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1: Provider Services — Overview &
Quick Summary

‘ Chapter Contents ‘

L@ YT Y= PO RURPPNt 11
Provider Users — QuiCKk RefErenCe SUMMIAIY........cccuuviiiiiie ettt e et e e e e e e e snaaaaeee e e e 1-2
Provider Staff — QUICk REfEreNCe SUMMIAIY........ccoiiiiiiiiiie e e e e e e e 14

Overview

WIOA mandates that each state have a system or list for training providers that is the state’s Eligible
Training Provider List (ETPL). This is so that consumers can research career and training options
suitable to their interests. The ETPL is also used to ensure that WIOA participants are enrolled in WIOA-
certified ETPL programs/courses. The ETPL needs to be continuously updated to provide accurate
information on currently approved eligible programs of postsecondary institutions. When One Stop WIOA
case managers enroll their WIOA program participants in needed training programs, they must use
approved training providers and certified programs/courses from the state’s ETPL system.

In Virtual OneStop, Provider Services meets the state’s ETPL needs by providing services for two types
of users: Provider Users (who represent and work for a training provider institution), and Provider Staff
(who are connected and work for state One Stops).

The Provider Services User Guide is designed and organized for assisting these two types of users:

Provider Users — The are users who represent the training provider institution, and who will manage
the institution’s programs/courses and services, and apply for WIOA certification.

Provider users (sometimes referred to as Provider Representatives) can register in the system, and

associate themselves with an existing institution, or enter their institution, as part of their registration.
Once staff approve them, check their association with an active, institution, and enable their access,
the Provider User can define programs and services for the institution, and submit them for

— Services for Workforce Staff

Create a Provider
Manage Ing

Manage Institution ) .
Programs Manage En{ Assist a Provider

Manage Ré| Manage Program
Reapplication

Demand Occupations

M J
View Reports it

Manage La Provider Certification

Manage Provider Profile
Manage Ac Program Certification

Manage Provider User

Profile Manage Ca| Create a Provider User
- v
Education Services 4 ‘ Manage Providers
V—— 1
Provider Users Provider Staff

Menus for Users & Staff — both can maintain programs (only staff can certify providers and programs)

Provider Staff — These are staff members in Virtual OneStop who can create or assist the provider
users, or they can directly create or manage the provider institution. Only Provider Staff can perform
the review and WIOA certification of programs/courses.

Virtual OneStop — Provider Services User Guide 1-1 V19 - 11/2019
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A staff member’s capabilities is controlled by their Admin privileges, as well as any configuration
options for your site (see Chapter 5, Staff Provider Access).

With full permissions, provider staff can: create a provider institution and provider user, manage their
information, set up or manage programs for the provider, review occupations that are identified as
state high demand in provider listings (by administrators), enable or disable provider users, approve
WIOA applications, certify programs and providers, and review and certify reapplications.

The purpose of this user guide is to supply both provider users and provider staff with detailed
instructions on how to use the functions available to them. The guide is organized by chapters for
Providers Users (chapters 2 to 4), followed by chapters for Provider Staff (chapters 5 to 13). The
chapters include detailed step-by-step procedures and graphics. Below are quick summaries of the most
frequently-used functions for each user type.

Provider Users — Quick Reference Summary
Some common functions/tasks performed by provider users are briefly summarized o

below (with the menu option or path in parenthesis).

Demand Occupations

Register as Provider User (Register » Provider) View Reports

Manage Provider Profile

Provider Users must register in the system before they can create or manage
programs, or submit programs for WIOA eligibility. If they are registering for a new planage Frovider User
institution, they may also be able to create the base data for the institution, as the

second and third page of their registration, depending on system settings.

Education Services 4

For details, see the topic, Registration, in chapter 2.

Note: Staff must enable both provider users and their associated provider institution before the provider
user can create programs and apply for WIOA certification.

Add Programs/Courses (Manage Institution Programs)

Once staff enables a provider user, they can add programs by clicking an Add Education or Training
Program button at the bottom of the Education & Training (E&T) Programs screen. This launches an
E&T Program wizard, which guides provider ;
users through required data entry in the 16 tabs
of an E&T Program.

Program Descnption Changes Active Review Status  Action
The tabs are organized to help the user add all s Comeagy VAR s b =
needed details, including course data, curriculum, || 72 Aosdfesd o tnion s sccountans an business managers e
scheduling and duration data, program-related preacdrir bl ey e . 8
occupations, cost, locations, skills, completion Trbiing =iT8 perform manicures. and massage the head and scalp
expectations, and performance data. Hifaeeee SIHIGEN N nows 10 1]

General Information —_— i
O

Tabs initially display as segments of a progress bar, and turn green as you complete them. If you leave
the program and return, segments will show as tabs.

For details, see the topic, Adding a New Program, in chapter 3.

Apply for WIOA Program Certification (Manage Institution Programs)

The Confirmation tab is the last tab in which a Provider User makes entries to add or edit programs. They
must click a Yes button to agree to a confirmation statement, and check a box to submit program entries.

Virtual OneStop — Provider Services User Guide 1-2 V19 - 11/2019
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Clicking the Next button (at the bottom of the tab) submits the program for review and WIOA approval.

The user will see a Review tab next, with a Pending

. . . General Registered Additional Curriculum Occupations Occupational Completion
status (the tab is view-only for the Provider User). lnbomolive | foaozii | Detar am | oeedston
Scheduling  Duration  Locations  External Provider Performance | confirmation | Beview
D . i X . Approvals Representative
For details, see the topic, Confirmation Tab — for - Missing required data on Duration tob
WIOA Application Approval, in chapter 3.

* Providers requesting approval or re-approval of a training program must agree to the statement below

Note: If required data was missed on previous
tabs, messages in red will identify the tabs
with the missing required data (as shown at ||, ) )

N ) s N agree to complete the information required on the web site at the time of my approval
r|ght for a m|ss|ng Dura“on record)_ request. This includes the completion information of all students registered in the

program for the last and current Program Year

The Program Desc n;:uan and Program Costs | am | os! um; on the website are currently
atalog/brochure. The programs offer available to the ral public on

WlOA Cert|f|cat|0n |S Only for Inst'tut'ons ":Jes,cl’agres |uhthetz::-uveds|a(:mer|lh Please svbm\;:I:::ducaha‘ni\t[:‘tug-ram for WIOA Approval.
. e . .. . . . 0, do not submi is educational program for roval at this time.

identified as state in the original institution 7 e - .

setup. Local institutions have a minimal (o cranges or Review and Approval

“Submit Education Program for Review
and Approval” statement on this tab.

Reapply for WIOA Program Certification (Manage Institution Programs)
All WIOA-eligible courses must be reviewed and re-certified at regular time intervals (e.g., each year).

Provider Users will see a |iLilgd icon on Ry

the E&T Programs list when a program e —

nears its reapplication date (e.g., within 30 | ~CESESEENEEEREELY -

days of reapplication), or when it has EEae S e e

passed the date and is not recertified. tor Cosmetaiogy  An program in g sna business ) g
PS - Approved Provider administration management that prepares indivaduals 1o Deactivale

The Provider User must click the Edit link L R

and review each of the tabs in the program | o e e e e e e A

wizard (for any needed changes). Then b Sy ANIGUTES AN mEsmAge the headt wnd s

they WI” once agaln CIICk Yes on the Cosmetology Training A program that prepares individuals to cut/trim style (~] On Hold Edit

Confirmation tab to agree to the statement, | Lo | e b o b et o petern | e

check the box (for any changes), and click e i

the Next button, to reapply for WIOA & Fkiiean B

approval and certification. . S ) e s T e

N MW 4 Page NV OF1 b H momlm__\_"__

For details, see the topic, Program ;
Reapplication Confirmation, in chapter
3.

Note: |ugadd will continue to display for programs after the Provider User confirms reapplication, until
staff approves and recertifies the application, and a new Reapplication date is assigned.

View State High Demand Occupations (Demand Occupations)

Only appropriate administrators can set state-level High Demand Occupation Occupation Title

occupations (through the admin site), but Provider Users can view Code

all occupations that are defined as High Demand or Bright Outlook | 11501203 Aquacultural Managers

at the State IeVeI. 290114100 Registered Murses

For details, see the topic, View Demand Occupations, in 29114101 Acute Care Nurses
chapter 3. 29114103 Critical Care Nurses

View Institution and Program Reports (View Reports)

Provider Users can generate two types of reports: Institution Detail reports display basic provider profile
data in a report format. Program reports can be generated by status (e.g., pending approval, WIOA
approved, in review, by dates, and by other search criteria) and display basic information on the
provider’s programs.

Virtual OneStop — Provider Services User Guide 1-3 V19 - 11/2019
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For details, see the topic, View Reports (for Provider Users), in chapter 3.
Note: The Provider Users can only generate these reports for their own institution and its programs.
Staff can generate similar reports for multiple providers, programs, or areas.
Reviewing Other Provider’s Services (Educational Services)

Provider Users can access the same Education Services components that individuals and employers can
access in Virtual OneStop. This ability is available to all user types and lets them see WIOA-eligible
training providers and services.

For details, see the topic, Education Services, in chapter 3.

View Training Videos (Other Services » Learning Center)
Provider Users can watch several courses, as recorded videos, to help them review some of the basic
functions covered in this guide.

For details, see the topic, Learning Center (Provider Courses), in chapter 4.

Note: Some states may turn off these Training Video. It is an optional configuration for each state.

Provider Staff — Quick Reference Summary

Some common functions/tasks performed by provider staff are briefly summarized below (with the menu
option or path in parentheses).

Create a Provider (Manage Providers » Create a Provider)

A provider institution must be created before it can be enabled/activated by staff, and then tied to a
provider user (part of enabling the representative). Unless a Provider User creates their institution’s basic
data, as part of their registration, staff will need to create the provider institution before they manage the
provider’s services and programs.

When staff selects the Create a Provider option, the first of three screens displays for entering data for
the Provider Institution (show below).

The first two fields (Status and LWIA Region) will default to Active and to State. (If a Provider User
registers their own institution, these fields are disabled and staff must check them to activate the
institution.) Staff will then progress through the screens for Provider Type Details, and for CRS Provider

Information.
’:ﬂdd a new Provider

Provider Information

Assist a Provider

* Status: ® active O Inactive
Manage Program
Reapplication

N ~ N Linked Employer: |
Provider Certification :I e

“Vendor 1D: 11223344

TFEID/SSN: 124812345

“ Provider Name 1:

“LWIA Reglon:

Program Certification

Create a Provider User

Provider Name 2:

* Address 1:

Creating a Provider Institution (as Staff)

Virtual OneStop — Provider Services User Guide 1-4 V19 - 11/2019
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For details, see the topic, Create a Provider (Institution), in chapter 6.

Create a Provider User (Manage Providers » Create a Provider User)

Provider Users (sometime called Representatives) must register in the system, and be enabled by staff,
before they can enter any programs/courses, or submit them for WIOA eligibility and certification.
Although Provider Users normally register themselves, staff can perform the registration for them. There is no
difference in the registration screen when staff create the Provider User. However, along with a Welcome
message, staff will also see a Currently Managing menu group, at the top of the left menu when they complete
the registration..

Note: The registration starts with a Your Organization screen (shown below), which is identical to when
provider users register themselves. This lets staff enter part of a name to find an existing Provider
Institute, and click Found In List if it is already defined in the system, or select Not Found, to enter
the , to find the

Create a Provider

Assist a Provider
Your Organization

Manage Program

Reapplication First we need to see if your organization is already in our system. Please enter the name of

organization --- if it appears in the list of suggestions, please click to select it:
“ Organization: Fried *® |

Program Certification Frieda Brick & Sang
Not Found

Creating a Provider User (as Staff)

Provider Certification

Create a Provider User
Found in List

For details, see the topic, Staff Registering a Provider User, in chapter 12.

Activate a Provider (Manage Providers » Assist a Provider » General Info Tab)

New provider institutions must be activated by staff, and any new provider users associated to a provider
must be enabled by staff, before the provider user can create programs for their institution and apply for
approval.

P To activate a provider institution, staff can:

e Select Assist a Provider, and use displayed search criteria to find the institution (e.g., search for
an Inactive status).
e Select the Profile from the results, to open the General tab.

Search Mode

Search For: @® Providers O Provider Users
) R & Address Vendor Region Status Autions | Select
General Criteria ]
Status: [ QO Active @ Inactive O No Selection ] 51 Fried Finery 12402 W. Nash Bivd ™1 State Inactive  Profile = [J
Provider ID- Baking Expertise  Memphis, TN 38188 Programs
Activities
Provider FEID.
52  Frieda Bobs and 1284 W, Nash Blvd. N2 State Inactive  Profile [m]
Bangs Memphis, TN 38188 Programs
o

[ Save Selected Providers ]
Modify Search

Finding an Inactive Provider and Opening their Profile to the General Tab

e Click the Edit Provider Details link at the bottom of the Provider Details section.
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e Change the status from Inactive to Active at the top of the displayed screen.
e Click the Save button.

For details, see the topic, Activating a Provider Institution, in chapter 7.

Note: Staff can move to the provider's Provider Programs tabs to manage programs, after
activation, or they can return to Profile Program and Activities tabs, at any time.

Enable a Provider User (Manage Providers » Assist a Provider » Find Provider User » Access)

Staff can also enable the Provider Users by identifying them through search criteria (e.g., the User
Access Status field: inactive, pending access, under review). They can then click an Edit link and access
the Provider User Access Rights screen to identify institution and/or change the access rights.

To enable a Provider User’s access, staff can:

Select Assist a Provider.
Select the Provider Users radio button to change to Provider User Criteria.

Use search criteria to find the user (e.g., Access Status of Pending Access and a partial
Institution name).

e Click an Access link for the Provider User in search results. This displays Provider User Access
Rights.

e Click the Search for Institution link to display possible institutions, and select the institution to
be linked to this provider user.

e Change the Access Rights to Active.
Enter applicable comments.
Click the Save button.

Instituticn Status

GSUFRIEDBAKES Joan Fried Finery Baking 12402 W. Nash Bivd | State Pending Assist

Fried- Expertise - Linked Memphis, TM 36188 ACCess [ Access |

Elements |II'
GSUENFRIEDAN Jenny North Caroling 9500 Nebraska State Pending Assist

Friedan Educational Training Aveniug Access Afgess

Frovider - Linked Raleigh, NC 27607

GISIOHNNYFRIEDA John Frieda Bobs and 1284 W, Mach Bhed, Sate Pending A User Information

Frieda Bangs - Linked Memphis, TH 38184 Access A¢  User Mame: GEUFRIEDBAKES

Mama: Joan F Fried-Elemants, Provader & Master Balsr

New Search Madify Search Address: 12402 W. Mash Bivel. Memnphiz. TN 38188

Registration Date: 09/08/2019 06:05 PM
Linked Provider Information

Link Status: Lirked

Provider Namwe: Fried Finery Baking Expertise

Address: 12402 W. Nash Bhvd. Memnphiz. TN 38188

Access Status —
Active
User Access Status: Inactive
Sk | Pending Access
Commaents: Under Review
Rejected

1

1 Slear Teat
@

Assist a Provider: Pending Access Provider User and Access Rights Options

For details, see the topic, Enabling a Provider User’'s Access, in chapter 7.
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Add Programs/Courses (Manage Providers

» Assist a Provider » Programs » E&T Tab

Staff adds programs using the same Program wizard as Provider Users. When staff assists a provider,
they see the Provider Programs folder. From that folder, staff can select the Education and Training

Programs (or E&T) tab.

Staff starts to add a program by clicking the
Add Education or Training Program button.

This launches the E&T Program wizard, and
guides staff through required data entry in the
16 tabs of a program.

These tabs are organized identically for staff

Provider Profile || Provider Proarams Provider Activities

| Brogram Servicas
[5) Support Services
[ Contracts

[ Educstion snd Trainin:

Frieda Brick & Bangs

- Show Elter Optinng

B Education and Training Programs

Frogram Descnption Changes Active Review Status Action

Submitted

Program Namse

Accounting for Cosmetology  Anintegrated program in accounting and business (~] Edit

N PS5 - Approved Provider that prepares individuals 1o Deactivate
and for prOVIder USGFS, except that Staff can also Training - ITA function as accountants and business managers.
make changes to fields on the last Review tab P Aeporad e sl ooy e ply e s ko © PremmE
(e.g., manage the reVieW Status tO approve, l:‘]nmg .-Ih‘ manicurts, and massage the head and scalp.
deny, or change the WIOA eligibility). Commetoiogy Taining A program that pepares indhidals 10 e i © oned @
(intermediate) scalp, facial & body hair apply cosmetic preps. perform Dactivate
A . . ) PS5 - Approved Provader i -:-— massage head/scalp & practice a5 8
For details, see the topic, Adding a New s SRR
Program (aS Staff)l In Chapter 8 Hairgyles and Trends M intro colrse on Western & global hair styles, cultiral @ Pending (system-set  Edlit
nfluences. and trends. arily) Deactivate

Note: Tabs initially display as segments
of a progress bar, when staff adds
new programs. They turn green as
staff completes them, and change

to tabs if staff leaves the wizard and returns.

otk W Rows [10 ¥

H 4 Page 1V

Approve Programs for WIOA (Manage Providers » Assist a Provider » Programs » E&T Tab)

Staff can use the E&T Program wizard to move through all tabs and enter new programs (as indicated above).
The can also use the wizard to review the program and approve it for WIOA eligibility using the last tab. The

Review tab is the last tab in which a Provider User
makes entries to add or edit programs.

otomtn  fopemtcemip D e UG
To approve the program as WIOA Eligible: oot | Dusbon | tootam | Btem | Cot | P | Promonr | Cosfimsion | peview
Approvals  Details Representative
e Select the Review tab (for the program o
SmeItted for ReVIeW and Approval) ' Subsequent Review Date Last Edit Date Review  Action
e Click the Edit link (for the Review record DueDate  Reviewed Locatian
shown with a Pending StatUS). ITA  Pending (system- 2/19/2019 2/19/2018 2/19/2018 N/A Edit
e Inthe Review section of the displayed . —
screen, select Approved/Eligible for the Records | - (D)
status (as well as the Subsequent Review N
Due Date, and the Date Reviewed). *Status: T~ |
e Click Save. "Subsacuent Review: [E2710201] 8 Lo
The Review tab redisplays with the status Appmgmgible : e

For details, see the topic, Application Confirmation and Approval

(WIOA Eligibility), in chapter 8.
Note:

Staff can receive system alerts for added programs, or run reports to identify programs due for

WIOA application review. They can review all tabs and details via the E&T Programs wizard,
and adjust the review status, to approve, deny, or change the program’s WIOA eligibility.
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Approve WIOA Program Reapplication (Manage Providers » Manage Program Reapplication)
The Subsequent Review Due Date that entered at WIOA Approval (shown above) indicates when the

reapplication of the WIOA programs is required (i.e., one year
after initial eligibility). Staff can quickly view a list of all
programs which are nearing their required WIOA reapplication
due date (e.g., less than 30 days from due date). They can
then open any program in the list to go directly to the review
area, review the program, and make changes to the
Reapplication Status (e.g., Approved) and the Eligibility Type
(Continued Eligibility).

