  
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Activating a Provider Institution and Enabling Access (Staff 
View) 

Steps 

 

After entering a 
State Review 
Date and Review 
Status, this 
updated 
information will 
appear in the 
Provider 
Approval State 
Status.  
At this point, 
provider users 
that are given 
access will be 
able to add 
programs and 
have them 
reviewed by 
staff. 
 

 
 

Click on the 
Users tab of the 
Provider Profile. 

 

Under 
Associated 
Provider Users, 
click Access.  
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Activating a Provider Institution and Enabling Access (Staff 
View) 

Steps 

 

Note: If a user 
does not appear, 
it is likely that 
they did not link 
themselves 
properly to the 
provider. You can 
search for their 
username by 
searching under 
Assist a Provider 
and selecting the 
Provider User 
Radio button at 
the top. 

The institution 
should already 
appear in 
Institution 
Access. If not, 
click Search for 
Institution. Set 
Access Rights to 
Active. 
The Provider 
User should now 
have access. To 
verify this, go to 
Assist a Provider 
 Provider 
Profile  Users.  
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Adding a Program (Provider View) 
 

Adding a Program (Provider View)   Steps 
 

  

 

Login with the 
provider 
username and 
password. 
 
When you first log 
in, you will see 
your Provider 
Workspace. On 
the left, click on 
the Menu icon. 
Under Services for 
Providers, click 
Manage 
Institution 
Programs.    
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Adding a Program (Provider View)   Steps 

 

Note: if you do 
not see “Manage 
Institution 
Programs”, and 
instead you only 
see what is shown 
in this screenshot, 
your provider user 
account has not 
yet been 
reviewed and 
approved. Please 
reach out to your 
Local Area ETPL 
Coordinator for 
assistance.  

 

Click Add 
Education or 
Training Program. 
This will launch 
the Program 
Wizard.  
The Program 
wizard will start 
you on the 
General 
Information tab. 
Once you are 
done entering 
information on 
this tab and click 
Next, your 
progress will be 
saved. 
Set the following 
fields to these 
settings.   
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Adding a Program (Provider View)   Steps 
If this program is 
an apprenticeship, 
mark Yes and go 
to “Entering an 
Apprenticeship 
Program (Staff 
and Provider 
View)”.  
Click Search for a 
CIP Code. 

 

Type in a keyword 
for the CIP Code. 
You can also 
search by 
Program Area, 
Listing, 
Occupation, 
Career Cluster, or 
Program Code.  
Enter a name for 
the program. 
Note that the CIP 
code populates 
the program 
description. 

Select at least one 
potential program 
outcome. 

Indicate if the 
program leads to 
a credential or 
degree.  
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Adding a Program (Provider View)   Steps 
Enter the Name of 
Associated 
Credential and 
select the 
appropriate 
response to Attain 
Credential.  

Per state policy, 
programs must 
have some sort of 
partnership with 
local or regional 
businesses.  

 
 
 
  

When done 
entering the rest 
of the data, click 
Next. At this 
point, your 
progress has been 
saved. You can 
exit the program 
and resume 
entering data by 
clicking Edit.  
Now, you will see 
tabs that you can 
click on to easily 
skip to different 
sections of the 
program.  
The Additional 
Details tab asks 
for information on 
prerequisites, 
class size, and any 
equipment used 
in the program.  
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Adding a Program (Provider View)   Steps 
In the Curriculum 
tab, click Add 
Curriculum to 
enter the course 
code and title. 
These are usually 
located in the 
provider’s course 
catalog. Click Save 
when done.  

The Occupations 
tab will let you 
view ONET codes 
related to the 
program. These 
usually populate 
from the CIP code 
in the General 
Information tab.  
If no ONET codes 
appear, you can 
click Select 
Occupation from 
ONET Table.   

 

If a program is not 
marked as locally 
in-demand with a 
blue icon, provide 
evidence to show 
that it is in-
demand.  
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Adding a Program (Provider View)   Steps 
 The Occupational 

Skills tab lets 
providers choose 
skills most 
relevant to the 
program. Click 
Add new 
occupational 
skill(s), and select 
a category for 
additional skills. 

 

 

Look over the 
required fields in 
the Completion 
Expectations tab, 
and select a 
Credentialing 
Body.  

In the Scheduling 
tab, enter the 
total amount of 
program time in 
class, lab, and/or 
other. Also, select 
the Class 
Frequency. 
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Adding a Program (Provider View)   Steps 
Under Reporting 
Information, enter 
the total number 
of hours in the 
program per 
week, and the 
total full-time 
length in weeks, 
and the program 
format. 