To view the programs due for reapplication and change their
status:

e Select the Manage Program Reapplication option.
A list of programs due for reapplication is displayed.
(Due within 30 days is the initial default.)

e Click the View link for a program in the list to open its

CLEVELAND STATE COMMUNITY Phlebotomy Technician Certification -
COLLEGE Employment & Training Program
Completers

MNASHVILLE 5TATE COMMUNITY  MICROSOFT OFF) PECIALIST 20
COLLEGE {MOS) CERTIFICATION TRAINING

(DNLUNE

[ |- Hige Filter Options
Reapplication Criteria
Select Number of days from Reapplication Due Date:
I:o days w
Select a Provider:
I.ﬁll Providers :I
Eilter Reset Filter
The i iders have due for ion in 30 Days

Fmszomg

Zf20/2n8

details. From the Program tabs, select the last Review tab.
e Make changes to the Reapplication Status (e.g., Approved), as well as to the Eligibility Type (e.g.,

Continued Eligibility), as needed.

e Click Save. The reapplication changes are saved, and the Reapplication List screen is

redisplayed.

For details, see chapter 9, Managing Program Reapplication.

Note: The list of programs due within 30 days is a default value in the filter. Staff can change the

value to 45, 60, 75, or 90 days, or Expired.

Certify Providers for WIOA Eligibility (locally) (Manage Providers » Provider Certification)

For customers who have this option, appropriate F— —

local staff (not state staff) can use the option to opt e

in, or opt out of including certified providers, who

have WIOA-eI'g'bIe programs’ to be e“g'ble at the”‘ Here is a list of providers that matched your keyword search. To select a previder, click on its title.

IOCaI Ievel Provider City State ZipCode Cert Select
" u

This is also referred to as the opting in option, since ellview Universiy Nashvill ™ oams v O

it lets a staff member identify a provider, and then GISQAKim Test Provider Nashville ™ 7o x O

opt in to identify that provider's WIOA-eligible I — Nastvile w301 o m

programs aS programs Certlfled for Staff use (for GSI Automated IFT Provider & Nashville ™ 37243 v [}

enrollment selection) based on specific LWIA levels. s 1oL P 1028 tooess 0w e 0

Note: This feature is only available for sites with Switch Certiication for LW

the Opt In/Opt Out configuration, and for [ Change search criteria |

local staff with the associate permissions.

For details, see chapter 10, Provider Certification (Opt In/Out), and chapter 11, Program Certification

(Opt In/Out).
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‘ Chapter Contents ‘

T o 1= U1 o] o F TSSO 2-1
Registering as a Provider User (for an Existing Organization) .............ccccvvveeeieiiiiiiiieies e eeciiiieee e 2-3
Registering as a Provider User (for a New Organization) .............eeeeeiiiiiiriieeeeeesiiiireeeeeeesssinnneeseee e 2-4
Registering as a Provider User (when EIN is required tO Start).........ccccccuvviieeeeeiiiiiiiiiee e ecciiiieee e 2-9

My Provider Workspace (& My DashbDOArd) ..........cooueiuiiuiiiiiiiiiii e 2-10

The Provider Services system lets provider users self-register to be a designated provider representative for
managing an institution’s programs. When you first register, the system will give you limited access, until a
verification process takes place and staff gives enables your account. Until a staff member has reviewed
your information and approved you, you will be in a Pending Access status. Once approved, you can
conduct a large range of tasks without staff input, including managing the institution’s programs, making
changes to the institution’s profile, and submitting programs for review/addition to an Eligible Training
Provider List (ETPL).

Registration

New provider users can register in Virtual OneStop by following the same pathway that employers and
individuals use to register in the system. On the site’s main screen, there is a Register button, or a Not
Reaqistered link. Providers must first click that link to proceed with registration. The link should appear
similar to one of the following examples.

Forgot Username/Password?

Not Req:stcr-:d@ How and Why | Forgot Usemame/Password? LELETE |I

The ‘Not Registered?’ Link or the ‘Register’ Button on a the Home Page

Potential provider users (i.e., representatives for an institution) must identify themselves as providers, and
register as such, to access the system. Virtual OneStop sites that allow provider self-registration will offer
Provider as the last link, under Option 3 — Create a User Account. This lets new provider users register
to manage their institution’s programs and other account information (once staff verify their registration).

P To register as a Provider User:

1 From the Home Page, select the “Not Registered Yet?” link, or the Register button.
A screen will display for selecting the type of user account you want to create (as shown below).

Note: The system basis the time estimate for each user type on an average of the registration
times for previous registrants. This can give you an idea how long the basic registration
may require.

2 Select the Provider link, to start your Provider User registration.
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| i Option 3 - Create a User Account

If you would like to become a fully registered user with NCWorks Online arvd have access te all of our enline services, select one of the follewing account types. If you are not sure if you
need to register on the system, leam more about the benefits of registering on page; Why Register?.

Individual Employers and Agents Analyst

o 30 minds) e timated o 77 minis) extimated o # ——

Register as this account type if you are

Register as this account type if you are If you are looking for industry Register as this account type if you ard

an individual and wish 1o search for the information, labor market infarmation, # labor market information or a training provider who wishes to enter

latest job openings, post a résumé job applicants for your business, or economic development professional or update your available courses for

enling, find carser guidance, search for want o past job apenings anline. loeking to analyze ares, sccupation, use in the system. Once a new account

training and education programs, find and industry data over differant request is approved, you will be able 1o

information on local employers, etc geographical regions and time periodd  enter information about your courses,
Analyst accounts require such as costs, schedules, credentials,

administration approval before being etc. Providers can also request WIDA
allowed to access suppressed data. approval for specific courses

A Provider Link Starts the Registration Process for a Provider User

The first screen to display for Provider registration is a Your Organization search screen. This
helps you search for the name of your organization, and see if that organization (i.e., the
institution for which you will be a Provider User), is already in the system.

3 Enter at least three characters of the name, and then select the correct organization from the
displayed list, when your organization shows up (as shown below).

Your Organization

First we need to see if your organization is already in our system. Please enter the name of
your organization --- if it appears in the list of suggestions, please click to select it:

* Organization: Carolina Co

CAROLINA COMPUTER LEARNING SYSTEMS - Durham, NC 27703
Carolina Computer Training Inc. - Greenville, SC 20615

Carolina Construction School - Lancaster, SC 29721

Central Caralina Community College - Sanford, NC 27330

Coastal Carolina Community College - Jacksonville, NC 28546

["Your Organization —_

First we need to see if your organizatidQ is already in our system. Please enter the name of
your organization --- if it appears in tl t of suggestions, please click to select it:

Organization: | Coastal Carolina Community College - Jacksonville, NC 28546

Your Organization, Found in List and Selected

4 Verify the name displayed in the Organization field, and then click the Found in List button.

The Provider User Registration screen is displayed (as shown in the next figure) with three areas:
Organization Information, Enter Your Information, and Login Information.

Note: Your site may be configured entry of an EIN number, rather than organization name.

If so, enter the full EIN number, and click a Find button to see if the organization
displays. If it does, you will select it and follow the same steps used in the topic below.

If the EIN is not displayed, you will follow the same steps shown for Registering as a
Provider User (for a New Organization) starting with step 5 on page 2-4. The entered
EIN will be locked on the screen. For a sample of the EIN number search, if your site
displays it, see the topic, Registering as a Provider User (when EIN is required to start)
on page 2-9.
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Registering as a Provider User (for an Existing Organization)

You will continue the registration steps (described below) to register for the organization you found in the
list. This will associate you as a Provider User for the existing organization, at the end of your

registration.

Note: If you could not find your organization, you can click the Not Found button and follow similar
steps for your Provider User registration. The steps will be followed by additional steps, and
screens, to define the new Provider Organization that you will represent. See the topic,
Registering as a Provider User (for a New Organization), staring on page 2-4, if you continue
by clicking the Not Found button.

5 Review the fields in the Organization Information area.

These are not entry fields — they are populated from data for the provider which you selected in
the list (on the previous step). However, if you notice any incorrect entry (e.qg., if the EIN number
is wrong), you or a staff member will need to change the entry after the registration is completed.

6 Inthe Enter Your Information area, enter data about yourself related to your Provider Institution
(enter all required fields, as well as any other known information). This includes:

= Your title

= Your name
= The institution address, zip code, city and state (this may be pre-filled if found in a list).
= Your email address (e.g., an email address for you, associated with the provider)

= Your Primary Phone Number

Provider User Registration

Organization Information

H For help click the information icon.

Name:
EIN:

Institution Type:
Institution Ownership:

URL:

Enter Your Information

Coastal Carolina Community College

Not Available

Not Available

Title:
* First Name:
Middle Initial:
" Last Name:
" Address 1:
Address 2:
*Zip Code:
*City:
" State:
* Email Address:

*Primary Phone
Number:

Fax Number:

Cell Phone Number:

| Provider User for Music & Arts |

John

Coltrane

546

‘ : D
@ =

B

o

@

]

El

@

=

o

Jacksonville

I

North Carolina

Jeoltrane@CoastalCarolina.edu Email Seci

[

86

B

7955

L0

Ext. I:l

Login Information

*User Name:

GSICOLTCOASTAL_REP1

* Password:

* Confirm Password:

* Security Question :

Enter User Name (3 - 20 characters). May
include special characters, letters, or
numbers. Allowable characters are # @ §

%A+,

Enter Password (8 - 18 characters, and

must include at least one uppercase letter,
one lowercase letter, one number and one
special character. Allowable characters are

E@S% A1),

Please re-enter your password.

| What is your mother's maiden name?

- | This will be used if you need

*Security Question
Response:

to recover your username
and/or password.

Maitre

| Enter your answer to the security question

* Preferred Notification:

you chose above.

| Internal Message with Email Notification +

Select the best way for us to

contact you,

oD

Enter Your Information Section and Login Information Section
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7 Inthe Login Information area, enter your desired security access and notification information for
accessing your Provider User account. This includes:

= User Name
= Password
=  Confirm Password

Note: Create a unique User Name and Password that falls within specific guidelines as
noted in blue text next to the field. Remember your User Name and your Password;
both are needed to access the system.

= Security Question
= Security Response
= Preferred Notification Method.

8 Click the Save button. A Welcome message indicates that your registration is complete.
The Welcome message confirms your registration, and indicates that you will be contacted once
the information is verified (via your preferred Notification method).

Note: Until your registration is verified (i.e., until your Pending Access status is changed to
Enabled by staff), you can login as a Provider User, go to your dashboard, and access
some menu options. However, your access to options will be limited. For example, you
will not be able to set up any course information for your Provider Institution, or make
basic changes in their Provider Profile.

Provider User Registration

ﬂ For help click the information icon.

Welcome

Thank you for registering. Your access request will be reviewed and you will be contacted once your
information has been verified. Once your access is approved you will be able to add and maintain

your institution’'s programs. If you have any questions, please contact your local Career Center

Go to My Dashboard

Registration Confirmation and Welcome Screen

Videos: A Training Video for the “Registration Process” may also be available. See the topic,
Learning Center (Provider Courses) in chapter 4.

Registering as a Provider User (for a New Organization)

If you cannot find your organization, as part of the first steps for registering as a Provider User, then you
will need to click the Not Found button (as indicated in step 4 below), in order to register as a Provider
User for a new organization that you will add to the system.

The initial steps for registering for a new organization are similar to those for registering as a Provider
User for an existing organization (i.e., a found organization), except that you must also enter basic
information in an Organization Information area (as indicated in step 5 below).

You will then continue the registration steps (indicated below) to register for the organizations you found
in the list. The completion of the steps for your Provider User registration will be followed by additional
steps, and screens, to define the new Provider Organization that you will represent.
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P To register as a Provider User (for a New Organisation):

1 From the Home Page, select the “Not Registered Yet?” link, or the Register button.
2 Select the Provider link, to start your Provider User registration.

A Provider Link Starts the Registration Process
The first screen to display is a Your Organization search screen.

3 Start to enter your organizations information in the Organization field. If your organization does
not exist yet, you will not be able to find it.

4  Click the Not Found button (as shown below).

Your Organization

First we need to see if your organization is already in our system. Please enter the name of your
organization --- if it appears in the list of suggestions, please click to select it:

* H H .
Organization: ” Frieda Ba| ||

Selecting Organization ‘Not Found'

The Provider User Registration screen is displayed (as shown on the next page) with three areas:
New Organization Information, Enter Your Information, and Login Information.

Note: If you are able to find your organization in a displayed list, or if you need more information
on the first steps, see these steps in the previous topic, Registration on page 2-1.

5 Inthe New Organization Information area, enter data about your Provider Institution, which
includes the required fields:

= [nstitution Name
= |nstitution EIN number
= Institution Ownership (e.g., Private for-Profit, Private non-profit, Public institution)

6 Inthe Enter Your Information area, enter data about yourself related to your Provider Institution
(enter all required fields, as well as any other known information). This includes:

= Your job title

= Your name

= The institution address, zip code, city and state (this may be pre-filled if found in a list).

= Your email address (e.g., an email address for you, associated with the provider)

= Your Primary Phone Number

= Fax Number and/or Cell Phone Number (these are not required fields and may depend on
you system and state’s business rules)
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Provider User Registration

New Organization Information

ﬂ For help click the information icon.

It appears that your Organization doesn't currently exist in our system. Please enter the following
information for your Organization and click Save (or Cancel to exit Registration):

“Name: | Frieda Bebs and Bangs

Up to 60 characters

EIN:

2468123

Institution Ownership:

Private for-profit institution |

Enter Your Information

Title: | Provider Rep & Instructor |
First Name:
Middle Initial:
Last Name:
* Address 1: | |
Address 2: | |
*Zip Code:
* City: | Memphis |
" State:

Tennessee

I

* Email Address:

| Ema

Jfrieda@friedabangs.com

* Primary Phone 7>

786 5955

Number:

Fax Number:

P e T |

L1
U
[ [2]

(12-3456789 or 123456789)

Login Information

*User Name:

* Password:

* Confirm Password:

* Security Question :

* Security Question
Response:

" Preferred Notification:

GSIJOANFRIEDAQ909

Enter User Name (3 - 20 characters). May
include special characters, letters, or

numbers, Allowable characters are # @ §
%A 1r_ )

Enter Password (& - 18 characters, and

must include at least one uppercase letter,
one lowercase letter, one number and one
special character, Allowable characters are

F@E% 1Y _+).

Flease re-enter your password.

| What is your mother's maiden name?

- | This will be used if you need

to recover your username

and/or password.

| Maitre

| Enter your answer to the security question

you chose above.

nternal Message with Email Notification « ||

Select the best way for us to
contact you.

o

Enter Your Information Section and Login Information Section

In the Login Information area, enter your desired security access and notification information for
accessing your Provider User account. This includes:

= User Name
= Password
=  Confirm Password

Note: Create a unique User Name and Password that falls within specific guidelines as
noted in blue text next to the field. Remember your User Name and your Password;

both are needed to access the system.

= Security Question
= Security Response
= Preferred Notification Method.

Click the Save button.

Upon successful completion of your registration (for association with a new provider institution),
you are logged into the system with limited access as a Provider User, and with the first screen
displayed for adding your Provider Institution.

You will continue through this screen as one of two additional screens/pages your will complete to
also create the new account for your institution. The General Tab will display at the end of your
complete registration.

Note: Your site may be configured to not allow a registering Provider User to also enter data for

a new provider institution. If so, the next Provider Institution screens will not display. You
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will only see a Welcome message that also indicates how to contact staff for the creation
of your Provider Institution.

The Add a New Provider Information screen (shown below) displays three areas:

= Provider Information (partially pre-filled from your entries on a previous screen)
= Billing Address
= Mailing Address

9 Review and adjust data on the Provider Information screen.
= Review the fields in the Provider Information area, and make changes if needed.

Note: Information is disabled that is only for staff entry, such as marking the institution as
Active, or editing the Vendor ID or FEIN.

= Enter a billing address and mailing address (using links or manual entry).
= Enter an individual for contact in the Attention field, for both types of addresses.

Note: Billing and mailing addresses are required, but the address can be copied from the
previous address, using a link at the top of each area.

Provider Information

" Status: Active Inactive
*LWIA Region:

State Billing Address Information

Linked Employer: I:l [ Search For Employer ] Populate the Billing Address from: Provider's Main Address
Vendor ID: ] "Billing Address 1: [ 1554 W, Nash Bivd. |

* . Billing Address 2:
FEID/SSN: 245812345 9 | |
. i . *Billing City:
Provider Name 1: Frieda Bobs and Bangs | g City: | Memphis |
"Address 1: | 1284 W. Nash Bivd. | Billing Zip:
Address 2: | " Attention: | Billing Dept. |
Mote: By entering the Zip Code first, the system
will automatically populate the City and State fields.
“City: | | Mailing Address Information
- Memphis
* State: Populate the Mailing Address from: Provider's Main Address | Provider’s Billing Address
vz “Mailing Address 1: 1284 W. Nash Blvd. |
P 38188
Mailing Address 2: | |

URL: | |

Enter URL .g. (http:// Mailing City: | Memphis |

Post-Secondary Educational Institution - Private “Mailing State:
*This provider is an Yes o No * Mailing Zip:
accredited postsecondary N 38188

education institution:

‘www.companysite.com)

Type of Business:

*Mailing Attention: || Mail Room| |

State Use 1: | |

B [
State Use 2 @ Cancel

Provider Information Screen (for New Provider)
Note: This is the same screen which staff will start with if they create the institution for you, except that:

1) Some of the information is prefilled for you (as provider user) based on your registration data.
2) As the provider user, you will not go any further than the Provider Information screen (above),
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10

11

and the following CRS Provider Info screen (below) in registration. Staff can continue to define
the details of the provider type data, and approve/enable the institution, as part of creation.

Click Save.

The CRS Provider Information screen is displayed (as shown below). It contains information
which staff requires before they will mark the provider institution as Active.

You should complete all fields, as the provider user, if known. However, only two fields are
required.

= Select the Institution Type (from drop-down list).
= Select the Institution Ownership (from drop-down list).

Note: Normally this is the same Ownership entered in the New Organization Info on the first
screen.

Review and answer all other questions and prompts, as accurately as possible, for known
provider information.

Note: You may not be certain of answers to sine prompts, such as “Accreditation”. If you select
No, staff can change this to Yes later, when accreditation has been added, or when the
information is known. (Several Yes/No selections are pre-filled. Most selections are not.
If field include required Yes/No selections and you are not sure, select No).

CRS Provider Information

Institution Name: Frieda Bobs and Bangs

* Institution Typa: | ametoloawBarber Training Frovider .|

* Institution Cwmerships

Type of Entity: | o Cortifiate of Compet -|
Years In Business: I:I

Disabled Access: @ ves O o

ADA Compliant: Q ves @ Mo

Sourca of Funding:

Institution Description:

Main Teleghone HNumbaer:

C )
TTD/TTY Talaphons Number: l:l l:l l:l

Main Email Address: | |

F

o e

Is this a Community College?

® O

Accraditation

=

Aceraditing Body:

‘

Career Assessment Avallable

F

0O000000O0
OQO@@@@@

F ¥

g ¥

¥

Career Counseling Available

Job Flacement Asslstance Avallable

F

z oz

F

Tutorial Services Available

On-site Child Care Available

F

State Approving Agency Exemption Certificate on File

E F

State Approving Agency Recelpt Latter on File

=

F

Financial Aid Available

Eligible Provider of Youth Workforce Investmaent Yes
Activities:

Reglstered Apprenticeship Provider: QO ves O no

CRS Provider Information Screen
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Note:

This screen collects data for your institution, that is also available, later, by selecting,

Manage Provider Profile » General tab » CRS Provider Details from the menu.

12 When you are done making all entries on the screen, click the Save button.

The General tab will be displayed with the information that you have saved for Provider Details
and for the CRS Provide Details (as shown below).

Thank you for registering. Your access req

verified. Once your access is approved
questions, please contact your local Car

Provider: Frieda Bobs and Bangs

Provider Details

Locations

er

Status:

LWIA Region:
Linked Employer:
Vendor ID:
Provider Name 1:
Provider Name 2:
Address 1:
Address 2:

City:

State:

Zip:

URL:

Type of Business:

This provider is an accredited
postsecondary education institution:

Bill Address 1:
Bill Address 2:
Bill City:

Bill State:

Bill Zip:
Attention:

Stata Lot

Note:

Inactive
State
N/A
TN1578

Frieda Bobs and Bangs

1284 W. Nash Elvd,

Memphis

'ast-Secondary Educational Institution - Pr
Yes

1284 W. Nash Elvd,

Memphis
™
38188

Billing Dept.

Contacts

vill be reviewed and you will be contacted once your information has been
ill be able to add and maintain your institution's pragrams. If you have any

CRS Provider Details

Institution Type:
Institution Ownership:
Type of Entity:

Years in Business:
Disabled Access:

ADA Compliant:
Source of Funding:

Institution Description:

Registered Apprenticeship Provider:

Main Telephone Number:
TTD/TTY Telephone Number:
Main Email Address:
Community College:
Accreditation:

Accrediting Body:

Career Assessment Available:

Career Counseling Available:

Job Placement Assistance Available:

Tutorial Services Available:
On-site Child Care Available:

State Approving Agency
Exemption Certificate on File:
State Approving Agency
Receipt Letter on File:

Financial Aid Available:

Eligible Provider of Youth Workforce

Investment Activities:

Cosmetology/Barber Training Provider

Private non-p
Higher Ed: Certificate of Completion

132

A private vocational institution with specialized, industry expertise and corporate-

controlled certification.

Yes

No
Yes
Council on Occupational Education
No
No
No
No

No

[ Edit CRS Provider Details |

Sample Provider General Tab and Provider Details sections

If a Thank You message is configured for Provider creation, it will display below the tabs, along

with the link for contacting Career Center staff for any questions on access (as shown in the top
of the screen above).

Your left-navigation menu options will remain limited, form this point, until a staff member reviews
and enables your user account, and they activate your Provider Institution.

Registering as a Provider User (when EIN is required to start)

If your site is configured for entry of an EIN number to start your registration as a provider user (rather
than an organization name), the first screen you will see after clicking the Provider link is a search to see

if the EIN for your provider organization is already in the system (as shown on the next page).

P To register as a Provider User (searching by EIN):

1 From the Home Page, select the “Not Reqistered Yet?” link, or the Register button.
2 Select the Provider link, to start your Provider User registration.
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A Provider Link Starts the Registration Process

The first screen to display is a Your Organization search screen.

3 Enter the full EIN number for your organization in the Organization field, and click the Find
button (as shown below).

Your Organization

First we need to see if your organization is already in our system. Please enter the Federal
Employer Identification Number (EIN) of your organization and click the Find button:

.
EIN: 23-7032763] X | (12-3456789 or 123456789)

Matching Organizations
The following provider(s) match the EIN you entered. Click Select next to your organization (or
Change EIN to re-enter your EIN).
EIN: 23-7032763|
Albany State University - East 504 College Drive
Albany, GA 31705 ‘F
Albany State University - West 2400 Gillionville Road

Albany, GA 31707

Your Organization, Provider(s) matched by EIN

4 If existing providers are found for the EIN, click Select for the matching provider (as shown
above).

The Provider User Registration screen is displayed with three areas: New Organization
Information, Enter Your Information, and Login Information.

You will continue, following the same steps previously shown under the topic, Registering as a
Provider User (for an Existing Organization), starting with step 5 on page 2-3.

5 If no existing providers are found for the EIN, the Provider User Registration screen is opened
with blank fields (for New Organization Information). Only the EIN number is shown (and locked).

You will follow the same steps shown for Registering as a Provider User (for a New
Organization),starting with step 5 on page 2-4

My Provider Workspace (& My Dashboard)

Once your full access as a provider user is enabled by staff, the My Provider Workspace menu group
will display at the top of the left Navigation pane (as shown in the figure below) with several options.
These are quick links to options that are also accessible through the links at the top of the main screen.
The menu options/links let provider users quickly access commonly used provider services.

e My Provider Dashboard — The dashboard, initially displayed at logon, lets you quickly view
information through widgets (e.g., new messages, user profiles, institution programs). Dashboard
widgets are added periodically, and may eventually include widgets indicating specific program
information to identify programs that require your attention. Currently the dashboard widgets are
alternate paths to options also available through the left navigation menu.
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e Services for Provider — This menu group (also called the directory of services) is the main menu
group. It includes the options for changing your user profile, managing your Provider Institution’s
profile, and adding, changing, managing, or submitting programs for the institution.

e Other Services — This menu group lets you use system mail to see notifications and messages
form staff, see assistance tools, and use the learning center to access videos that may help you
manage provider institutions and programs.

Note: Currently the Dashboard widgets can be used mainly as a quick method to access services and
information, as an alternate method to left navigation menu options.

Additional widgets are being planned to identify data unique to your institution (e.g., the number
of programs pending WIOA review/certification, or due for reapplication) which will allow you to
quickly access the programs or services that are most in need of attention and updates.

B My Provider Workspace WO r|( Welcome to My Provider Workspace Frieda, Jay P.

My Provider Dashboard 3 S This page allows you to customize the content you are interested in. Click on a button in the grid to access
onine the details of a work item, or select another function from the menu on the left hand side of the screen.

My Provider Account

My Provider Dashboard My Provider Account Directory of Services
Directory of Services

[=] Provider User Profile [ [E] Education Services | [=] Need help or more information
B Services for Providers

%= Training Providers and Schools

Assistance Center

videos and tutorials.

Manage Provider Profile View your Personal Profile and () Locate information on specific

. — . Find the answers to your

) Contact Information training providers and schools. A ) )
Manage Provider User questions or issues.
Profile Demand Occupations (=) Training and Education .
3 Learning Center
. rograms -

Manage Institution Reports (=) . . . sy, Watch self paced training
Programs Locate a training or educational

Manage Institution Programs program.
Demand Occupations Note that help is available on most

More Education Services pages by clicking the information icon
View Reports
[=] My Messages
Education Services

1 Unread Messages

<

&

Communication Center 2 Read Messages
Assistance Center N\
Learning Center Enter the Message Center ()

[ Configure Dashboard Widgets ]

Provider User Welcome Page at Log On

Note: For Provider Users, all the links on dashboard widgets are to items or options that also
accessible through the navigation menu options. A Return To My Dashboard button is
also displayed at the bottom of many screens, to quickly return to this Dashboard page.
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When Provider users first log in, they see the Dashboard (under the My Provider Workspace menu group
on the left navigation menu). The Provider Services menu groups displays menu options they will use to
manage their own Provider User profile, manage their institution’s Provider Profile, and manage their
institution’s programs, as well as reviewing In Demand occupations, view Provider Reports, and
researching Education Services.

The most common task that the Provider User will perform is maintaining program information to ensure
that the listed programs for their institution remain eligible and approved. The option Manage Institution
Programs may display in the middle of the Services Provider menu group (as shown below). However, it
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is discussed first in this chapter, since it lets the provider user create or modify specific courses and
programs that their provider institution offers, which is what they will do most often in the system.

B Services for Providers

Manage Provider Profile

Manage Provider User
Profile

Manage Institution
Programs @

Menu Selection to Manage Programs

Managing Institution Programs/Courses

Provider Users can prepare and submit the programs to be approved for federal funding (i.e., WIOA-
approved provider courses), and to be visible to staff case managers in program/ service enrollments. Or,
they can simply create programs for informational purposes (i.e., to be visible to all users from the Education
Services section of Virtual OneStop). In other words, provider users can use this option to create and
maintain their institution’s programs, and to submit the programs for approval as WIOA eligible programs
available to staff who are enrolling individual in federally funded activities or courses.

When a provider user selects Manage Institution Programs, they see a listing of each of the programs
(as shown in the next figure). The screen includes an Edit link to open a program and make changes via
a Program wizard. The programs list also has an Add button, to start the Program wizard, and walk
through a step-by-step process for completing information on several tabs and create a new program.

Frieda Brick & Bangs
Show Filter Options

)a Edu n and Training Programs

Program Name Program Description Changes Active Review Status Action
Submitted
Ancient Studies & Cultural Cosmetics  An intro course to western & global cultures, as topics in art history & (] In Progress Edit
PS - Approved Provider Training - ITA  geography, focused on relationships to hair/cosmetic changes. Deactivate
Cosmetology Training (Beginning) A program that prepares individuals to cut trim & style scalp/facial & [v] [v] Appraved/Eligible Edit
PS - Approved Provider Training - ITA  body hair, apply some cosmetics perform manicures, and massage the Deactivate
LY srEEN J0B Training head and scalp.
Cosmetolegy Training (Intermediate) A program that prepares individuals to cut/trim/style scalp, facial & (] Approved,/Eligible Edit
PS - Approved Provider Training - ITA  body hair, apply cosmetics, perform manicures/pedicures, massage Deactivate
LY GG sREEN J0B Training head/scalp & practice as a licensed cosmetologist
Hairsyles and Trends A intro course on Western & global hair styles, cultural influences, and & Pending (system-set only) Edit
PS - Approved Provider Training - ITA  trends. Deactivate
Sr. Accounting - Cosmetology An integrated course in accounting and business management to [v] Registration Verified Edit
PS - Approved Provider Training - ITA  prepare individuals Salon financial and manager roles. Deactivate
[WIOR] Registered Apprenticeship
M 4 Page 1ﬂ of1 b M Rows |10 W

The Education and Training Programs Tab (used to add or edit programs)

The displayed programs that are listed on the screen will include columns for:

Program Name — This column includes additional indicator icons (e.g., for approval, or for a
, or a program nearing its Subsequent Review due date).
Program Description — The entered description (supplied on the first, General Info tab in program

creation).
Changes Submitted — Indicating if changes were made since the last review/approval.
Review/Approval Status — The current status of program creations and staff review (e.g., In
Progress, Pending, Approved/Eligible, Rejected, Registration Verified).
Action — From this column, you can click link to:
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= Edit — This link opens the program to the first tab of the program, General Information. The
tabs available in edit mode, for all field or controls available to the Provider user.

= Deactivate — this link deactivates a program (which will halt any approval process). The
Provider user must resubmit (via Confirmation tab) before the program will be considered for
review again.

Note: You will see a i showFilter Ootions  control above the programs list. You can expand this to filter
longer lists, based on Program Type, Program Name, Review Status, etc. In other words, you can
list only courses that are Active, or Inactive. You can also can filter by a Program Type (e.g.,
Approved Provider Training — ITA, Training — Non-ITA), and/or the Approval Status (e.g., Rejected,
Pending, Approved, In Progress).

Staff assisting Providers also see tabs of a Portfolio tree above the list (for areas only staff use).

The Add Education or Training Program button (below the Programs list) starts the creation of a new
program. The screens and sections work the same for both creating and editing programs.

The following topic and sub-topics, summarize each part of the program creation process, ending with the
application confirmation, submitting the program for WIOA approval and certification by staff.

Adding a New Program (via tabs of the E&T Program Wizard)

Provider users can start to create a new program for the provider, by simply clicking the Add button at the
bottom of the program list to open the Program wizard. Then then work through each of the appropriate
different Program tabs (ending with the Confirmation tab, where they will submit the program for approval).

Frieda Brick & Bangs
Show Filter Options

fg Education and Training Programs

Program Name Program Description Changes Active Review Status Action
Submitted
Ancient Studies & Cultural Cosmetics ~ An intre course to western & global cultures, as topics in art history & (] In Progress Edit
PS - Approved Provider Training - ITA  gecgraphy, focused on relationships to hair/cosmetic changes. Deactivate
Cosmetolegy Training (Beginning) A program that prepares individuals te cut trim & style scalp/facial & [v] [v] Approved/Eligible Edit

rovider Training - ITA e cosmetics perform ma e the Deactivate

PS - Approved Provider Training - ITA  prepa Deactivate
T e s ) at the General Info. Tab.

Sr. Accounting - CosmETuuyy anint] This starts the Program Wiza_rd7 \ )  Registration Verified Lun
Rows

M 4 Page [1]v of1 b M

Add Education or Training Program,

A

10 v

The E&T Programs List (to view, add, or maintain programs)

P To add anew program or course:

1 Click the Add Education or Training Program button, at the bottom of the list.

This launches the E&T Program wizard. The wizard guides you through required data entry of
each separate progress step (or tab) for entering the segments of data that define the program.
You start with the General Information tab.

2 Move through each segment/tab, and enter all required data.

Each of the segments/tabs is listed in the E&T Program Tabs table below. Details for each of the
tabs are described in separate topics following the E&T Program Tabs table (from the General
Information Tab on page 3-6, to the Confirmation Tab on page 3-26).

Note: Users will often start entry of a program, General Information —
leave the wizard, and then return to finish -
the entry later. When they reenter the E&T program wizard, they will see tabs rather than
the green Progress Bar segments that display during the initial entry.
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3 When you reach the Confirmation tab, enter the Confirm and Submit acceptance/statement. This
will complete the programs application, and submit the program (for review and approval by staff).

Each of the steps/tabs are briefly described in the table below, followed by a detailed topic for each tab.
Note: The tab titles in the table below are links to the full topic for each tab.
3-1 Tabs of the E&T Program Wizard

Program Tab Name Program Tab Description
General Information This tab lets provider users enter basic data about the program, associate it with a CIP
Tab code, and indicate any licenses, certificate, degrees, or credentials related to the

completed program. You must complete this tab to list the course (i.e., to see it in the
programes list), and to complete/edit the other tabs (now or later).

Apprenticeship Tab This tab shows one question, “This program is an Apprenticeship?” It defaults to No. If
you click Yes, the question “This Education Program is a Registered Apprenticeship?,”
displays. If this answer is No to either question, you can simply click, Next.

If you pick Yes for both, several fields display to identify the apprenticeship
registration data. If instruction for the apprenticeship is provided by another provider
(i.e., not by this institution), even more Instruction Provider fields will display.

A Registered Apprenticeship does not require details in most of the other tabs. Once
apprenticeship details are entered, you can click Next to quickly step through most tabs
(without data entry). If you jump to the Confirmation tab, you will see the minimum
needed data (e.g., “Missing required data on Locations and Cost Details tabs”).

Additional Details Tab e Numerous fields on this tab are configurable (e.g., Target Audience, Accessibility).

This tab lets users add details on financial aid, program prerequisites, institution URL,
why this is a new program, class size limits, instructor qualifications, equipment used
in the program, etc. It may include other configurable fields, such as grievance and
refund policies (and may include other State Use fields).

Curriculum Tab Q This tab can be configured to display, or not display on the wizard.

This tab lets users identify one or more curriculum for the program. Adding a
curriculum includes two fields: a curriculum code and course title.

Occupations Tab This tab lets users identify occupations to be associated with the program, by selecting
from a Related Occupations list (based on the CIP code from the General tab, or by
searching for other occupation codes, if necessary).

Occupation Skills Tab  This tab lets users identify occupation skills acquired form the training program.
Selection is from a standard 14-category list off standard O*NET occupation skills.

Completion The display of this tab is configurable (as well as multiple fields on it). If all fields are

Expectations Tab Off, the tab will not display.

Expectations 1ab
This tab lets providers define some common course parameters that identify
expectations, related to completion of the program. No fields on this tab are required
for WIOA and Federal reporting.

Scheduling Tab This tab has 2 sections: Course Time lets you define hours in class time, lab time, other
time, and frequency. Reporting Info requires you to identify the program format (in-
person, on-line, hybrid) and the total program length (in hours and in weeks).
Reporting Info is required for WIOA reporting.
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Program Tab Name Program Tab Description
Duration Tab This tab lets users define one or more durations for the program (e.g., part-time for
three semesters, or full-time, intensive summer course) At least one primary duration
is required.
Locations Tab This tab displays a list of provider locations form which the user picks where the

program will be provided (locations are not entered, only selected for the program).

External Approvals This tab and multiple fields on it are configurable. If all fields are Off, the tab will not
Tab display on the wizard.

Fields on this tab are used to identify state and/or local approving agencies, or other
approval data. (In most sites, this tab does not show.)

Cost Details Tab This tab lets users enter cost details for the program, for a standard cost structure
(e.g., tuition/fees, books, tools, and other costs). Cost details are required for a
standard program submitted for ETPL approval.

Provider This tab and multiple fields on it are configurable. If all fields are Off, the tab will not

Representative Tab display on the wizard.

This tab identifies a “Provider Representative” as the representative to contact for
information related to the program. It may include the application signed and
received dates specific to the representative. (In most sites, this tab does not show.)

Performance Tab This tab is configured to let you either: (A) enter performance data per individual (by
their SSN), or (B) enter aggregate data (per program year). Some fields for the
Performance Year entry method are also configurable, per site/customer.