 

The Duration tab 
expands on the 
information 
entered into the 
Scheduling tab. 
Click Add Duration 
to begin entering 
data.  

 

Enter a location 
into the Locations 
tab where the 
program takes 
place. If a location 
does not appear, 
one can be added 
to the Locations 
tab of the 
Provider Profile. 
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Adding a Program (Provider View)   Steps 

 

The Cost Details 
tab is where cost 
structures and 
line items can be 
added. Click Add 
Cost Structure to 
get started. Per 
state ETPL policy, 
the cost of the 
program must 
match the cost of 
a member of the 
general public 
enrolling in the 
program without 
assistance from 
WIOA. 
Select Total CRS 
Training Costs 
from the drop-
down.  

Enter in the cost 
data into the 
table. You can add 
comments in the 
Comments box if 
needed. Click Save 
when done.  
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Adding a Program (Provider View)   Steps 
 You can also add a 

Line Item by 
clicking Add Line 
Item.  

 

The Provider 
Representative 
tab should 
contain the 
preferred 
provider contact 
for the program. 
 



CA ETPL GUIDE CARD   

45 

Adding a Program (Provider View)   Steps 

 

 
 
 

The Performance 
tab displays the 
required 
performance data 
for the program. 
To meet initial 
eligibility 
requirements, 
programs must 
have performance 
data entered, 
even if they have 
not been in 
CalJOBS before.  
 
The Aggregate 
Performance – All 
Students section 
is where providers 
enter their “all-
student” (both 
WIOA and non-
WIOA enrollment) 
performance 
data.  
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Adding a Program (Provider View)   Steps 

 

This data is 
required per the 
federal Eligible 
Training Provider 
(ETP) Report, and 
detailed in the CA 
ETP Assurances 
Form (Attachment 
4). 

 

 
 

To enter Initial 
Eligibility 
performance 
data, select the 
previous 
complete 
Program Year 
(July 1 – June 30) 
in the dropdown, 
and click Edit 
Performance.  
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Adding a Program (Provider View)   Steps 

 

Enter the 
performance data 
into the 
appropriate tabs. 
Click Save when 
done. 
 
Click Next.  

In the 
Confirmation tab, 
select Yes, I agree 
to the above 
statement to 
submit the 
program for Local 
Area/EDD staff to 
review.  
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Adding a Program (Provider View)   Steps 

 

For a provider 
user, this is the 
last step in the 
process. Provider 
users are unable 
to review their 
own programs. 

 

Adding a Program (Staff View) 
 

Adding a Program (Staff View) Steps 

 

 

 

After signing 
into CalJOBS, 
Click the Menu 
button on the 
top left of the 
screen. Select 
Manage 
Providers   
Assist a 
Provider. 
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Adding a Program (Staff View) Steps 

 

Search for the 
provider, and 
click Programs.  

 

Navigate to the 
Education and 
Training 
Programs tab. 
All ETPL 
programs are 
located here. 

 

Click Add 
Education or 
Training 
Program. This 
will launch the 
Program 
Wizard.  

 

The Program 
wizard will start 
you on the 
General 
Information tab. 
Once you are 
done entering 
information on 
this tab and 
click Next, your 
progress will be 
saved. 

 Follow the steps 
as described in 
“Adding a 
Program 
(Provider 
View)”, up to 
the 
Confirmation 
tab.  
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Adding a Program (Staff View) Steps 
In the 
Confirmation 
tab, select Yes, I 
agree to the 
above 
statement to 
submit the 
program for 
staff review. For 
a provider user, 
this is the last 
step in the 
process. 
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Adding a Program (Staff View) Steps 

 

 
 
 

The 
Performance 
tab displays the 
required 
performance 
data for the 
program. To 
meet initial 
eligibility 
requirements, 
programs must 
have 
performance 
data entered, 
even if they 
have not been 
in CalJOBS 
before.  
 
The Aggregate 
Performance – 
All Students 
section is where 
providers enter 
their “all-
student” (both 
WIOA and non-
WIOA 
enrollment) 
performance 
data.  
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This data is 
required per the 
federal Eligible 
Training 
Provider (ETP) 
Report, and 
detailed in the 
CA ETP 
Assurances 
Form 
(Attachment 4). 

 

 
 

To enter Initial 
Eligibility 
performance 
data, select the 
previous 
complete 
Program Year 
(July 1 – June 
30) in the 
dropdown, and 
click Edit 
Performance.  
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Enter the 
performance 
data into the 
appropriate 
tabs. Click Save 
when done. 
 
Click Next.  

In the 
Confirmation 
tab, select Yes, I 
agree to the 
above 
statement to 
submit the 
program for 
Local Area/EDD 
staff to review.  
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In the Review 
tab, staff can 
click Edit under 
the action 
column to 
review this 
program. 
Provider users 
are unable to 
review their 
own programs.  

 
 

Select a Status 
for the 
program. A 
Subsequent 
Review Date 
that is one year 
from the review 
date will 
automatically 
populate. Enter 
a Date 
Reviewed, and 
click Save.  
 
 
 
 
 
 
 
Remember, 
provider 
approval is 
required prior 
to program 
approval. Be 
sure to approve 
the provider in 
the Provider 
Profile first. 
Follow the steps 
under “Creating 
a Provider 
Institution (Staff 
View)”.  

11/07/2022 
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Note: Per ETPL 
policy, Local 
Areas can 
“nominate” 
programs to the 
ETPL, but the 
program can 
only be added 
to the ETPL by 
EDD staff. Once 
the program is 
nominated by 
the Local Area, 
it goes to the 
EDD for final 
review.  

 

 
 

Once the 
program is 
approved by 
EDD staff, the 
WIOA icon will 
appear in the 
ITA review 
record. The 
program is now 
on the ETPL.  
The WIOA icon 
also appears in 
the Education 
and Training 
Programs tab.  
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Program Performance Tab (Staff and Provider View) 
 

Program Performance Tab (Staff and Provider View) Steps 
 
 
 
 
 
 

 

The Program 
Performance tab 
is for providers 
who wish to 
enter all of their 
program’s all-
student 
performance 
data at the same 
time. This is 
particularly 
useful for 
providers that 
offer a large 
number of 
programs on the 
ETPL.  

 

Staff can access 
the page by 
going to Assist a 
Provider > 
Programs, and 
then clicking 
Program 
Performance. 
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Provider Users 
can access the 
Program 
Performance 
screen by logging 
in, and going to 
Menu > Manage 
Program 
Performance.  

 
 

Users and staff 
can see any 
previously 
uploaded 
performance 
data, as well as 
upload new data. 
Here we can see 
that a previous 
performance 
data spreadsheet 
was uploaded. 
You can view the 
performance 
data by clicking 
on the View link.   

 
 

To enter 
performance 
data, select the 
prior Program 
Year, then click 
Download 
Workbook.  Per 
the ETPL 
directive, 
providers must 
enter 
performance 
data for the most 
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recent complete 
Program Year 
(July 1 – June 
30).  

 

Enter the 
performance 
data in each row 
for each 
program. The 
data should be 
entered for all 
students, 
including both 
WIOA and non-
WIOA 
participants.  
 
Save the file 
when done.  

 
 

Click on Choose 
File and select 
the workbook 
that you saved in 
the previous 
step.  

 

Click on Upload 
Workbook once 
the file appears. 

 
 
 

 

The uploaded 
workbook will 
appear under 
Previous 
Uploads. If the 
upload was 
successful, you 
should see 
Successful under 
Status.  

 

If you see that 
the Status says 
Unsuccessful, 
this could be for 
a variety of 
reasons:  
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- The file name 
was changed 
- The program 
row contained 
blank cells. Enter 
“0” for any cells 
that don’t have 
any data.  

 A successful 
upload will 
update the 
performance 
data that 
appears in the 
Aggregate 
Performance – 
All Students 
section. Make 
sure to select the 
same Program 
Year as the data 
that was 
uploaded.  
 
Keep in mind 
that if a 
previously 
uploaded 
workbook is 
deleted, the 
performance 
data will remain 
on this field. This 
will only update 
if a new 
workbook is 
entered, or if the 
data is edited by 
clicking Edit 
Performance.  
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Submitting Program Changes (Staff and Provider View) Steps 

 
 

 

When a change is 
made to a program, 
like a change in 
tuition fees, 
provider users or 
staff will be able to 
submit these 
changes for review 
by selecting the 
“Submit changes for 
Review and 
Approval” checkbox 
in the confirmation 
tab.  

 In this example, we 
will be making 
changes to the cost 
of a program. 
However, the same 
general process 
would apply to 
changes in other 
tabs in the Program 
Wizard.  

 

Follow the steps in 
“Adding a Program 
(Staff View)” or 
“Adding a Program 
(Provider View)” to 
get to the program 
in question. Click 
Edit.  