This tab is used for recording key performance data, used in reviews to determine if

the program is included on the ETPL list. Provider users will normally only have one
choice of Program Year (if configured to enter aggregate data by year).

Confirmation Tab This is the last tab that the provider user completes to submit the application for
WIOA Approval (by staff). It contains a simple agreement statement, along with two
radio buttons: “Yes, | agree... submit for WIOA approval,” and “No, do not submit for
WIOA approval at this time.” The user will:

e Select Yes, if they want to proceed and submit the data in the previous tabs for
WIOA approval (or re-approval).

e Select No, if they want to continue and simply save all data entered so far.

Note: Other options display for Registered Apprenticeship ITA programs, or for Non-
ITA programs

Red error messages display at the top of this tab to indicate any incomplete required
fields on previous tabs. The user cannot proceed (i.e., click Next) until those fields are
completed.

Review Tab This tab is primarily for staff users. It lets staff monitor/adjust the review status as
they review program/course changes, and perform reviews to approve a program’s
application (or reapplication) for WIOA eligibility. Staff can see a table of records for
each review of a change, or a WIOA application, along with the status, and they can
edit statuses from this table.

Providers can also use the tab to view the current status of their program’s review,
who reviewed it, and when.
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New wizard note: If you are familiar with the previous forms for adding a program, but new to the E&T
Program wizard, you will see that fields are divided into more distinct segments/tabs. For
example, portions of the old Program/Service Details area are now in separate tabs (General
Info, Additional Details, Scheduling, and Duration tabs).

General Information Tab

When you click the Add Self Service Education Program button, it launches the E&T Program wizard.
The first step/tab that displays is General Information. This tab (shown below) contains several text-entry
fields and drop-down fields to describe and classify the program/course.

Complete all required entries to classify the program:

Active or Inactive radio button is disabled. [Staff determine when a program is marked Active.]
Select Yes or No for Submit for ETPL Approval (i.e., for WIOA certification).

Yes indicates the program will be submitted for certification (to include in state ETPL).

No means it is not considered for WIOA, only listed with a provider’s available courses when
looking up the provider under Education Services.

Education Program Type is a disabled field. [The Type is only entered by staff, after your initial
program submission.]

General Infermabian

|_( — ]
| 7 This pragram leads ta a ves O Mg e T
| credential or degree — -
| Mame of Assaciated [FCCT Level 2 Centificate
Credential:
| General Information G Level: |’.‘\5‘9’e""'“5h'9 Frograms e
* Semtus: ® active O Inactive * Attain Credential: [occupational skils certficate or credential ~]
i Other, Specify:
Submit for ETPL Approval: & vioo No er, Specify: |
ificati H CCT Level 2 Certificate (Frieda Cosmet
Education Program Type: | P = Certification / License Tithe: |FCCT Level 2 Certificate (Frieda Cosmetclogy
lL'arez.' Training - Intermediate )}
*CIP Code: 120499 - Cosmetology and Related Personal Grooming Arts Other,
[ Szarch for CIP Code | L
* Education Program Mame:  [liermedate Frusks Counelology Tramneg Cartification / License |Nc-|e Selectad E
. [ | Type:
Education Program An intormediate program in cosmetology and
Description: related grocming services building on Graan Job Tralning: ® ves L Mo
toundational elements m the Freda Beaunning What is 8 green job?
Cosmetology course. * Is this education program Yes Mo
) . In a partnership with
This program of study leads ta: Business?
An industry-recognized certificate or certification A community college certificate of completi
A certificate of completion of an apprenticeship A secondary schaal diploma or its equivaler :’::1::;'5; :'smmum
[ ] 8 ral Gover olowrsent
A licene recognized by the State or Federsl Govemment [ employment characters or less
An assooate degree A measurable skills gain leading 12 3 creden|  (supporting
A baccalaureate degree A measurable skills gam leadng to employ doeumentation may be
required):
This program leads to a ves [ No LWDE Submitted: None Selected [V
_tradegtistancem———————— '
L ———— \
— e o
Exit Wizard

General Information Tab (Base Program Classification Details)
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Use the Search for CIP Code link to assign a CIP Code for the program/course.
Select the code that best describes the course.

The Search Screen will then disappear. The CIP o | dEm | EE o | BB O
code title and description will display in the
appropriate fields. (See @, for more notes.)
Enter an Educational Program Name. e e S e e
Enter/edit the Educational Program Description.
A description is pre-populated from the CIP Code. ~

Click i=-'<.. SEACN for 3 PIOGRAM by KEyword(s) \
o

proy

Program of Study Leads to:

2%

Program Program  Program (=1 (=

Check one or more boxes for each of the certificates, Ttle  Description Tite Description

o L

diplomas, credentials, and/or degrees to which
completing this program of study will lead.

Program Leads to a Credential or Degree:

There are several additional fields related to a possible
credential, degree, certificate, or license. Two of these
field are required.
Select Yes or No for whether the program leads to a credential or a degree. (Required)
Enter the name of any associated credential.
Select the correct Completion Level from the list of choices in the drop-down.
If participants attain a credential upon program completion, indicate the type of credential from the
drop-down options. There are a wide range of options. Select carefully.
Note: Attain Credential is a required field. If you choose “Other” from the Attain Credential
drop-down, then the next two fields are also required.

= Other, Specify — Enter a specific credential name or another credential identification.
= Certification/License Title — Enter the full name or title of the Certificate or License.

Enter a name in the of the Certification/ License Title box, if applicable.
Select the general type of Certification/ License Title from the drop-down (e.g., National, State,

Regional).

Indicate whether the course offers Green Job Training.
The link, What is a Green Job?, can assist providers in understanding whether the course
prepares completers for a Green Job or not.

Select Yes or No to indicate if this program is in a partnership with business.

If you select Yes, the description field following the Yes response is required.

= Enter text, up to 800 characters, to describe the partnership with business.

Select an LWDB [This is only determined (auto-populated) when program entere bya local staff user.]
When all data is complete, click the Next>> button.

If all required field entries are valid, the next tab will display (the Registered Apprenticeship tab).

(@ More Notes — General Information Tab

Required Fields*: Throughout the wizard, required fields have a red asterisk (*). If they are
incomplete when you click Next>>, red errors above the tab will indicate the fields with missing or

incorrect entry.
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Initial Save: Once this first tab is saved, the basic program is added. If you exit the wizard, you will
see it in the E&T program the list. However, the program is not complete to a point for applying
for WIOA certification. You can return to the wizard, and continue adding details.

Education Program Name: This is a disabled field. Only staff can identify the name for the specific
program type (e.g., PS — Approved Provider Training — ITA). They will make this selection before
they approve the program for WIOA Certification.

CIP Code: The CIP code is used as a cross-walk to control O*NET occupations can be related to
this program/course in later definitions. Once it is selected, the Program Description will pre-fill
with related CIP information.

The Classification of Instructional Programs (CIP) code groups programs for accurate tracking,
assessment, and reporting of fields of study and program completions. You can locate the CIP
code six different ways: by a keyword, by program area, by an alphabetical list, by O*NET
occupation, by career clusters, or by CIP program codes.
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Apprenticeship Tab

When you first click Next>> from the General Information tab, the data is saved and the Registered

Apprenticeship tab is displayed.

Note: This first save from General information tab
creates a record for the program (that means if
you log out and return, the record will display in
your list of programs). Also, the Registered
Apprenticeship tab and subsequent tabs will
display completed header information in an Edu.
Program Information area (above progress bar)
with Provider, program name, a service ID
(system generated number), and the CIP Code.

The Apprenticeship tab displays only one prompt, This
Program is an Apprenticeship. The No radio button is
selected as the default.

P If the program is not an apprenticeship (which
most programs are not):

Click the Next>> button.
P If the program is an apprenticeship:
Select the Yes radio button.

This displays a second question, This program is a

Registered Apprenticeship?

If no, click the Next>> button.

Provider: Frieda Brick & Bangs

Edu. Program: Plumbing Apprencticeship
Service |D: 120

CIP Coduc AE05AH

Genersl Information  Registered Apprenticeship

If program is not an
Apprenticeship, you can just click

| = dndicotes required fielde.

| Lo
“This program is an \"es J
Apprenticeship:
Fxlt Wizard

Registered Apprenticeship Tab (Default prompt

Apprenticeship

*This program is an ® Yes O No
Apprenticeship:
*This Education Programisa O Yes ® No

Registered Apprenticeship:

There is nothing else to do on this tab. The next tab will display — Additional Details.

P If the program is a registered apprenticeship:
Select the Yes radio button.

This displays several additional questions/fields, most of which are required.

-
Provider: Frieda Brick & Bangs
Edu. Prog: ing A iceshi
Service ID: 1z0
CIP Code: 4605AH

General Information  Registered Apprenticeship
i ph

[ Instruction Method:

* Instruction Length in
Weeks:
« Indicates required fietds. @ For heip ciick the {| * Technical instruction is
- — provided by another
Registered Apprenticeship rovide
" This praorm isan % Yes O No
Apprenticeship:
“This Education Programis s ® Yes O No L instruction Provider ]
Registered Apprenticeships
* Apprenticeship 01,01,2010 | ) Today *Name:
Registration Date: Address 1
* Apprenticeship Jr. Apprenticeship program n Flurnbing Address 2:
Deseription:
Number of active £] = City:
apprentices:
* State:
* Instruction Methed: |in-persen ]
*ZIP Code:
| "‘“‘_"‘m—"“"‘"“_:———___
e —— Exit Wizard

In-persan T —

" yps No

[Prumbing School

[2570 Coral Landing Btvd

Maote: By entering the ZIP Code first, the
system will .populate the City and State fields.

[Paim Rartor

Florida )

Registered Apprenticeship Tab (with “Yes” selected)
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Enter the appropriate information for each field:

Reqistered Apprenticeship Area

= Apprenticeship Registration Date: Enter the original start date of the apprenticeship.

Note: This is the date that the apprenticeship program first became “a registered
apprenticeship,” for inclusion in ETPL lists. The date can be in the past.

= Apprenticeship Description: Enter narrative text to describe the apprenticeship.

= Number of Active apprentices: The number of currently active apprentices in this program.
(This is the only non-required field on this tab.)

= Instruction Method: Select the method (i.e., In-Person, Online, or Hybrid)

= Instruction Length in Weeks: Enter how many weeks will occur in the period of instruction
for the apprenticeship.

= Technical instruction is provider by another provider: Select Yes, or No.

If Yes, an additional Instruction Provider area is displayed.

Instruction Provider Area

= Enter the name, address, city, state and zip code of the other provider who also provides
technical instruction.

Note: If you enter zip code first, it will automatically populate the city and state.
When all data is complete, click the Next>> button.

If all required field entries are valid, the Additional Details tab will display. Most tabs will not
require details for the Registered Apprenticeship. (See @, for more notes.)

@ More Notes — Registered Apprenticeship Tab

Additional Tabs: For a Registered Apprenticeship program, none of the fields on the next Additional
Detalils tab, or on most of the following tabs, will be *Required fields. If you leave the wizard, and
return, you will be able to click directly on the Confirmation tab. The top of that tab will indicate
any required information still needed. For example, an Occupation is always required, and Cost
Details are required tab if you selected

General Registered Additional Occupations Occupational Completion Scheduling
uYeSn for “Technical inStrUCtion iS In[:or:-ahon ;_\Lgpr;:.mi(esnig Hnetalus = = ‘Skills Expectations =
provided by another provider.” The sopowls  Octa o
Confirmation Tab would show messages + Indicates required fields. @ For help click the question mark icon next to each section.
as indicate in the sample figure at the o et
fight. R e o omaion :

The General tab: For a Registered

wst agree to the statement below.

Apprenticeship program, also consider
rechecking two fields on the previous, General tab:

= The check box for “A certificate of completion of an apprenticeship.”
This may apply for a Registered Apprenticeship program.

= The question “Is this education program in a partnership with business?”
If this apprenticeship is through a business, then the answer should be “Yes,” followed by a
description.
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Additional Details Tab

The Additional Details tab has several fields for entering available financial aid, program prerequisites,

class size limits, instructor qualifications, grievance and refund policies, and other information.

On the Additional Details tab:
Complete all required entries (at minimum).

Complete non-required fields where applicable.

Gl Infiormataoe  Riritiend Apprentcethep  Ackbtaceul Dotul

Additional Details
Financial Ald Avallable: Pell Grant institutional Scholarship
Federal Loan [ Other
*URL of Training Program [tpciveww frieda com
(Example: httpc//site.com):
* Program Prerequisites: [Assuciates Degree I~
* Date Edu. Program First Offered:  [02/192010 5 loday

" Pleate provide a reasonable Theatre program in area, and local theatres
axplanation regarding why thisis  cpening have shown a positive increase in
a new program: revenue

* Minimum Class Size:

" Maximum Class Size:

* Number Of Instructors:

(1]

* Describe the qualifications of all experience. 2 years at Frieda
instructors in 800 characters or institute, and one year of class teaching

leas: trainang /

ll‘awﬂ Audience: M5 grads or students with Trade & Theatre interest I

" Describe the minimum entry level 3 yoges of experience, 1 year at Frieda institute,
requirements or prerequisites in and 3 manthe year of clase teaching training
800 characters or less:

Drug/Aleehel Screening Required: ves ® Mo

* Resources : ¥ Yes Mo
e ——

,m\

l Resources Required:

® ves O

* Describe any eq
this program and

less:

* Refund Policy
(800 characters m:

State Use 2:
State Use 3:
State Use 4

State Use 5:

foment used in

availability in 800 chiracters or

* Grievance Procedure
(1000 characters max.):

Grievance Procedure URL
(Example: http://site.com):
Either Refund Policy or Refund Policy

Nﬂ\—i/

adequacy and

Clippers, shears, scissors, curlers, dyes, coloring
chemicals, dryers, heat irons

Either Grievance Procedure or\grievance Procedure URL is required.

is

File grievance via contact online at Training
URL

required

display on you site.

Request refunce via contact online at Training
URL

Several fields on this tab are
configurable and may not

Exit Wizard

Additional Details Tab (Base Program Classification Details)

= Financial Aid Available: Check the appropriate boxes. (Not required.)
= URL of Training Program: A URL is required (even if it is the primary URL of the provider.
= Program Prerequisites: Select a level of education that is a prerequisite. None is a valid

selection, but a selection is required.

= Date Edu. Program First offered: Select the date the program is (or was) first offered by
the institution (not the date you are entering this program).
= Provide an explanation of why this is a new program: Enter a very short description of
why this new program is being added (i.e., the need or demand for the program).
=  Minimum Class Size: The minimum students that must enroll for a class to take place.
=  Maximum Class Size: The maximum number of students allowed to enroll in a single class.
= Number of instructors: The number of instructors available for the program.
= Describe the qualifications of all instructors: Indicate qualifications (e.g., teaching
experience, work experience, education level) for an instructor (up to 800 characters.)
= Target Audience: Enter a brief description of the target audience, or typical source of
students (e.g., this may be the level of education plus a specific interest or aptitude).

a Several fields on this tab are configurable. E.g., Target Audience, as well as Resources Required, may or may
not display or your site, and may not be required if displayed.

= Describe the minimum entry level requirements or prerequisites: Indicate any minimum
requirements or prerequisites of the participants (use up to 800 characters). E.g., for an
advanced accounting course, provider might indicate that Accounting 101 comes first).

= Drug/Alcohol Screening Required: This is defaulted to No.
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Resources required: Click Yes if any specific resources are required (specific tools, access
to computers, equipment, etc.).

Describe any Equipment used, its adequacy and availability. Briefly describe or list any
equipment that will be used, its availability, and if it is required for student to provider it,
indicate the required adequacy of equipment, if appropriate. (Use up to 800 characters.)
Grievance Procedure: A brief description of the method to file a grievance connected to the
program, or a URL for the site that lists such method/procedures for a grievance, is required.
Grievance Procedure URL: If a description of Grievance Procedure is not included, a URL
is required when the site is configured to require a grievance procedure.

Refund Policy: A brief description of the policies for being eligible for a refund connected to
the program is required, or a URL for the site that lists the refund policies.

Refund Policy URL: If description of Grievance Procedure is not included, a URL is
required when the site is configured to require a refund policy.

Note: For Grievance Procedure and Refund Policy, you must enter a description or a URL.
If you leave both empty, an error message will display when you click Save. Other
field like Internship Available or Other Available, or other State Use fields may also
be configured on your site, for this tab.

When all data is complete, click the Next>> button.
If all required field entries are valid, the Curriculum tab will display.

Note: Required fields have a red asterisk (*). When you click Next>>, red errors will indicate

any required fields with missing or incorrect entries.

Curriculum Tab

The Curriculum tab is for entering two simple pieces of information for the program, to associate it with
the type of information that may be used in Course Catalogs: a Course Code, and a Course Title.
Multiple course codes and titles can be associated with the program. At least one curriculum item is
required when the site is configured to display the Curriculum tab.

B This tab may be configured to not display on the wizard, or to display with Curriculum not required, or to
display with Curriculum as a required entry (that is necessary to complete the Confirmation and Review tabs).

To create a Curriculum record:
Click the Add Curriculum link.

A separate box opens above the tab for entry of two fields.
Code: Enter a code number for the specific instance of the course.
Course Title: Enter a title for the specific instance of the course.

The Curriculum tab returns, with the record displayed in a Curriculum table.

= |

[ Add Currteulum 1

Curriculum Tab (Adding a Course Code and Title)

Repeat the steps for other Curriculum records as necessary.
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Click the Next>> button.
The Occupations tab will display.

Occupations Tab

This tab lets the provider identify O*Net occupations that are associated with this program. This is done
by selecting occupations from a list of related occupations. The Related Occupations list displays
occupations related to the CIP code that was selected on the General Info tab for this program (e.g., the
figure below is for a CIP code of 120401 - Cosmetology/Cosmetologist, General, on the General Info tab).

The Related Occupations include indicators for In Demand occupations (i.e., if the O*Net code is
classified as a Bright Outlook or a Green Occupations code).

To select related occupations:
Click boxes in the Select column for the desired occupations.

The fields are enabled under Alternate Occupation Title as each box is checked.
Enter text in the enable fox for any Provider's Alternate Occupation Title (entry is not required).
Also enter text it the last box to indicate how the occupation is in demand in the area, if a selected
occupation is not identified as Bright Outlook Locally.