 

Navigate to the Cost 
Details tab.  
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We see that the 
total cost is 
$4,050.00. We are 
going to change this 
to 5,050.00. Click 
Edit.  

 

Edit the Tuition/Fee, 
Books, Tools, and 
Other Costs as 
needed.  
 
Again, per state ETPL 
policy, the cost of 
the program must 
match the cost of a 
member of the 
general public 
enrolling in the 
program without 
assistance from 
WIOA.  
 
Click Save when 
done.  

 

After clicking save, 
you’ll see that the 
updated cost 
appears in the table. 
Click Next.  

 

Navigate to the 
Confirmation tab, 
and check the box 
labelled “Submit 
changes for Review 
and Approval”. Click 
Next.  
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You will then see a 
Pending Change 
Record in the 
Review Tab. Staff 
will need to follow 
the steps in the next 
chapter to review 
this record and 
either approve or 
deny it. If approved, 
it will update the 
ETPL listing on the 
staff side and the 
public side.  
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Approving Program Changes (Staff View) Steps 

 
 

 

When a change is made 
to a program, like a 
change in tuition fees, 
provider users or staff 
will be able to submit 
these changes for review 
by selecting the “Submit 
changes for Review and 
Approval” checkbox in 
the confirmation tab. 
Providers or staff would 
need to check the box 
and click Next. 

 
 
 

 

Once this is done, a 
change record will 
appear at the top of the 
list in the Review tab.  
Staff or provider users 
can continue to make 
other changes to the 
program without have 
to repeat the previous 
step.  
 
Staff, but not provider 
users, will click Edit. 

 

 
 

Staff can approve or 
reject changes, and set 
the date of review. 
When done, click Save.  
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The change record will 
now show a status of 
approved.  
 
 
 
 
 
 
Click Finish to complete 
the process. 
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Re-approving a Program for Continued Eligibility 
(Staff View) 

Steps 

 

When the system 
detects that a 
program is within 60 
days of its Subsequent 
Review Due Date, a 
REAPP icon will 
appear next to the 
program.  

 

Go through the 
program, starting with 
the General tab, and 
make any updates as 
necessary. Then, once 
at the Confirmation 
tab, select “Yes, I 
agree to the above 
statement…” to 
submit the program 
for re-approval. 

 
  

A new review record 
will appear. Notice 
that the Review Type 
says ITA, which only 
appears when re-
approving a program 
for Continued 
Eligibility. Click Edit.  

 

Choose from the 
available statuses in 
the dropdown. 

 

Set the Subsequent 
Review Due Date to 
one year from when 
the program was 
reviewed. The system 
may do this 
automatically. Click 
Save when done.  



CA ETPL GUIDE CARD   

66 

Re-approving a Program for Continued Eligibility 
(Staff View) 

Steps 

 Note: Per ETPL policy, 
Local Areas can 
“nominate” programs 
to the ETPL, but the 
program can only be 
added by EDD staff. 
Once the program is 
nominated by the 
Local Area, it goes to 
the EDD for final 
review.  

 
 

Once the program is 
approved by EDD 
staff, the WIOA icon 
will appear in the 
newest ITA review 
record. The program 
is now on the ETPL. 
Click Finish to 
complete the process. 

 
 

Now, the new review 
record is WIOA 
approved, and the 
REAPP icon is gone. 
Click Finish. 

The Education and 
Training Programs tab 
also shows the WIOA 
icon, without the 
REAPP icon. 
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(Staff View) 

Steps 

The Education and 
Training Programs tab 
also shows the WIOA 
icon, without the 
REAPP icon. 

 

Note: The same 
process can be used 
to remove a program 
from the ETPL. If staff 
select Rejected, the 
program will no 
longer be on the ETPL. 
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Entering an Apprenticeship Program (Staff and Provider 
View) 

Steps 

 

 

Login with the 
provider username 
and password. 
 
When you first log 
in, you will see your 
Provider 
Workspace. On the 
left, click on the 
Menu icon. Under 
Services for 
Providers, click 
Manage Institution 
Programs.    

 

Note: if you do not 
see “Manage 
Institution Programs”, 
and instead you only 
see what is shown in 
this screenshot, your 
provider user account 
has not yet been 
reviewed and 
approved. Please 
reach out to 
wsbetpl@edd.ca.gov  
for assistance.  
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Steps 

 

To add a new 
program, scroll to 
the bottom of the 
list of programs and 
click Add Education 
or Training Program. 
 