Locations Extermal Cost Erevicer Perfomance Confirmation Boview
Apmrsrvaly Delaily Bemmesentative
Ganeral Apprenticeshin Additional Oerupations Gosupational Schoduling ation
Information Detaib, Skills
Education Program Information
Provider: Frieda Brick & Bangs Insti P C legy Tralning (B
Program ID: 80 CIP Code: 120401 - Cosmetology/Cosmaetologist, General

& For help click the question mark icon next to each section.
* Please provide evidence of demand for selected occupation(s) not indicated as Bright Outlook Locally

Related and Selected Occupations

Code Dccupation Title Provider's Alternate Occupation Title CIP Code  Selext
Related g
39501 200 i , Hairstylists, and C log! =] bl

39509100 Makeup Artists, Theatrical and Performance [Make Up Astast - Cnematography (] b
39509200 Manicurists and Pedicurists v
39509400 Skincare Specialists ]

[ Selact Occupation From ONET Table ]
If any selected occupation is not noted as in local bright outlook above, pil [Tige evid hat it is in demand.
1

Multi-year film production has begun in area, with related job postings.

If needed Occupation codes are
Exit Wizard not listed, you can click the O*Net

m selection tool to add them.
Next >>

Sample Related Occupation Codes and Bright Outlook Occupations

Click the Next>> button.
The Occupations Skills tab will display.

@ More Notes — Occupations Tab

Bright Outlook Locally — An error message displays if there is no Bright Outlook Locally icon for a
selected occupation, and the last box is left blank. The icons for local Bright Outlook are
separately identified by Administrators in a specific Manage Bright Outlook Occupations table.
The icon will show on this screen, when those occupations related to the CIP code.

Optional Selection — An entry is not required on this screen, since some CIP codes may not display
possible occupations on this screen. However, if any Occupation Titles are displayed, an
occupations should be related.
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Search and Select Occupation Code — The displayed list is from occupations, related by the CIP
code in the General Info, tab, to this program. If other occupations apply, you can use the
standard Occupation Search tool to select the Occupation (the link at the bottom of the list).

Occupation Skills Tab

The Occupation Skills tab lets providers identify and select skills, based on a selection list that pertains to
O*NET occupation skills related to the course. The provider has the opportunity to attach a list of
occupational skills that will benefit the participant. These skills are derived from O*NET and they work in
much the same way as the O*NET skill sets work for employers seeking candidates or individuals wanting
to find jobs that are related to their background.

To select occupation skills for the program:
Click the Add new occupation program sKills link.

Scheduling Duration Locations External Cost Provider Performance Confirmation Review
Details i

General Registered Additional Curriculum Occupations Occupational Completion

Information Apprenticeship Details Skills Expectations
Selected Occupational Skills

Skill Description Select

|
Mo records found
[ Add new occupational ski!nﬁ{ Delete sel d ional skill(s) ]

-
Selected Occupational Skills for a Program
An Occupational Skills Selection Screen displays (as shown in the following figure).

Select a category from the Additional Skills drop-down.
Check the boxes for the appropriate skill in that category.

As needed, repeat the process until you have checked all skills applicable to the program.

Note:

When you select other categories and check the appropriate boxes, the checked skills in

each category stay in memory until you click Save or Cancel.

Add new occupational skill(s)

Select a category for
additional skills:

Entertainment & Media V

Construction
Education & Social Services

achieve special camera effects

achieve special lighting or sound effects

- P P L
adjust functioning of musical instrument compo, ,
|Manag,
|se Enpncenmns
advise member stations concerning programs DSSEN':E B Sales
|Skilled Trades
advise retail dealers in use of sales promotion td_'[ransc,rta'..on

apply make-up

assess script quality

audition performers

calculate headline size or count
choreagraph dance

collect details for stories or articles

compare musical pitch

ith specified pitch of tuning tool

O

DDDDDD'EEIDDDDI§

N Add new occupational skill{s)

Select a category for
asdditional skills:

Service & Sales

Skill Description

uf

| access media advertising services
secommodate requests of passengers

advise customer on substitution of parts

=it

e T ot

understand government alcoholic beverage senvice regulations

understand government haalth, hotel or food service regulations

understand government real estate sales regulations
uze barbering techniques
| use hair, cosmetic, of nail care Instruments

use industry terms of oncapts

wrap products

write advertising capy

| write sabes or informational speeche:

Occupational Skills Selection Screen (14 Categories) Program
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Click the Save button to save the list of all checked skills.
The tab is refreshed and displays all the selected occupational skills.

Scheduling Duration Llocations External  Cost Provider Performance Confirmation ~Review

Approvals Details Representative

General Registered  Additional  Curriculum  Occupations  geeypationat | Comaletion
Information  Apprenticeship Details Skills Expectations
Selected Occupational Skills

Skill Description Select

advise retail dealers in use of sales promotion techniques

apply make-up

cut or permanently wave hair

dress hairpieces according to instructions, samples or sketches
select desired make-up shades

shave facial hair

o o o o o o o

use hair, cosmetic, or nail care instruments

[ Add new occupational skill(s) | Delete selected occupational skill(s) ]

Exit Wizard

Program/Service Skills List

Note: Once skills are saved, if you click the link to Add new occupational skill(s), the 14-
category skills list is redisplayed. However, the saved skills do not display in the tab lists,
since they are already selected and saved.

Click the Next>> button.
The Completion Expectations tab will display.

@ More Notes — Occupation Skills Tab

Skills Categories: The Occupational Skills Selection Screen is a list of O*Net job skills (14 categories).
It is also used in by individuals and employers (for individual-to-job matching, by job skills).

Completion Expectations Tab

This tab lets providers define some common course parameters that identify expectations related to
completion of the program (such as program goals, credentialing body, projected wages).

B This tab and many fields on it are configurable (it is turned off for some sites). If all fields are Off, the tab will
not display. The listed fields, below are for the first of the three sample screens (displayed in the figure).

To complete the Completion Expectations tab:
Enter the appropriate information for each displayed field:

= Credit Earned Program: Click Yes if there is a defined number of credit earned.

= Number of Credits: If you clicked Yes to previous question, enter the number of credits the
participant earns by completing this program.

= Credit Earned Duration: Indicate if the credits are earned in a Semester or a Quarter
system.

= Program Goal: Select a type of completion goal from the drop-down.

If you select a credential document (such as a certificate, license, or degree), the next field
displayed is Credentialing Body.
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= Credentialing Body: Select a credentialing or accrediting body from those listed in the drop-
down.

Note: If none in the drop-down applies, select “Other”. An “Other” text-field may display, for
entry of the appropriate body/agency approving the credential.

Duration Locations External Cost Performance Confirmation Review

Approvals Details
General Apprenticeship Additional Oceupations Occupational Completion Scheduling
Information Details Skills Expectations
. : y @ Forhelp click the question| s puatos  loatios  fdend | o Puuter Peormance  Confemation  Review
+ Indicates required fields. = A fomer? =
. . Gneral Reatored Addition ot Oonmations Commational
Completion Expectations Information Acceenticene Detas Sty m
» inditates required fiefde
* Credit Earned Program: Yes ® No
i P
Number of Credits: 3.00 Credits Continuing Education e
Units (CEU):
* Credit Earned Duration: Semester ® Quarter
CEU Granting Institution: |
*Program Goal: Certificate M *Credit Eamed Program:  ® ves O o
L Number of Credits: Credi
" Credentialing Body: Other M " e
Credit Eamned Duration:  ® Semester L Quarter
P . -
Other: Frieda Training System Certificate Credentialing Body: [Nane Selected ~
Projected Hourly Wage $ 0.00 v
After Program Completion: ‘
Duration Locations External Cost Performance Confirmation Review
Minimum Expected $ 0.00 Approvals Details
Placement Wage: General Registered Additional  Occupations Ocupational | gompletion |~ Scheduling
i i Details Skills Expectations
Exit Wizard
+ Indicates required fields.
B Completion Expectations
Number of Credits: [ 7 Credns
* Credit Earned Duration: ® semester O Quarter

Completion Expectations Tab (Three Samples)

= Projected Hourly Wage: Enter a projected hourly wage that participant will receive, after
completion of this program, if they attain employment in a related field.

= Minimum Expected Placement Wage: Enter the minimum wage that is expected for
placement in a related position, after completion of this program.

When all data is entered, click the Next>> button.
The Scheduling tab will display.

Scheduling Tab

This tab is used to provide scheduling details about the course in three areas: Course Times, Reporting
Information, Mode of Delivery.

To complete the Scheduling tab:
Enter the appropriate information for each displayed field:
Course Times

= Class Time: Enter the total hours in class. (This may be configured as required or optional.)
= Lab Time: Enter the total hours in a lab session.
= Other Time: Enter the total hours for any other type of controlled session times.

Note: Enter all course time that applies (all hours for the course). Providers can break this
down with Lab Time, and Other Time, although these two fields are optional.

= Class Frequency: Select the frequency to indicate how often an individual can begin the
program.

Virtual OneStop — Provider Services User Guide 3-16 V19 - 11/2019



>

l 'Geographic;
gsgo!hu!:.lpnsm Provider User: Services for Providers

General Regittered Asditionsl Crricsbam Occupations Dccupationsl Completion
Information Apprenticeship [ skills Laptctateons

Seneduling

* Indicotes required fields, 1t h sectu
eD
Course Times
* Class Time: ,—I_'u Howrs.
Labs Time: [ 200 Howrs
Other Time: T Hows
“ Class Frequency: Sermes ter

Reporting Information
* Reporting Program Length ,—nﬂ. Hours

- Clock/Contact Hours:

* Reporting Program Length 72| Weeks
- Full-time Weeks:

* Reporting Frogram [10-pesson ™ Mode of Delivery is a
Format: | configurable field. It may
Mode of Delivery '

not display on your site.

Computer Based Instruction ‘

*Mode of Delivery: Broadeast

Scheduling Tab

Reporting Information
Each of the following fields is required for WIOA reporting.
= Program Length - Clock/Contact Hours: Enter the total times in the Course Time area.

Note: The hours will normally match with the total hours under Course Times above.
However, these hours are used in Federal Reporting. Course Time hours can meet
other state/local purposes.

= Program Length - Full-time Weeks: Enter the total number of weeks related to the hours.

Example: An associate’s program may take 4 semester at 18 weeks per semester, may be
a total of 72 full-time weeks.

= Program Format: From the drop-down, select the format in which the participant receives
the training (e.g., In Person, Online, or a Hybrid of the two).

Mode of Delivery
= Mode of Delivery: Check applicable boxes, if there is more than one delivery type.

Note: Mode of Delivery is configurable, and may not be displayed for your site. It may also
be configured to permit only one selection. The use of the “Program Format”
selection, may negate the need for Mode of Delivery fields.

When all data is entered, click the Next>> button.

The Duration tab will display.

Duration Tab

The Duration tab lets providers enter one or more durations for the program/course (e.g., a primary and
alternate duration). At least one duration, the primary duration, is required (when the site is configured to
required duration). If multiple durations are created, the times can be different for each duration record
(e.g., a part-time night or weekend course for three semesters, or a full-time, intensive summer course).

To create a Duration record:
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Click the Add Duration link. A separate box opens above the tab for entry of Duration fields.
Enter data in each field to definite the duration:

= Duration Title: Enter a title for a duration length of the program (e.g., 4-semester part time,
summer semester intensive).

= Primary Duration: Check the box for the primary duration of the program, if more than one
may apply (if only one duration is entered this check box is auto-selected).

= Duration #: Quantity/ number for the type of duration.

= Duration Type: Select the type from the drop-down (i.e., Hours, Months, Weeks, Semester).

= Schedule Intensity: Select Full-Time or Part-Time.

= Weekly Schedule: Enter the weekly schedule for the program courses which indicates the
week days (e.g., Monday - Friday, Mon-Tue—Thu).

= Classes Offered: Check boxes for how the program is offered/available for this duration (e.g.
Day, Night, Weekend, and/or Summer classes).

When all data is entered, click the Save button.
The Duration tab returns, with the record displayed in a Duration table.

1, Add Duration 1|

Net >

B * Duration Title: I Reqular Full-Time
Edu. Program: Itermediate Frig
Primary Duration:
Service ID: 118
CIP Code: 120401 * Duration: [ ]
oy s ] Duration Type: [semesters/Terms ] Ckatien 1
; 5 P8+ Schedule Intensity:  ® ful-Time O Part-Tame 1
Schodubng Demation Locatiom Exlerma Rcxiow
fepual * Weekly Schedule:  [11- ¢
* Classes Offered: ¥ Day [ weskend
a ) Nigt O S _—
=

Scheduling

Duration

Registered
Apprenticeship

Locations

Additional
Details

Curriculum

Cost
Details

External Provider

Approvals

Occupations

Occupational
Skills

Performance

Representative

Confirmation

Completion
Expectations

Review

Intensive

[ Add Duration ]

Duration Schedule Weekly Classes

Intensity Schedule Offered
Regular Full- Yes 4 Full-Time M-F Day Edit|
Time Semesters/Terms Delete
Summer No 16 Weeks Part-Time M - F (9:00 to Summer Edit |

5:30)

Exit Wizard

Duration Tab (for Multiple Duration Types)

Repeat the steps for other Duration records as necessary.
When all data is entered, click the Next>> button.

The Locations tab will display.
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Locations Tab

The Locations tab is used to indicate the provider’s locations that sponsor the program (i.e., which
locations offer this specific program). When multiple locations exist for provider institution, all active
locations are shown in the list. Multiple locations can be selected.

Check the boxes to select one or more locations where the program will be offered.

General Reqistered Additional Curriculum Occupations Occupational Completion
Information Apprenticeship Details Skills Expectations
Scheduling Duration Locations External Cost Provider Performance Confirmation Review

Approvals Details Representative

+ Indicates required fields.

@ For help click the question mark icon next to each section.

Location Name

Frieda - Auxiliary
Training Site

Frieda Brick &

Address

4520 W. Bridges Ave.
Memphis, TN 381388

1284 W. Nash Blvd

Billing Address Select
|
4520 W. Bridges Ave. (]

Memphis, TN 38188

1284 W. Nash Blvd (|

Bangs Memphis, TN 38188

Memphis, TN 38188

Location

Tab (for Multiple Locations)

When locations are selected, click the click Next>> button.
The External Approvals tab will display.

Note:

External Approvals Tab

Existing locations for the institution can also be added or edited from the Locations tab of
the Provider Profile. See the topic Add a Provider Location on page 3-39, for details.

The External Approvals tab may contains several fields or prompts for identifying information about state

approving agencies, department of education, community college or other approval data.

G This tab and multiple fields on it are configurable. If all fields are Off, the tab will not display on the wizard.
The listed fields, below, are for a sample configuration.

General Registered Asaitional Cumieulum o
Infurmaticn Apprenti mhip Dietaity Sills Fapes Lt
Scheduling  Duration  Loations Cost Provides & Fevew
Approval | Detalls eprewniame
« Indicates required fields. W For help click the question mark icon next fo each seclion.
oz
' State Approving Agency: [Board of € Barber Exami| V4G
State Approving Agency Status: |A|: proved |
* State Approving Agency Approval 0372172020 | (mm/ddfyyyy) [ Today wessee Board of ”="~J 3
Expiration Date: . University of Tennessee System
Southern Association of Colleges and Schools
* Other State Approving Agency Approved ) Yes Mo
Programs:
“ Dep of PP ® Yes O Mo
* Community College Chancellor's Office Yes ® Mo
roved:
Aep LS Statuses or Dates may be
N configured for other
Exit Wizard Approved fields on this tab.

To complete the External Approvals tab:

External Approvals Tab
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Enter the appropriate information for each displayed field:

= State Approving Agency: Select from the agency list (there may only be one selection).

= State Approving Agency Status: Select the status from the possible statuses for the
agency.

= State Approving Agency Expiration Date: Based on the response to the status, an
expiration date may be required. If so enter the date.

Answer any other required field, such as the following Yes/No fields:
= Other State Approving Agency Approved Programs
= Department of Education Approved

= Community College Chancellor’'s Office Approved

When all data is entered, click the Next>> button.
The Cost Details tab will display.

Cost Details Tab

Cost details are required for a standard program submitted for ETPL approval. The Cost Details tab is
used to indicate detailed costs of the program, through a standard cost structure for the total training
costs (which include Tuition/Fees, Books, Tools, and Other Costs).

To add the cost details for the program:
Click the Add Cost Structure link on the blank screen.

A screen displays for entering cost details.
Select a Cost Structure type from the drop-down (e.g., Total CRS Training Costs).

This displays fields in the Cost Details area (as shown below).

Cost Details

Note: $0.00 is permitted for cost fields in the Self Service Education Services cost details screen.

Amount Action

Cost Structure(s)

Please ensure that amounts entered are for costs of the primary duration, 3 Semesters/Terms.
No records found

[ Add Cost Structure | Cost Structure: Total CRS Training Costs|'

e — \¥
Total CRS Training Costs §|5 4,800.00

No records found

Tuition/Fee |5 4000.00
The privilege to add line items cannot be applied 4
Total Amount : $0.00 Books IS 500.00
Tools |s 300.00
The top line is a total of the OtherCosts  [5_000

fO”OWing fields. No entry is Tools needed by 2nd week.
o 5 0 Comments
possible in this field.

Adding Cost Details (via a Cost Structure)

Enter the cost/amount in each of the fields that apply.
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Note: Cost fields can be left as $0.00 because of cost variations, and edited for each enroliment
record. However, submitted costs should be for the primary duration identified in the
previous Duration tab. A
reminder of this shows at the

top of the screen.

Note: $0.00 is permitted for cost fields in the Self Service Education Services

Click Save. The Cost Details tab S
. . Cost Structure(s) Amount Action
redisplays, showing costs plus an
Action column (to Edit or Delete Total CRS Training Costs $4,800.00  Edit| Delete
COStS) ' Tuition/Fee $4,000.00
When all cost are entered correctly, click Books SRR
the Next>> button.
Tools $300.00
The Provider Representative tab will
displa: Other Costs $0.00
p y Comments Tools needed by 2nd week.
Total Amount of Cost Structures $4,800.00

[ Add Cost Structure ]
@ More Notes _ COSt Deta||s Tab No Cost Structures are currently available.
Line item(s) Amount Action
Required Cost Details: Cost details are
required for programs submitted for
ETPL apprOVaI (UnleSS |t iS a The privilege to add line items cannot be applied to Provider Users.
Registered Apprenticeship with no Total Amount : $4,800.00
technical instruction by another

provider).

No records found

Exit Wizard

Cost Structure Selections: There is
always one standard cost structure
available (Total CRS Training Costs).
Your site may display additional Cost Structures selections, if other cost structures have been
defined for your site (via a configurable Cost Structure look-up table used to add different cost
structures for training programs).

Line Iltem Cost Details: Provider users cannot create separate Line Item costs. The Line Item link is
only accessible to staff (who are assisting the provider).

For an example of another cost structure, or for details on adding Line Item Cost Details, see the
corresponding topic in the chapters for a staff user, Chapter 8, Assist a Provider — Managing
Programs.
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Provider Representative Tab

Like the External Approvals tab, the Provider Representative tab may contain several fields or prompts for
identifying information about an individual defined as the Provider Representative. This is someone
designated as the official person to contact, at the provider, specifically about this program.