Note: 
apprenticeships 
applying for the 
ETPL must be 
registered and 
approved by either 
the Department of 
Labor, or the 
Department of 
Industrial Relations, 
Division of 
Apprenticeship 
Standards. 
The Program wizard 
will start you on the 
General Information 
tab. Once you are 
done entering 
information on this 
tab and click Next, 
your progress will 
be saved. 

 

Set the following 
fields to these 
settings.   
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View) 

Steps 

Since this program 
is an apprenticeship, 
mark Yes. Do the 
same for the 
following field if the 
apprenticeship is 
registered with 
either the 
Department of 
Labor or the 
Division of 
Apprenticeship 
Standards.  
Click Search for CIP 
Code. 

 

Type in a keyword 
for the CIP Code. 
You can also search 
by Program Area, 
Listing, Occupation, 
Career Cluster, or 
Program Code.  

Enter a name for 
the program. Note 
that the CIP code 
populates the 
program 
description. 

Select at least one 
potential program 
outcome. 
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View) 

Steps 

 

In order to be on 
the ETPL, a program 
must lead to a 
credential or 
degree. Set this field 
to Yes.  
Enter the Name of 
Associated 
Credential and 
select the 
appropriate 
response to Attain 
Credential.  
Per state policy, 
programs must be 
have some sort of 
partnership with 
local or regional 
businesses.  

 
 
  

When you are done 
entering the rest of 
the data, click Next. 
At this point, your 
progress has been 
saved. You can exit 
the program and 
resume entering 
data by clicking Edit.  

Now, you will see 
tabs that you can 
click on to easily 
skip to different 
sections of the 
program.  
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View) 

Steps 

 

Enter the required 
fields under the 
Apprenticeship tab, 
and click Next. Keep 
clicking Next until 
you reach the 
Occupations tab.   

The Occupations tab 
will let you view 
ONET codes related 
to the program. 
These usually 
populate from the 
CIP code in the 
General Information 
tab.  
If no ONET codes 
appear, you can 
click Select 
Occupation From 
ONET Table.   

 

If a program is not 
marked as locally in-
demand with a blue 
icon, provide 
evidence to show 
that it is in-demand. 
Keep clicking Next 
until you get to the 
Locations tab.  



CA ETPL GUIDE CARD   

73 

Entering an Apprenticeship Program (Staff and Provider 
View) 

Steps 

 
 

Select a location for 
the apprenticeship 
program.  
 
Click Next. 

Go through each tab 
and fill out the 
required 
information,  until 
you reach the 
Confirmation tab.  

 
 
 

To submit this 
program for review, 
click Yes and then 
click Next.  

At this point, the 
State ETPL 
Coordinator will 
review the 
apprenticeship and 
either approve or 
deny the program in 
the Review tab.  
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View) 

Steps 

If the 
apprenticeship is 
approved, it will 
show a status of 
“Registration 
Verified” under the 
Status column.  
The approved 
apprenticeship will 
show the WIOA 
icon, meaning that 
the program is on 
the ETPL.  
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Removing a Program from the ETPL (Staff View) Steps 

 

 

 

After signing 
into CalJOBS, 
Click the 
Menu button 
on the top left 
of the screen. 
Select 
Manage 
Providers   
Assist a 
Provider. 

 

Navigate to 
the Education 
and Training 
Programs. 
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Find the 
program, and 
click Edit 
under the 
Action column 
on the right.  

 

Click on the 
Review Tab. 

 

Click Edit 
under the 
Action 
column.  

 

Set the 
Subsequent 
Review Due 
Date to 
tomorrow’s 
date. If 
today’s date 
were 
09/20/2019, 
then the 
Subsequent 
Review Due 
Date should 
be set to 
09/21/2019.  
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Click on the 
Confirmation 
tab 

 
 
 

 
 

Select “Yes…” 
to submit the 
program for 
review. Click 
Next.  
 
Note: if there 
are red error 
messages on 
the 
Confirmation 
tab, those 
fields will 
need to be 
completed 
before 
selecting 
“Yes.”  

  

A new review 
record will 
appear. Click 
Edit in the 
Action 
column. 

 

Select a 
Status. If you 
select 
Rejected or 
On Hold, the 
Subsequent 
Review Due 
Date is not a 
required field.  
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Select a 
Rejection 
Reason and 
enter a Date 
Reviewed. 