B This tab and multiple fields on it are configurable. If all fields are Off, the tab will not display on the wizard.
The following fields are for an example screen. (In most sites, this tab does not show.)

* Application Signed Date:

General Registered Additional Curriculum Occupations Occupational Completion
Information Apprenticeship Details Skills Expectations
Scheduling  Duration  Locations External Cost Provider Performance Confirmation  Review
Approvals  Details  popecontaiive
# Indicates required fields. \é\ For help click th: gues!iﬂn mark icon next to each section.
First and Last Names may
rovider Representative : -
B / be the only required fields.
* First Name: IJay »
* Last Name: |Fr|eda
* Title: IDean of Programs

01/14/2018 | (mmy/dd/yyyy) [ Today

* Application Received Date: |02/24/2018 | (mm/dd/yyyy) [ Today

Additional Information:

Exit Wizard

External Approvals Tab

To complete the Provider Representative tab:
Enter the appropriate information for each displayed field, as appropriate:

First Name

Last Name

Title

Application Signed Date
Application Received Date
Additional Information

Note: If this tab exists, first and last name are normally required fields. For any customer
who only had a one name field (first and last in one field) for Provider Representative
prior to this E&T wizard, the full name entry was moved into Additional Information
during conversion.

When all data is entered, click the Next>> button.
The Performance tab will display.
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Performance Tab

The Performance tab is an important tab for recording the performance data for individuals enrolled in the
program (which is used in federal reporting). The tab is also used by staff as part of their review to
determine whether this program will be added to, or will continue to be included on the ETPL list. The
Performance tab lets you maintain the performance data for individuals who registered for the
program/course, and maintain statistical data on the success rate of the course.

Depending on your site’s configuration you will see: (A) an SSN Performance Data control (for entering data
specific to each enrolled individual, by their SSN), or (B) a Performance Year control (for entering aggregate
data for enrolled individuals, by the year).

Show Filter

SSN Performance Data

No SSN-Level performance data currently exists for this program. Click Add
to add data for specific indivdiuals (by SSN).

Performance Year

Select a Performance Year to view the associated performance data.
Click Add Performance Year to enter new perf: e data.

Performance Year: |N one Selected j

Add Performance Year
il
> L

For SSN, see below For Performance Year, see the next page

Each of the two methods for entering performance data are described in the following two subtopics.

SSN Performance Data (Adding Data per Enrolled Individual)

If no data has been added yet for any SSN, then only the Add SSN Record button will display. If some
data was added already, then you will see rows for each individual/SSN that was entered, and the Add
SSN Record button will display below the list.

P To add performance data (for an SSN):

1 Click the Add SSN Record button to display SSN Performance Detalils fields.

2 From the SSN Performance Details section, enter all applicable data for the most recent status
for one SSN.

Note: At minimum you must enter SSN, Start Date and Status. Depending on your entries,
certain statuses may not be selectable.

53N StartDate  Status ExitDate  Credentiol Employed 02 Employed 4  Action

""" 3456 03/01/2007 Completed  09/01/2017 Yes Yes Yes it Dedete

----- 4560 0I0N/207 Completed  08/01/2017 es Unknawn = SRS
SSN Performance Details

n s - *SSN: 528-92-3456
b *Start Date: 09/01/2017
2 *Status: Completed v |None Selected
- k nrolled
Exit Date: 03/01/2019 ‘Completed
Withdrew i
Credential: Yes ﬂ
Employed Q2: Yes ﬂ
An Exit Date must be earlier Employed Q4: Unknown V]
than the current date, and the
status must be beyond Enrolled.
ol iy
i

Entering Performance Data for a Specific SSN

3 Click the Save button. The list of SSNs will reload with the new entry included.
4  Repeats the process for each SSN, for each individual enrolled in the program.
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5 When all data is entered for each SSN, click the Next>> button.
The Confirmation tab will display.

Note: A separate left-navigation menu option for importing the SSN data through an Excel spreadsheet
is under consideration for a later enhancement.

Performance Year (Adding Aggregate Data)

If no aggregate data has been added yet for the performance year, you will start by creating a
Performance Year record for the data. When a new program is first added, this tab will be empty, except
for two controls:

= a Performance Year drop-down control
= an Add Performance Year button

P To add a performance year (and start entering details for the year):

1 Click the Add Performance Year button. This will load the drop-down with one or more years
(depending on a configuration in Admin).

2 Select the year from the Performance Year drop-down list.

Note: Staff may see options for current year, one year subsequent to current year, and up to 10 prior
performance years, for any historical data. (This is not determined by Admin settings.)

The Program Performance screen is initially empty. Once you select a Performance Year, the
screen updates to display two areas: WIOA Performance Details and Common Fields (the
Common Fields are is configurable — most sites do not include it).

Performance Year: |.JIJ' e

Please enter Program Performance information below. '
Overall Performance Measures
Edu. Program Information 4 r"aﬂicia&ntsi
Exiters:
Provider: Frieda Brick & Bangs
Completers:
Edu. Program: Itermediate Frieda Cosmetology Training
Awailable for Employment:
Service ID: 118
Completers in a Related Oocupation:
CIP Code: 120401
Awerage Wage at QX
- . . . Awerage Wage at O4:
# Indicates required fields. @ For help click the question mark icon nen.
Performance Year: [ Bl Exiters with Unsubsidized Employment at Q2:
“ n Exiters with Unsubsidized Employment an Q4
Add Performance Yea"g 7 Median Wage for Employed Completers at
a2
I [ ——
yﬂﬁlm‘\" Cradentiak
The Program Performance P —
Screen first displays two areas Participants: —
(with empty fields). ——
Completers:
L —_-__"‘—\-__‘_ P

Opening a Program Performance Screen for Aggregate Data Entry for a Specific Year

3 Enter data in the fields in each area, for the displayed Performance Year. This includes:

= Data for Overall Performance Measures
= Data for WIOA Performance Measures
= Any applicable data for Common Fields

Note: The Overall or WIOA Performance Measure fields are not required, since they may
not be known for a course, at the beginning of the program year. If you do not enter
data, a value of zero will be entered in the field, as shown in the following figure.

Keep in mind that performance data is not required but is critical to reliable WIOA
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certification. It must be verified by staff to be accurate. Therefore, sites are often
configured to limit the entry to staff, and only allow provider users the ability to view
the completion, employment, and performance rates. You may not have the ability to
edit this performance data.

Perf Year: (2017 hd == -
erformance Year: I ‘__\____‘—__d———"
WIOA Performance Details Panicipants: [ 0
Exiters: | 0
|~ Overall Performance Measures
[« ters: I o
Participants: | 100 '
Available for Employment: | 0
Exiters: 9
Comp in a Related Cccupation: | 0
Completers: | 98
Exiters with Unsubsidized Employment at Q2: [ 0
Available for Employment: 97
Exiters with Unsubsidized Ermployrment at Od: | o
Completers in a Related Occupation: EX] Median Wage for Employed WIOA 5 000
Average Wage at Q2: $ 6,000.00 CU'"{H% T
Ot e - i
Average Wage at Q4 $6,50000  Lanem| . .
Exiters with Unsubsidized Employment at Q2: 95 Method:
Exiters with Unsubsidized Employment at Q4: 94 z
Sl Attainment Rate: | 0%
Median Wage for Employed Completers at $ 6,100.00 Employment Retention fate: | rT
Q2
Provider Representative Name: [
Obtained Credential: 96 .
Provider Representative Trle: [
|~ WIOA Performance Measures Date Signed: 0101001 | (me/ddfnnn) T
o —— -
(% " /
Some additional fields on this

screen are configurable (e.g., those
in the Common Fields area).

Initial Entry of Program Performance Data

4  Click Save (once you have entered as much performance data as is currently known/gathered).

The Performance tab is redisplayed to include a WIOA Performance Summary above the areas
for the entered Overall Values, WIOA Values, and Common Fields.
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Geneedl Begtiered cupations Lxcupational Lompletion by
intoimation Apprenticeshin Detais Solby Expectation
Puration Losattens Lt ot Partormance Sontimation H You can Change values or
Aseovaty Dtals .
fields below the table, by
« Indicates required fields & For help cinck the queston mark gfbn next (o of . . .
e P clicking this button.
Perfermance Year: |2017 e Edit Data B
[ wioa Pertormance Summary B
Complotion Rate Credentialitate EmploymentRate EmploymeniRate  Employment Rate  Employment Rata Madian Wage i
Q2 After Exit 04 After Exit  (Available for Work)  (Availlable for Work)
Q2 After Exit 04 After Exit
WIOA HfA HjA Nja HA LY LT 0
|
Cverall bt 970% 26.9% 95.9% a7 96.5% $6,100
| r Wiadian Wage for Employed Completers | ey
B Overall Valees =
Participaris: Cllstained Cradential: =
st Z
Completers: o Participants: 0
Compieters in a Related Occupation: 53 Fters: 0
Completers 0
Average Wage at O 5600000
Completers in a Related Gccupation: 0
Average Wage st Ok $4.300.00 Exiters with Unsubsidized Employment at Q2 ]
Exiters with Unsubsidized Employment at O o Exiters with Unsubsidized Employment at Qd: o
g - ~ Median Wage fior Emplayed WICA [ % oon
Exsters with Unsubsidized Employment at Od: o Completers at Q2:
Median Wage for Employed Completers atQ2: $6,100.00 Obtained Credential )
Obtained Cr : 9
L —|
Methed:
LA / View Performance Data |
Exit Wizard

Program Tab with WIOA Performance Summary Table

This summary table lists rates used for review and for WIOA reporting — e.g., Completion Rate,
Credential Rate, and Employment Rate after Exit, for Quarter 2 and Quarter 4 (as shown above).

5
The Confirmation tab will display

When all data is entered, click the Next>> button.

Confirmation Tab — for WIOA Application Approval

The Confirmation tab is the last tab you will complete for a program, as the provider user. Itis used to
confirm the application’s submission for WIOA Approval by a staff member. The tab will display any
missing information in previous tabs that you still need to provider before you can confirm and submit the

program for staff approval.

This section contains a simple confirmation statement that you must read before you submit the program

for approval.
Note:

Red error messages display, if any required fields are incomplete on previous tabs. For example,

if the program is set as a Registered Apprenticeship, and you skipped to the Confirmation tab,
messages may display at the top of the tab (as shown below).

= Missing required data on Locations tab

» Missing required data on Cost Details tab

P To apply and confirm the program/course for staff review:

Select Yes, if you want to proceed and submit the data in previous tabs for WIOA approval.
Select No, if you only want to continue and save all data entered so far.
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General Registered Additional Occupations Occupational Completion Scheduling
Information Apprenticeship Details Skills Expectations
Duration Locations External Cost Performance Confirmation Review
Approvals Details
# Indicates required fields. @- For help click the question mark icon next to each section.

Edu. Program Application Confirmation

* Providers requesting approval or re-approval of a training program must agree to the statement below.

The Program Description and Program Costs | am Posting on the website are currently listed in my
catalog/brochure. The programs offered are available to the general public on a tuition basis.

| agree to complete the information required on the web site at the time of my approval request. This includes
the completion information of all students registered in the program for the last and current Program Year.

®) ves, | agree to the above statement. Please submit this educational program for WIOA Approval,
) Mo, do not submit this educational program for WIOA Approval at this time.

P Submit changes for Review and Approval.

This box is only enabled if changes have
been made after a review has occurred.

=,

Program/Course Confirmation Tab

Exit Wizard

Click the Next>> button. The Review tab displays (and the course is submitted for staff approval).

Notes: A notification message is sent to workforce staff to review the course (to either approve
or reject it). If No is selected, the course is only saved and included in Education
Services (depending on site configuration).

If Submit for ETPL Approval was not selected on the first, General Information tab, then
the Confirmation and Yes/No radio buttons will not display. There will only be a check
box to Submit Education Program for Review and Approval.
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Review Tab — Status and Staff Approval

The final tab of the E&T Program wizard is the Review tab, which is primarily for staff users. Provider
users cannot review and approve their

. . G{"ﬂﬂ Appeerticerhie Additionyl Docupations Qocupational Sheduling Duration
own programs. Staff will review the e B A
. Locations Ddemal Lost Brovider Berformance Lonfirmation Review
course and provide a status. However, e — —
you (or another provider user for your ’
institution) can view this tab to discover Provider:  Frieda Brick and Banks Program:  Intro to Cosmetolagy (for Thesire)
the Status Of any review (Who reviewed |t, | Program D: 30631 CIP Code: 120401 - Cosmetology/Cosmetalogist, Genersl
and when).
Staff will use the Review tab to adjust the = - L ' Faview Location
review status, as they review the Change  PendoaGstemset 5742019 WA azoe s view
program/course (e.g., recommend, <8 ™
approve Or I‘eject) ma E0 Approved/Tligible G/14/2019 G406 1472010 1254 Sau(h\\les:ernw:}m{orce iew
. ™ Development Board
You can click a View link (for each review L wosrerr 01 (@) |
or change record) and see details on the
review. Review Tah (with Staff Annroval & User Chanae

To View the Review Status (from the Review tab):

Click the View link in the Action column. A Review screen displays (in VIEW only mode).
Review data on the screen.

General Reqistered Additional Occupations Occupational Completion Scheduling
Information Apprenticeship Details Skills Expectations
Duration Locations External Cost Performance Confirmation Review
Approvals Details

@ For help click the question mark icon next to each section.

@ B Education Program Information

Status Subsequent Review Date Last Edit Date Review
Type Due Date Reviewed Location

Action

Provider:  Frieda Brick and Banks Program:  Intra to Casmetalogy {for Theatre)

Program ID: 30601 TIP Code: 120401 - Cosmetology/Cosmetalogist, General

Pending (system- 9/14/2019 MN/A 91472018 1217 N/A -
sat only) PM You are in VIEW mode.
Raview Type: ITA
Records Per Page |1‘:J . Eligibility Type: Initial
Status: Pending (system-set only)

Subsequent Review Due Date: 5/14/2019

Date Reviewed:

As soon as staff reviews the application, any status change (and a
Review Location) is indicated.

091472018
If staff approves the program, the status will show as “Approved/ '
Eligible” with a WIOA icon.

09/1472018

Return to Previous Page

Review Tab (at end of initial Submission)

When done, click the Review to Previous Page button.
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Editing a Program (via the Edit link and E&T tabs)

When you click the Edit link for a program, from the Action column of the E&T Programs List, it will open
the same Program wizard and the related tabs that were first displayed in adding the program (as shown in
the following figure). You can click on the links to move to any tab, make edits on the tab, and then

confirm your edits, in the same way that you did for initial creation of the program.

Frieda Brick 8 Bangs
Show Filter Options

Program Name

Ancient Studies & Cultural Cosmetics
PS - Approved Provider Training - ITA

Cosmetclogy Training (Beginning)
PS - Approved Provider Training - ITA
LY sreEN JoB Training

Cosmetalogy Training (Intermediate)
PS - Approved Provider Training - ITA

LY IGILLL sReEN JOB Training

Hairsyles and Trends
PS - Approved Provider Training - ITA

Sr. Accounting - Cosmetology
PS - Approved Provider Training - ITA

[WIOR] Registered Apprenticeship

Education and Training Programs

Program Description Changes Active Review Status Action
Submitted
An intro course to western & global cultures, as topics in art history & (v] In Progress Edit
geography, focused on relationships to hair/cosmetic changes. Deactivate
A program that prepares individuals to cut trim & style scalp/facial & [v] (v] Approvedy/Eligible Edit ,
body hair, apply some cosmetics perform manicures, and massage the eacliy
head and scalp.
A program that prepares individuals to cut/trim . . Eligife Edit
body hair, apply cosmetics, perform manicures, @ opens the PrOgram wizard Deactivate
head/scalp & practice as a licensed cosmetologll tO the General Info. tab.
A intro course on Westarn & global hair styles, cultural influences, and & Pending (system-set only) Edit
trends. Deactivate
An integrated course in accounting and business management to (v} Registration Verified Edit
prepare individuals Salon financial and manager roles. Deactivate
M 4 page [1]v] of 1 b M Rows |10 [v|

» To Edit a Program:

The Education and Training Programs List (to edit programs)

Click the Edit link from the action column.

The wizard opens to the General Information tab.

Select the tab that requires edits.

Use the controls to edit or add to information for that tab.

Click the Next>> button to save any changes for the tab.

When all additions or edits are made, click on the Confirmation tab.
Check the box Submit for Review and Approval, if you want to save all changes and have staff

approve them.

Note: If you want to save change, but not submit them yet (e.g., you may have more to make),
do not check this box. If a review is pending, the box will be disabled.

Click the Next>> button to save all changes and move to the Review tab.

Click the Finish button to return to the E&T Programs List.

Note: For more details on editing any specific section, see the previous topics for each tab related to
Adding a program. You can see a brief description, and links to each tab and topic, from the
Table 3-1 Tabs of the E&T Program Wizard, introduced on page 3-4.
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Program Reapplication Confirmation

When a staff member approves a program for ETPL eligibility (on staff’s edit screen from the Review tab),
it will display to you (and other provider users) with a WIOA icon. The icon displays on the
Education and Training Programs list (under the program name).

Staff’s approval also includes a Subsequent Review Due d (which is normally one year from staff’s intial
ai i roval date). When the program nears that date (e.g., within 30 days of the date) you will see the

NN icon dieplayed
next o he T con

There may or may not be Program Name Changes Active Review Status

additional changes to

. . Cosmetology Training A program that prepares individuals to cut trim & style (] &  Approved/Eligible Edit
descrl ptlons for the (Beginning) scalp/facial & body hair, apply some cosmetics perform Deactivate
program as part Of PS - Approved Provider Training manicures, and massage the head 2nd scalp.

i)
. . . - ITA
renewing the application (Y e 508 Tsiing
for anOther year Cosmetology Training A program that prepares individuals ta cut/trim/style scalp, facial &  Approved/Eligible Edit
However the prOV|der (Intermediate) & body hair, apply cosmetics, perform manicures/pedicures, Deacliflia
’ PS - Approved Provider Training massage head/scalp & practice as z licensed cosmetologist @

must review their i
information, make any [WWGREEN JOB Training ]
updates to be current

(e.g., new performance
data), and then confirm

and resubmit the program. Sample Program Due for WI The Education and Training
It will follow the same Programs List (to edit programs)

process and the original

review.

A staff member will need to review the program and reapprove it, once it is resubmitted.

P To Submit a Program for Reapplication:

Identify that the program has a [gl=\gd status (on the Education and Training Programs list).
Click the Edit link from the action column.
The wizard opens to the General Information tab.