 

Now, the new 
review record 
will show a 
Rejected 
status, and 
the WIOA icon 
does not 
appear. The 
program is no 
longer on the 
ETPL.  
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Putting Programs back on ETPL (Staff View) Steps 

 

 

 

After signing into 
CalJOBS, Click the 
Menu button on 
the top left of the 
screen. Select 
Manage Providers  
 Assist a 
Provider. 

 

Navigate to the 
Education and 
Training Programs 
Tab. 
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Find the program, 
and click Edit 
under the Action 
column on the 
right.  

 

Click on the 
Review tab. 

 

Note that the 
status of the most 
recent review 
record is set to 
Rejected. 

 

Click on the 
Confirmation tab 

 

 
 
 

Select Yes to 
submit the 
program for 
review. Click Next. 
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A new review 
record will appear 
with a Pending 
status. Click Edit 
under the Action 
column.  

 

 
 
 

Set the Status to 
Approved/Eligible, 
and the Date 
Reviewed. Note 
that the 
Subsequent 
Review Due Date 
is a required field, 
but is 
automatically 
populated a year 
from today’s date. 
Click save.  

 Note: Per ETPL 
policy, Local Areas 
can “nominate” 
programs to the 
ETPL, but the 
program can only 
be added by EDD 
staff. Once the 
program is 
nominated by the 
Local Area, it goes 
to the EDD for 
final review.  
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Once the program 
is approved by 
EDD staff, the 
WIOA icon will 
appear in the ITA 
review record. 
The program is 
now on the ETPL. 
Click Finish to 
complete the 
process. 
The WIOA icon 
also appears in 
the Education and 
Training Programs 
tab.  
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Changing the Assigned Local Area for a Provider (Staff View) Steps 

 

 

 

After signing 
into CalJOBS, 
Click the Menu 
button on the 
top left of the 
screen. Select 
Manage 
Providers   
Assist a 
Provider. 

 

Click on the 
General tab 
under the 
Provider Profile.  

 

Scroll down to 
Additional 
Provider Details, 
and click on the 
hyperlink. 
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Set the Review 
Date to today. 
Set the Review 
Status to 
Approved 
(assuming that 
the provider is 
eligible), and 
click Save.  

 

To verify that 
the change was 
successful, go 
back to Edit 
Additional 
Provider Details, 
and click the 
hyperlink. Scroll 
down to the 
bottom of the 
page, and the 
updated Local 
Area will 
appear.  
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Determining Why a Program is Missing (Staff View) Steps 
 
 

 
 

Occasionally, staff 
will try to link a 
provider to an 
activity code in the 
Service Tab of an 
activity code, and 
the provider will 
not appear. 
 
To link a provider, 
click on the Select 
Provider link. A 
pop-up with a list 
of available 
providers to 
choose from.  
 
 
This pop-up 
window may not 
have the provider 
you are looking for. 
Follow the below 
steps to resolve 
this situation. 

 

After logging into 
your staff account, 
select Manage 
Providers  Assist 
a Provider 
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Search for the 
name of the 
provider, and click 
on Profile 

 
Under General, 
check to see that 1) 
the provider is 
Active, 2) the 
provider has 
“Display online to 
public?” set to Yes, 
and 3) the provider 
profile is approved 
by the Local Area 
responsible for the 
provider. 

 If the provider is 
still not appearing, 
then this is usually 
because the 
program A) doesn’t 
have a purple 
WIOA icon and an 
“Active” status on 
the Education and 
Training Programs 
and the Program 
Services tab, B) 
does not have the 
correct 
Provider/Service 
Type for the 
program, C) does 
not have the 
correct customer 
group selected, D) 
does not have a CIP 
code, or E) does 
not have a location 
tied to the 
program. See 
below steps to 
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determine which 
reason applies.    
 

Part A) Missing WIOA Icon/Active Status Steps 

 

There are two 
indicators that a 
program is on the 
ETPL. A program 
needs to be Active 
with a green check 
mark and have a 
purple WIOA icon. 
This is true for both 
the Education and 
Training Programs 
tab and the 
Program Services 
tab.  

 

Go to Assist a 
Provider > 
Programs > 
Education and 
Training Programs 
tab.  

 

On the Education 
and Training 
Programs tab, 
confirm that the 
program has both a 
green check mark 
and a purple WIOA 
icon. If a program 
does not have both 
the purple WIOA 
icon and the green 
check mark, it will 
not appear on the 
list of available 
programs to select 
in the Service 
Provider tab of the 
activity code.  
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Here is an example 
where the program 
has a purple WIOA 
icon, but is 
inactive, as shown 
by the red “X” icon. 
This program is not 
on the ETPL.  

 

In order to put this 
program back on 
the ETPL, click Edit, 
and on the General 
Information tab, 
set the Status to 
Active. Click Next.  

 

This will trigger the 
availability of the 
“Submit Changes” 
checkbox in the 
Confirmation tab. 
Check this box, 
click Next, and 
follow the steps in 
the “Approving 
Program Changes 
(Staff View) 
chapter to restore 
this program to the 
ETPL.  

 

Here is a different 
example where the 
program is active, 
but the purple 
WIOA icon is 
missing. This 
program is also not 
on the ETPL.  

 

To restore the 
purple WIOA icon, 
follow the steps in 
“Putting Programs 
back on ETPL (Staff 
View)” to add this 
program back to 
the ETPL.  
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Now go to the 
Program Services 
tab.  

 

On the Program 
Services tab, 
confirm that the 
program has both a 
green check mark 
and a purple WIOA 
icon. If a program 
does not have both 
the purple WIOA 
icon and the green 
check mark, it will 
not appear on the 
list of available 
programs to select 
in the Service 
Provider tab of the 
activity code. 

 

Here is an example 
where the program 
has a purple WIOA 
icon, but is 
inactive, as shown 
by the red “X” icon.  

 If the program is 
inactive on the 
Program Services 
tab, as shown in 
the previous step, 
you will need to re-
activate the 
program on the 
Education and 
Training Programs 
tab and submit the 
program change 
and approve it in 
order for the 
Program Services 
tab to update.  
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Go to the 
Education and 
Training Programs 
tab, and Edit the 
program. Edit the 
program.  

 

On the General 
Information tab, 
set the program to 
Active. Click Next 
to save. 

 

This will trigger the 
availability of the 
“Submit Changes” 
checkbox in the 
Confirmation tab. 
Check this box, 
click Next, and 
follow the steps in 
the “Approving 
Program Changes 
(Staff View) 
chapter to restore 
this program to the 
ETPL.  

 

Once the program 
change is 
approved, the 
program will show 
as active on the 
Education and 
Training Programs 
tab and the 
Program Services 
tab. This program 
is now on the ETPL.  

Part B) Missing Provider/Service Type Steps 
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As mentioned 
before, the 
Provider Type 
Details screen is 
where staff can 
choose what 
category of activity 
codes to link to a 
provider.  
 
 

 Often times, when 
a provider is not 
appearing, it is 
because the 
provider is missing 
the correct 
Provider Type, as 
well as a program 
with the 
corresponding 
Service Type.   
As an example, 
here is a 328 
activity code, and 
the provider is not 
appearing.  
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In order to link a 
provider to an 
activity code, a 
provider needs to 
have the proper 
Provider Type, as 
well as the proper 
program with the 
corresponding 
Service Type. 
On the participant 
side, when staff 
add an activity 
code, the 
Provider/Service 
Type is displayed.  

 
 
 

Now, let’s look up 
the provider. Go to 
Manage Providers 
> Assist a Provider. 

  

Look up the 
provider, and click 
on the Profile link 
under the Action 
column.  

 Click on the 
General tab of the 
Provider Profile. 
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Scroll down and 
click Edit Provider 
Type Details 

 

Click Show All. 

Look up the 
specific activity 
code that you wish 
to link to this 
provider. Our 
example was 
activity code 328, 
which is listed 
under the “PS – 
Non-ITA 
Occupational Skills” 
Provider Type. 
 
This provider did 
not have this type 
selected, so select 
the proper type 
and click Save.  

 

 
 
  

Note: if the training 
is like this example, 
and is funded 
through a non-ITA 
funding stream, 
staff should use the 
328 activity code. 
This is true even if 
the provider is on 
the ETPL. 

 Now that we have 
added the Provider 
Type, let’s add the 
program. Go to the 
Education and 
Training Programs 
tab.  
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To add the non-ITA 
program, click “Add 
Education or 
Training Program”. 
 

  

You can also use 
the “Copy” 
function to copy an 
existing program 
and make a non-
ITA version. See 
the chapter 
“Copying a 
program in the ETP 
Tab (Staff View)” 
for more 
information.  

 When you add a 
program, you will 
launch the Program 
Wizard. This is 
described in the 
“Adding a Program 
(Staff View)” 
chapter, so we will 
skip most of the 
details.  