Select the tabs that requires edits (as indicated in the previous topic for editing).
Use the controls to edit or add to information for necessary tab.

When all additions or edits are made, click on the Confirmation tab.

Check the box to “Submit Changes for Review and Approval.

Click the Next>> button to save all changes and move to the Review tab.
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View Demand Occupations

Another menu option for provider reps is Demand Occupations. Selecting this option shows a list of all
occupations defined in the provider’s state (or local regions) as In Demand for the Provider Services
system (also referred to as Bright Outlook occupations). This display indicates the specific O*NET
occupational code for the demand occupation and the O*NET occupational title.

B Services for Providers

Manage Institution
Programs

Demand Occupaticns

View Reports Below is a list of occupations considered to be in bright outlook.

North Carolina

Manage Proy Locations External Cost Provider Performance Confirmation Review
To sort on any column, click a column title. Approvals Details Representative
Manage Proy. R Occupation Title General Aporenticeship Additional Occupations Occupational Scheduling Duration
Profile Information Details Skills
Code

Education Se| 13001100  Accountants and Auditors Education Program Information

13201101 Accountants Provider:  Frieda Brick and Banks Prog : Sr.A ing - C tolog;

Program ID: 306380 CIP Code: 520305-A ing & Busii

13201102 Auditors

Related and Selected Occupations
13203100  Budget Analysts

Occupation Title Provider's Alternate Occupation CIP Select

13204100  Credit Analysts

Title Code u
B Related

13208100  Tax Examiners and Collectors, and Revenue Agents

11303102 Financial Managers, Branch or Department (] 1
13208200  Tax Preparers
13209904  Fraud Examiners, Investigators and Analysts 13201100 Accountants and Auditars * o
43301100  Bill and Account Collectors 13201101 Accountants # Fcounting (Cosmetology Emphas (v M
42302100 Billing and Posting Clerks 13201102 Auditors = & © 0
43302101 Statement Clerks N

13205100 Financial Analysts - (V] O
43302102 Billing, Cost, and Rate Clerks

| & | # GrEEN occuPATIONS
43303100  Bookkeeping, Accounting, and Auditing Clerks If any selected occupation is not noted as in local bright outlook above, provide evidence that it is in
demand.

Recent applications for increasing work related to accounting. suggest his program may increase in demand.

Records per page: |25 ﬂ e

Sample List of Demand Occupations The Education and Training Programs List (to edit programs)

This information can be valuable to providers when they attempt to research and create courses and
programs that have inherent benefits in the workplace. When occupations are selected as part of
creating/adding a program, any selectable occupations that are also associated with a program’s CIP
code, will show in this list. You can use the list to identify any occupations that are In Demand or Bright
Outlook, and should be associated with the program.

Note: This list is controlled in the Administrative side of the system, specifically by administrators in
charge of the CRS Program Administration parameters. Those administrators must coordinate
with the Labor Market Information specialists to ensure that the most recent state trends in job
opportunities are reflected in the Labor Market Services and the Provider Services modules.
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View Reports (for Provider Users)

View Reports for provider users contains three different report categories: Institution Detail, Program
(which enables selection criteria for both Program Summary and Program Detail types) as well as

Program reports),
Click the View Reports link to begin selecting and generating the desired reports.

View Provider Reports: ‘

e Institution Detail BT G
Location

» Program
J%j State: INone Selected ﬂ

Active Status: ® pactive O Inactive O All

Application Status: INone Selected |V

Select the type of |None Selected ﬂ
Programs Report:

Provider

The Program report for the
Provider Rep can be a Summary
or a Detail report. The Provider
Rep can only see reported courses
for their own Provider Institution.

Report Type: ® summary
O detail

Provider Report, Program Selection

Institution Detail Reports

Institution Detail reports contain a summary of information on the provider, such as addresses, contact
name, telephone, email, and web address. This information is derived from the provider’s initial profile
and registration information. The report can be saved in two formats: Excel and Comma Separated Value
(CSV), orit can be printed. The following is an example of this report.
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09/15/2018 6:14:17 PM
Frieda Brick & Bangs -
Eligible Training Provider Contact Reports (CRS) Detail

Provider: Frieda Brick & Bangs

Address1: 1284 W. Nash Blvd.

Address2:

City,State Zip: Memphis, TN 38188

Contact Name: Title:

Telephone: Ext: Fax:

Email:

Web Address:

Institution Age: 13 Provides Disabled Access: ¥
Institution Type: Private Business and Technical Schools Owner: Private for profit institution
Other funding: N/A

Description of Institution:

Excel = €SV [ Print

Change Report Search Criteria

Return to View Provider Reports

Institution Detail Reports

Program Summary Reports

The Program Summary reports accurately describe the information that providers can access. Users will
retrieve a table of all courses, showing information such as CIP Codes; date entered; program title; and
review date, description and status. The following is an example of this report.

09/16/2018 4:35:56 PM - i —
Caldwell Community College & Technical Institute - Caldwel! ™ “Caldwell Community College & Technleal Instinute Cakdwell €€

Progra
Caldwell Community College & Technical Institute - Caldwell CC
Program Title: Accounting - A25100
Code: 520302
Date Entered: 08/01/2018
Review Date: 09/15/2018
Review Description: CONVERSION
Review Status: Eligible

Caldwell Community College & Technical Institute - Caldwell CC
Program Title: Associate Degree Nursing (Integrated) - A45110
Code: 513801

Date Entered: 08/01/2013

Review Date: 08/21/2017

Review Description: CONVERSION

Review Status: Eligible

(Caldwell Community College & Technical Institute - Caldwell CC
Program Title: Associate in Arts (A10100)

Code: 500701

Date Entered: 02/27/2018

Review Date: 02/27/2018

Review Description:

Review Status: Eligible

Caldwell Community College & Technical Institute - Caldwell CC
Program Title: Associate in General Education - A10300

Code: 240102

Date Entered:

Review Date:

Review Description:

Review Status:

\

m Summary

Last Edit: 09/15/2018

Last Edit: 08/21/2018

Last Edit: 02/27/2018

Last Edit: 02/27/2018

Program Tithe: Assooste Degree Nursing [Integrated) - A45110
Code: 312801

Date Entered: D8/01/2013

Review Date: 02212007

Review Description: CONVERSION

Review Status: Higible

Caldwell Community College & Technical Institute - Caldwell CC
Prageam Title: Culinary Technolagy - AS5150

Code: 120503

Diate Entered: 02/01/20013

Review Date: 06/1572018

Review Deseriptian: CONVERZION

Review Status: Not Reviewed

Caldwell Communiry College & Technical Instinute - Caldwell CC
Prograem Tithe: Earty Childhood Education - A552204

Cnde: 131210

Date Entered: (2/01/2013

Review Dates 06/15/2018

Review Description:

Review Status: Ehgible

Caldwell Community College & Technical Institute - Caldwell CC
Program Tithe: Prasmacy Tech - Certificate

Code: 510803

Diate Entered: 06/24/ 2018

Review Date: 06152018

Review Description:

Review Status: Not Reviewed

Caldwell Community College & Technisal Imstitute - Caldwell CC
Program Tithe: Prisbatomy - Continung Ed

Code: 511006

Date Entered: 03/22/2016

Review Date: 06/07/2007

Review Description:

Review Status: Eigible

Last Edit: 08/21/2018

Laven Eefit: 067242016

Last Edit: 06/24/2016

Last Eddit: 08/ 18/2017

Last Edlit= 06/07/2017

) Bxcel  CSV 2 Prin

Change Repert Search Criteria

Program Summary Report
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Program Detail Reports

Program Detail reports contain additional information about each course the provider offers. The
information can include the Program Title, CIP Code, CIP Title, WIOA approval status, Completion Level,
Program Description, Date of implementation, Costs, Class Length, Class Minimum and Maximum Sizes,
Number of Instructors, Class Frequency, Training Instructors Qualification Description, Minimum Entry
Level Requirements, and Necessary Equipment. Much of this information is derived from the course
description section that a provider completes. The following is an example of this report.

Frieda Brick & Bangs -
Program Detail

e soalp, facial & body hair, apoly cosmetics, perform ma Frieda Brick & Bangs -

Date Implemente Class Length:

Other Time: Tuition Cost: $10950
Additional Costs: §1450
Class Size Minimum: 3 Class Size Maximum: 17

usls 10 ot im & style scalpfacial & body har, apoly some
- adsape (he hesd and scaip
Class Frequency: Semaster

Class Lemgthe

Other Time: Tusitiom Cos: $2000

Class Size Mawimums 12

Minimum Entry Lewel Requinements Deseription:
3 years of axperiance, 1y8ars at Fried nstitale, and 3 montns of class taaching-raining

Class Frequency: Semester

Equipment Used Description: icription:
Clippers, shears, scissors, curbrs, dyes, coloring chemicals, deyers, heal irons

ewl Reqquitemnents D siption:

#ace. 1 ywar # Friwds insliule, and 3 monlhs vesr of class leaching

Frieda Brick & Bangs

Lauipment Used Description:
Cippers, Shesrs, SCissors, Criers, dyes, colorng chemicsts, dryers. hest rons

Completion Level Frieda Brick & Hangs
Pragram Deseription:

A program hat preares ndnviduals fo cubtnmist
COEMERs, parfonm Mankures/pedkuner. Mmas
cosmetologist

aiiscalp & pracioe a3 3 hoenzed

Date Implemented: 03/21/20
Other Time:
Additlonal Costs: $1450
Class Size Minimum:

17 Class Length:

Tuition Cost: $10950

nai atyles, cutoral miuences. and long-berm trends in

Class Size Maximum: 12 Class Lengths

Tusithon Cost: $£000

Class Size Maximums 10

Class Frequery: Semaite

Minimum Entry Level Requirements Description:
3 years of axperiance, 1y8ars at Fried nstitale, and 3 montns of class taaching-raining

Minienisen Entey Level Reguirements Description:
k o2 Diploma of GED

Lnaiin
Equipment Used Drscription:

Program Detail Report
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Manage Provider Profile

The Manage Provider Profile menu option lets a provider user review and change some of the basic
details for the institution. This includes provider details created at the time of initial registration (e.g., city,
ZIP, address), as well as CRS provider details that are publically displayed through education services
(e.g., institution type, accrediting body, financial aid available). These display on the General Tab. The
provider user can also change information on other tabs of the Provider Profile, such as provider
locations, provider contacts, and documents a provider user can attach (for staff concerns/review).

B Services for Providers

Manage Provider Ploﬂle@
|

Manage Provider User
Profile

Manage Institution
Programs

Menu Selection to Manage Provider Profile

General Tab Information

General data and CRS data are displayed in two sections on the top and bottom of the General tab (this
tab displays as the first tab of the Provider Profile). Each section has a Details link below it, to access the
section an edit data. Provider users can select fields, and delete or edit the entries.

Note: The tab also includes a middle section, Provider Type Details, that defines types of programs and
services the provider can be associated with. Only staff can set/change the Provider Types).

P To Manage Provider Institution Details:

1 Select Manage Providers » Manage a Provider Profile (from the left navigation menu).
This opens the Provider Profile and displays the General tab, in view mode (shown below).

U ——

Provider: Frieda Brick & Bangs Institute

CRS Provider Details

Provider Details

Institution Type: Cosmetology/Barber Training Provider
Status: Active
N Institution Ownership: Private for-profit institution
LWIA Region: State
Linked Employer: N/A Type of Entity:
Vendar 1D NE13 Years in Business: 8
Provider Name 1: Frieda Brick & Bangs Institute Disabled Access: Yes
Provider Mame 2: ADA Compliant: Yes
Address 1: 1268 W. Rabeigh Bhd Source of Funding:
Address 2: Institution Description: please provide description for Frieda Brick & Bangs Institute
City: Raleigh Registered Apprenticeship Provider:
State: NC Main Telephone Number: 919-833-1236
Zip: e Main Email Address:
URL: Community College: No
Type of Business: Post-Secondary Educational Institution - Private Accreditation: Yes
L’;:;’:’;’:“;‘;’r;‘:‘;‘“::i::i“d Accrediting Body: Accrediting Council for Accrediting Association of Bible Colleges
_institution: /- - Career Assessment Available: No
s o ""/ / Career Counseling Available: Yes
Mailing $ta.. e Job Placement Assistance Available: Yes
Mailing Zip Code: 27601
Mailing Attention: Registration Office Tutorial Services Available: Yes
ESL Courses Available: No
[ Edlit Provider il
On-site Child Care Available: No
Provider Type Details State Approving Agency v
es
Exemption Certificate on File:
State Approving Agency Yes
PS - Work Experience Receipt Letter on File:
Financial Aid Available: Yes

FS - Approved Provider Training - ITA
Eligible Provider of Youth
Workforce Investment Activities:

Transportation
[ Edit CRS Provider Details ]

PS - Eduuratinm sned Emsinina froarams

PS -0

e

Provider Institution’s Profile (View Mode on General Tab)
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2 Click the Edit Profile Details link at the bottom of the Provider Details section.

This opens the provider record in editing mode, for the Provider Information, Billing Address, and
Mailing Address sections (as shown below).

3 Make any necessary edit for the displayed information.
4  Click the Save button (at the bottom of the screen).
The data is saved and the General tab of Provider Profile is redisplayed.

Provider Information

Provider ID: 19
* Status: Actrve Inactrve

*LWIA Reglon:

Snate
Linked Emplayer: I I 1

Vendor ID: NC13

" FEID/SSM: 328971854

" Provider Name 1: Frieca Brick & Bangs Institute
Provider Nama 2:

“ Address 1:

Type of Business:

[[Pomtse - Private ]
* iz provider is an ves Q) No
)h{\“‘ H'\f ‘-"\-f p—

Mailing Address Information

Populte the Maing Address from: provsers sais Adseess | Erovsters Bateg sadren
" Mailing Address 1:

Mailing Address 2:
* Mailing City: Raleigh
" Mailing State:
* Mailing Zip:

* Mailing Attention:

Provider Information (Edit Mode)

Note: Some fields, such as Vendor ID, or FEID, are not editable for managing after provider
registration. Other fields, such as Active/lnactive, and LWIA Region (at top of screen) are only
editable by staff.

» To Manage Provider CRS Data:

1 Select Manage Providers » Manage a Provider Profile (from the left navigation menu).

This opens the Provider Profile and displays the General tab, in view mode (shown on previous
page).
2 Click the Edit CRS Provider Details link at the bottom of the Provider Details section.

This opens the Consumer Reporting System (CRS) provider record in editing mode, and displays
various provider fields related to CRS data.

CRS data is data which individuals or employer may be able to view via their Education options.

Note: CRS data is data that individuals or employers may be able to view via their Education
options.
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CRS Provider Information

Institution Name: Frieda Brick & Bangs Institute

“Institution Type: | Cosmetology/Barber Training Provider - |

Institution Ownership: | Private for-profit institution '|

“Type of Entity: | None Selected - |
Years in Business:

Disabled Access: @® Yes Q No

ADA Compliant: ® Yes O No

Source of Funding:

Institution Description: please provide description for Frieda Brick & Bangs

Institute

(2000 characters max.)

Main Email Address:

*Main Telephone Number: . .
TTD/TTY Telephone Number: I:I . I:I - I:I

Is this a Community College? Q Yes @ No
* Accreditation ® Yes O No
Accrediting Body: | Accrediting Coundil for Accrediting Assodiation of BarberColleges -|
Career Assessment Available Q Yes @ No
Career Counseling Available ® Yes O No
Job Placement Assistance Available @® ves Q No
Tutorial Services Available @® Yes O No
ESL Courses Available Q Yes @ No
On-site Child Care Available Q Yes @ No

* State Approving Agency Exemption Certificate on File @ Yes (O No

* State Approving Agency Receipt Letter on File ® Yes O No
Financial Aid Available ® Yes O No
Eligible ider of Youth Worldorce | Q Yes O No
Activities:

Registered Apprenticeship Provider: Q Yes O No

Provider Review Status

This provider has not been reviewed

Provider Approval is Required Prior to Program Approval

Review Date: Today (mm/dd/yyyy)

*Review Status: Pending Review

=

] | Today (mm/dd/yyyy)

@ Cancel

CRS Provider Information (Edit Mode)

State Review Date:

3 Make all necessary edits/changes for the fields in the information in the CRS Provider
Information area.

4  Click the Save button (at the bottom of the screen).
The data is saved and the General tab of Provider Profile is redisplayed.

Note: If you see a Provider Review Status section, at the bottom of the screen (as shown above), this
indicates that staff has both activated the provider institution, and associated a provider type
(under Provider Type Details) which requires this review status. For example, a provider type
“PS- Approved Provider Training — ITA” will display this area. You will need to enter the Review
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Date and Review Status before you can enter programs for your provider and have the programs
approved. However, the approval of these entries is not required to save the data in the CRS
Provider Information area, until after programs are entered.

Provider Locations

The Locations tab allows provider users to create and review the institution location details. This
information is crucial to provider user and program creation because each provider user must be
associated with a location, and programs are linked to a specific location from the Locations tab in the
Program wizard. The following figure displays a sample Locations tab.

You can add locations, edit them, or add existing contacts to locations, depending on your privileges as a
Provider Users. From the Locations tab, you can:

Filter the locations shown for active or inactive locations.
Click the Add Location button to enter required and optional location data in a detailed Provider
Location screen. For details, see the topic “Adding an Provider Location” on the next page.

General Contads Documents

Provider: Frieda Brick & Bangs Institute
Status:

Provider's Location Details

Fried Brick & Bangs (Durham Annex) 1011 Durham Ave. Paula Frieda Active Edit
Raleigh NC 27621 Contacts

23 Frieda Brick & Bangs Institute 1268 W. Raleigh Blvd  None Listed Active Edit
Raleigh NC 27601 Contacts

Add Location

Locations Tab

Click the Edit link (in the Action column) to display the same Provider Location screen for viewing and
making changes to the existing location information. For details, refer to the “Editing Employer
Locations” topic that follows.

Click the Contacts link (in the Action column) to access the existing Contacts and select them or
deselect the as contact for association to the location.