  One important 
detail to include is 
the selection of the 
Education Program 
Type. Make sure to 
select the “PS – 
Non-ITA 
Occupational Skills” 
type, which shows 
the activity codes 
that the program 
can be linked to.  

 Go through the 
rest of the required 
fields, until the 
Confirmation tab.  
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Check the box to 
submit the 
program for 
review, and click 
Next. 
 

  
 

On the Review Tab, 
click Edit for the 
pending review 
record.  
 

 

Set the status to 
Approved, and 
enter today’s date. 
Click Save.  

 Now, the review 
record should show 
a status of 
Approved. 

 

The program needs 
to have the correct 
Customer Group 
selected in order to 
link it to the 
activity code. 
Proceed to the 
next chapter.  

Part C) Missing Customer Group Steps 
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 When an activity 

code is entered, 
staff will pick a 
Customer Group.  
In this example, we 
have a Non-WIOA 
Special Grant 
Customer Group.  

 On the provider 
side, a program is 
also entered with a 
Customer Group. In 
order to link an 
activity code with a 
program, these 
customer groups 
must be the same.  

 Our activity code 
example is a 328 
activity code, 
funded via a Non-
WIOA Special 
Grant. 328 activity 
codes are used 
when the funding 
is not used with an 
ITA.  

  

Note that the 
funding is a Prison 
to Employment 
grant, under the 
Non-WIOA Special 
Grant Customer 
Group. 
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Now let’s look at 
the provider and 
program. Log into 
your ETPL staff 
account, and select 
Manage Providers 
 Assist a 
Provider. 

 

Enter the name of 
the provider and 
click Search. 

  

Click on Programs 
in the Action 
column.  

 

Go to the Program 
Services tab. 

 

Find the program, 
and click Edit. 

Scroll down to the 
Program Service 
Customer Group. 
Here you can see 
all of the Customer 
Groups associated 
to this program. 



CA ETPL GUIDE CARD   

98 

Determining Why a Program is Missing (Staff View) Steps 

 
Click on Edit 
Customer Group 
Details.  

 
Select a program 
from the 
dropdown. If you 
are not sure, 
confirm the 
enrollment of the 
participant and 
program they are 
in. The most 
common 
enrollment is Title 
1.  

 

 
 

 

Select the 
appropriate 
Customer Group. 
This should 
correspond with 
the funding 
Customer Group 
on the activity 
code. 
 
 
Click Save when 
done.  

Now go back to the 
activity, and click 
on the purple W 
icon.   
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Go to the Service 
Provider tab, and 
click Select 
Provider.  

In the pop-up, you 
should now see the 
desired provider. 
 
 
 

Part D) Missing CIP Code Steps 

  

Occasionally, a 
program will be 
missing a CIP Code, 
which is located in 
the General 
Information tab of 
the Program 
Wizard. This will 
prevent a program 
from appearing on 
the ETPL. 

 

To fix this, simply 
click on the “Search 
for CIP Code” link, 
and select the 
appropriate CIP 
Code based on the 
content of the 
program. Click 
Next.  
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This will trigger the 
availability of the 
“Submit Changes” 
checkbox in the 
Confirmation tab. 
Check this box, 
click Next, and 
follow the steps in 
the “Approving 
Program Changes 
(Staff View) 
chapter to restore 
this program to the 
ETPL.  
 
 
 

Part E) Missing Location Steps 

 

 

If a program is 
missing a Location, 
as shown on the 
Locations tab, the 
program will not 
appear on the 
ETPL.  

 

To fix this, select a 
location and click 
Next. If a location 
does not appear, 
one can be added 
to the Locations 
tab of the Provider 
Profile. 

 

This will trigger the 
availability of the 
“Submit Changes” 
checkbox in the 
Confirmation tab. 
Check this box, 
click Next, and 
follow the steps in 
the “Approving 
Program Changes 
(Staff View) 
chapter to restore 
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this program to the 
ETPL.  
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Copying a program in the ETP Tab (Staff View) Steps 

 

In the Education 
and Training 
Programs tab, you 
can click “Copy” to 
copy a program. 

 

You will see this 
screen, which has 
the same 
information as the 
program that was 
copied.  
 
Note that you can 
change the 
“Education 
Program Type” to 
link this program 
to specific activity 
codes. 

 Click Save and Edit 
to continue with 
copying the 
program. 

 
 

This launches the 
Program Wizard, 
where you will be 
able to go through 
all of the tabs and 
verify that the 
information has 
been copied.  

 Please refer to the 
steps in “Adding a 
Program” for 
more information. 