Edit Provider Locations

By clicking the Edit link for a desired location, you can modify details about the site, including the existing
provider name and address, billing address, and mailing address, as well as whether the location is active
or inactive. The following figure displays a partial sample Edit Location screen:
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Provider Location Information

Location ID: 29
" Status: ® Active O Inactive
“Vendor ID: [ Populate with Provider's Vendor ID ]
“Location Name 1: | Fried Brick & Bangs (Durham Ant

Location Name 2: |

"Address 1: | 1011 Durham Ave. |
Address 2: | |
“City: | Raleigh | —r
silling City: rRa\Eigh

State: North Carolina -
. Billing State: North Carolina -
Zip: 27621

URL: | | *Billing Zip: 27621

Create User: Frieda, Jay[3283] * Attention: Durham Billing |
Create Date: 08/08/2014

Edit User: Frieda, Jay[3283 TH .

it User. rieda. Jayl3283] Mailing Address Information

Edit Date: 08/14/2014

Populate the Mailing Address from: Above Address | Above Billing Address
Billing Address Information Provider's Main Address | Provider's Billing Address | Provider’s Mailing Address

*Mailing Address 1:

1011 Durham Ave.

Populate the Billing Address from:

Above Address | Provider's Main Adaress | Broviders filling Address Mailing Address 2: | |
*Billing Address 1: | 1011 Durham Ave. |
*Mailing City: | Raleigh |
Billing Adrrass 2- [

" Mailing State: North Carolina -
*Mailing Zip: 27621

*Mailing Attention:

| Peggy in Mailroom |

@ Cancel

Edit Provider Location Screen

Note: By deactivating a location, you also deactivate contacts associated with that site. When/if you re-
activate the location, you will also have to re-activate the desired contact(s) at that location.

Add a Provider Location

If a registered provider offers programs/services at more than one site, you can record additional location
information by clicking the Add Location button at the bottom of the Locations tab.

The screen displays the same three sections as shown above for editing an existing location, except that
all fields are initially blank.

Complete all required items on this screen, and click Save.
You can modify this information at any time.

Note: if you are changing or entering a new address, entering the zip code first will automatically
populate the city and state.

You must specify a billing and mailing address for the site, but you can use links to copy these
form an address already entered. However, you must enter an “Attention” titte manually in each.
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Provider Contacts

The Contacts tab allows provider reps to create and review contact persons at each provider location.
They can identify several possible contact persons for one or more locations. The following figure
displays a sample Contacts tab.

From the Contacts tab you can:

Use the Contact/Users list to display contacts/users associated with all locations or with a specific
location (as shown in the figure that follows).

Gene[al Locaﬂons Usem

Provider: Frieda Bricks & Bangs

Location Status:

A location must be selected

Display contacts associated with the selected location of: before the contact is added.

Any Location - |

Any Location
FRIEDA BRICK & BANGS (DURHAM ANNEX) - 1268 W. Raleign Blvd. Raleigh NC 27601
Provider's Contact Details FRIEDA BRICKS & BANGS - 1011 Durham Ave. Raleigh NC 27621

2722 Jorge Frieda T — 703-123-2342 Active Edit
Locations

| 4

2723 Paula Frieda s b & fangs 703-121-3112 %33 Active Edit

- Administrative
Locations
Add Contact

Contacts Tab

From the Contacts tab, (depending on your employer permission) you can also:

Display contacts associate with Active, or Inactive locations.

Display contacts associated with all locations or with a specific location (either active or inactive).

Click the Add Contact button to display the Provider Contact form and enter required and optional
contact data. For details, see the “Adding a Provider Contact” topic.

Click the Edit link (in the Action column) to display all Provider Contact for form to view or make
changes to existing contact information.

Click the Locations link (in the Action column) to access the existing location(s) for the contact and
select or deselect the locations for association to the contact.

Edit Provider Contacts

By clicking the Edit link for a desired contact person, you can modify details about this person, including
the following:

Contact Information such as Name, Contact Title, Phone, Fax, and Status (active or inactive)
Associated Locations (including the contact type at each location)

Email address

Other non-modifiable Information (includes create/edit dates for this contact)
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The following figure displays a sample Edit Contact screen:

Contact Information E-mail Address
Primary E-mail: e 0
*Status: @ active O Inactve jfrieda@geosolinc.com
Middle: l:l Resend E-mail Confirmation Notice
[ ] secondary [ oessogmicom |
) E-mail:
Contact Titke: Gurham Annex Course Admin
. Confirm | jayfrieda@gmail.com |
E-mail Address:
Foe I
Read Our Email Security Policy
Selected Location ID Location Name Location Address Contact Type
Notes (2,000 characters
23 Frieda Brick & Bangs Institute 1266 W. Raleigh Blvd max)
Raleigh. NC 27801 Some HTML tags such as embedded videos are not allowed in this text box and will not be saved.
L 29 Fried Brick & Bangs (Durham Annex) 1011 Durham Ave,
Raleigh. NC 27621 BIUTZEK=z=a3=S s|=ZQm
Formal - | Font - | Sie - A- B - ® e

E-mail Address
Primary E-mail:

Jorge can answer questions specifically related to Spanish instrduction in classes that are offered

jfrieda@geosaline.com

instructions

introduction

[Clear Text | al

Identify the appropriate contact ignore

type for each location you select @ .
Cancel

Edit Contact and Change Contact Type Screen

Edit the contact information as appropriate and select Save. The Contacts tab will redisplay with your
changes.

Note: To deactivate the selected contact person, click the Inactive button and click Save. You may re-
activate this contact person at any time simply by clicking the Active button and clicking Save.

The email address includes an email confirmation link. Click the link to confirm that the email

exists and was typed into the fields correctly. If the email provider is misspelled it may appear
as shown below, with Hotmail misspelled.

E-mail Address

Primary E-mail: Ipfrleda@hatmail.com

The email address is invalid. It is not associated with an email provider.

Add a Provider Contact User

When you create a provider location, the system includes links for you to record information for one or
more contact persons at that location.

You can record these contacts by clicking the Add Contact button at the bottom of the page to create the

contact, but you must first have a location selected from the Message from webpage X
drop-down at the top of the page.

If a location is not selected when you click the Add Contact L e ot i betoreyou comtrae
button, a pop-up will display.

The following figure displays a sample Add Contact screen,

which include fields to definite the following:

Contact Information such as Name, Contact Title, Phone, Fax, and Status (active or inactive)
Associated Locations (including the contact type at each location)
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Email address
Other non-modifiable Information (includes create/edit dates for this contact)

Contact Information

“ Status: @ Active O Inactive
Middla: I:I
nd E-mail Confirmation Noti
e E—
e E— | |
E-mail:
e e N Y Y | |
) ¥
OO O s A
Selected | Location ID Lecation Name Location Address Contact Type r il sity Poli
Notes (2.000 characters
FE| Friada Brick & Bangs Institute 1268 W. Raleigh Blvd Administrative = || mag
i 2
L MLSHEY) Seme HTML tags such a3 embedded videos are not allowed in this text box and will not be saved.
= 29 Fried Brick & Bangs (Durham Annex) 1011 Durham Ave,
Raleigh, NC 27621 BI UL 248  =:==0m
Format - | Fost - | Sos - A- W - o 9
ddress
g N anses

Primaryemail: | isicda@geossline.com

I Clear Text | Remowe All Formatting |
Select at least one location or

the record will not save. @

Add Contact Screen

In order to successfully save this new contact record, you must associate this person with a particular
location. To associate the contact with an existing location, click the checkbox that corresponds to that
location in the Selected column. One contact can be associated with multiple locations.

After entering the contact information, click the Save button. The Contacts tab will redisplay with your
added contact displaying.

Virtual OneStop — Provider Services User Guide 3-42 V19 - 11/2019



>

Geographic
.V Solgtigns‘*’

geographicsolutions.com

Provider User: Services for Providers

Manage Provider User Profile

The Manage Provider User Profile menu option lets provider users review and edit their own contact

information as well as the login security for accessing the system.

This information is presented in a screen with four sections. Provider reps can only make changes on

this screen through two of the areas (as indicated below):

Login Information: The provider user can change their security question and response, and they

can change their password. Their User Name cannot be changed after registration.

The link to change the password opens a separate dialog box. It will require their current
password, and new password entered and confirmed. Blue text will indicate requirements.

Organization Information: This section is only for informational purposes. Once a provider
institution is created and activated, any items in this area that need to be changed must be

changed by an appropriate staff member.

Contact Information: The provider user can change any of their basic contact information from this
area, including name address and phone information. However, they must use the Manager
Provider Profile option, if they want to make changes that are associated with their Provider
Institution. For example, to change the provider location with which they are associated as a
contact, they must change this using the Location tab of the Provider Profile (as described within

the previous topic, Manage Provider Profile starting on page 3-35.

B services for Praviders

Manage Provider Profile

Manage Provider User

Login Information

Profile
Manage Institug Registration Date: TA5/2014 1901 PM
Programs
User Name: GSIFRIEDARERP1 284
Demand Occupations B .
Password: s’ ber 1o chan o Contact Information
View Reports N
Security Question : | What is your mather's maiden name? - ] This

Education Services to e

and,

" Security Question mam Enter your answe,

Response: you chose above,

Praferrad Notification: | Internal Message with Email Notification | Select

conta

Organization Information

Mamae: Frieda Brick & Bangs Institute

EIN: 32-8971894

Institution Type: Cosmetology/Barber Training Previder
Institution Ownership:  Private for-profit ingtitution

URL:

Titla:

" Flrst Name:

Middle Initial:

* Last Name:

" Address 1:

Address 2:

" Zip Coda:

" Cley:

" State:

" Email Address:

" Primary Phone

Number:

Fax Mumber:

Cell Phane Number:

| Account Mar

Frieda

il

| 1264 W. Raleigh Blvd |

|

| nemail@nomail.geoseline.com | Email Secyrity Policy
o] [ e

- 144 |-

S

Provider User Profile (Manage / Edit Screen)
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Education Services

Education Services is available and helpful to many types of users (including provider user) and operates
in the same manner regardless of the user type accessing it. The links and tools help the user (such as a
provider user) review the different training and educational programs that are offered by multiple eligible
training providers.

For example, provider users can research the different schools; they can compare a program or course of
study offered by different schools in the same area, look at any available information about job placement
of graduates, etc.

This section is not related specifically to WIOA approved courses; it is a directory of all schools/ providers
and course information in the database . However, it may be configured, on your site, to only display
WIOA-approved ITA programs. For WIOA approved programs, it may also be possibly to display
recorded performance information, such as the completion rate, employment rate, employment rate for a
related occupation, and average wage.

Note: The following information covers the full range of Educations Services. This information is also
covered in the Virtual OneStop Individual User Guide and the Employer User Guide, since those
users also have access to these same features.

In a later release, this information may be included as a separate appendix, which will be identical
for all three guides. If the information that follows has less detail than you are looking for, also
refer to those guides for descriptions of the Education Services components.

Education Services helps providers review the different training and educational programs that are
offered. You can research the different schools for these courses and look at information about job
placement of graduates. Unless configured to display only WIOA-approved ITA programs, this section is
not related to WIOA approved courses; it is merely a directory of schools/ providers and course
information. The figure below shows the standard Education Services Options:
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Please select from the Education Services options listed below.

Training Providers and Schools - Select this option to help you locate information on specific training providers and schools,
including the programs they offer and their web sites.

Training_and Education Programs - Select this option to help you locate a training or educational program that is related to
your occupation or field of interest.

tE S

-

ETPL Approved Programs - Select this option to view a listing of programs eligible for WIOA training.

-—

7| =

Education Program Completers - Select this option to review the number of students that complete training and education
programs for an occupation.

Online Learning Rasources - Select this option to explore websites that offer a variety of free online learning and training
courses that you can use to expand your knowledge and skills.

S N

pec
Adult Education Services

Tennessee Adult Education division delivel ucational services to adults who are over the age of 17 (unless granted an exception) lacking
a high school diploma and no longer under col sory attendance to public high school. Through Adult Basic Education classes across
the state, adults are assessed to determine their levelfof education and provided coursework to improve their skills in math, science, social
studies, reading, writing and employability. These clafses are designed to equip the student with the knowledge necessary to earn a High
School Equivalency Diploma and enter employment akd/or postsecondary education. Adult Education also offers English for Speakers of
Other Languages (ESOL) and Civics classes for ish language. In
addition to the administration of the Adult E4u} Some sites may include links to related [esponsibie for the

versigh d | f ing- B q
oversigl t an compliance o teslu‘g centers ai |tem5 (Vla content management) belOW
the Education Services, on this screen.

Career Readiness Certificates are used as credentials for basic workplace skills and provide an easy way to measure and demonstrate these
skills, They help document the guality of the workforce and establish 3 common language between Education, Workforce Development,
Businesses and Training Organizations

CRC - Career Readiness Certificates

Education Services Options Screen

Links on the screen let you access the following options:

Training Providers and Schools — lets you search for information about specific training providers.
Training and Education Programs — lets you search for training or educational programs that meet

your requirements.

Education Program Completers — lets you view the number of participants who successfully

completed training for the selected occupation.

Online Learning Resources — is used to access links to external websites that may offer a variety of
free online learning and training courses. (This is a web-management page. Additional websites

can be added frequently by your site administrator.)
For details of each sub-option, refer to the topics that follow.

Training Providers and Schools

Use the Provider Search or the Provider Listing tabs to locate a provider, and click the Search button.

Provider Search — Use this tab when you know the provider name or a keyword in the provider name
(e.g., Purdue, Institute). It's also helpful to know course title and the education or training type
(nurse’s aide certification, computer training, etc.), since you may find a large number of courses

for a specific provider.

Provider Listing — Use this tab, or the link at the bottom of the screen, to view an alphabetical list of
available training and educational providers. This link is useful if there are questions pertaining to

the spelling, or if you have only a partial provider title.
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Provider
Search

Provider
Listing

You may enter any combination of search criteria below. When you have completed entering your search criteria

information, click the Search button.

Search Criteria

Provider Ownership:

wWaorkforce Innovation & Opportunity Act
Eligible Training Provider:

Location Type: MNone Selected

Program provides training for Green Jobs? |none Selectad ﬂ

[Eligible Providers |5

Area (click to change): Morth Carolina
Keyword (e.g. State University):

[ Keywiord Search Options ]

Provider Type: All Providers

Any Ownership

¥

Search

A

Provider
Search

Search Results

Provider
Listing

Here is a list of providers that matched your keyword search. To select a provider, click on its title.

Provider

Adaptive Construction Solutions, Inc. -
Primary

Alsmance Academy LLC - Primary

Alaman er nstitute - Prima

Ala e Community College - Primary.

ierican Academy of Healthcare, LLC -
Primary

H 4 Pagel] V| of4s b M

Address City State Zip Code

1110 E Charlotte Ave Mount NC 28120
Suite A Holly

603 S Church St Burlington ~ NC 27215
2260 South Church Street Burlington  NC 27215
Suita 503

PO Box 8000 Graham NC 27253
4822 Albemarle Road Charlotte NC 28205
Suite 110

[ Change search criteria ]

Rows |5 ﬂ

Search Screen for Training and Education Providers (and Search Results)

Once you've searched for a training provider using the Provider Search tab, a screen will appear (as
shown above) that displays search results for your area and the criteria that you entered.

To find out more about a specific provider, click that provider's name.

Following is an example of a provider information screen. Typically, the provider’s address, telephone
number, web address, and other information are listed. If a list of programs is available, it is also shown.
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Provider Information
@) For help click the question mark icon.
Provider Mame: Alamance Community College - Primary
Address: PO Box 8000
Graham, NC 27253
[ Map Address ]
Type: Community College
Ownership: Public institution
Website: http://'www.slamance.ccnc.us

This provider has at least one program that is eligible for financial assistance under the Workforce
Innovation & Opportunity Act

.':E)j For help click the question mark icon.

Name/Title Phone Fax Email

Jeff Bright (3306) 2/8-2002 {330) 5r8-198/ BrightG@alamance.cc.nc.us
Assistant to the President
.

Program Information

&) For help click the question mark icon.

To sort on any column, click a column title.

Program Name Total Program  Eligible for financial ~ Program Available
Costs assistance under the Length Scholarships
Workforce Innovation
& Opportunity Act
(WioA)
Accounting - Associate's Degree $5,589.00 v 4 69 Hours 4
Accounting Certificate - Postsec, $3,645.00 + 3 V4
Awards/Cert./Diplomas: < 1 yr. Semesters/Terms
Administrative Professional Assistant - $511.00 26 Weeks "

Postsec. Awards/Cert./Diplomas: < 1 yr.

Advertising and Graphic Design - Associate’s  $5,589.00 v 67 Hours "
Degree

Advertising and Graphic Design Certificate - $972.00 V4 1 Q/
Postsec. Awards/Cert./Diplomas: < 1 yr. Semesters/Terms

Choose Another Provider

Select another Education Service

Educational Services Detail Screen

If the educational institution has a website, click the URL link to go to that website. The school’s
website can provide details on school activities, programs, and other information.

Click the Map Address link to show where the provider is located. A screen will display a map and
directions, if they are available.

To view information about a specific program listed for that school, click the program name. Available
information will be presented. (The WIOA Eligible column indicates the school has been
approved to use WIOA funds for this program — your system may not include the WIOA- eligible
column, depending on your state’s provider information.)

The following figure displays a sample of the screen that lists educational program information.
This screen may appear differently dependent on whether your system has the View
Comparisons functionality.

Virtual OneStop — Provider Services User Guide 3-47 V19 - 11/2019



A Geographic
Solgtigns®

geographicsolutions.com Provider User: Services for Providers
Accounting
A C ity College - A cC

To view  list of skills the student will obtain from attending this program, click the program itle, g
i For help click the question mark fcon

This program is eligible for financial assistance under the Workforce Innovation & Opportunity Act (WIOA) Tuitiore 55.569.00
Click here for program scholarship i Ctheer Cost inchading toois Hat Available
books, et
@ For help click the | Top | Bottom |
Description: -

A program that prepares individuals to practice the profession of accounting and to perform related busines .
Includes instruction in accounting principles and theory, finandial accounting, managerial accounting, cost ac
control, tax accounting. legal aspects of accounting, auditing. reporting procedures, statement analysis. planr
consulting, business information systems, accounting research methods, professional standards and ethics, an| "
specific for-profit, public, and non-profit organizations.

Credential Attained: Associate's Degree

Grievance Procedure: [ Toe | Buttom ]

Refund Policy:

[Top | Eottom ]
W For ielp click e QLStion MArK icon,
Centified by the foliowing Local Regional Partnership Workdorce Development Goard
Program / Service Locations ‘Weridorze irvestmens Areas Triangle South Workioree Development Bsard
" " | Jow | Bottom |
Location Address City State §
Alamancs Community College - Primary PO Box 5000 Granam, NC <~

Alamance €C W) For help ciick the guestian mare jcon

Mt Availabile

[Top | Bottom ] DOMA 010,020,031, 040, 050, 060, 670 AND DRE 097, DRE 098

Mt Availabic

Program Length
= Target Oecupatices: Accountants

Aceountants and Auditor

Duration: 69 H
urasien ours Analyze credit data and financial statements. of in
Class Frequency: Daily Analyze financial information and prepare financia
Auditars
Class Time: 3 Hours > Budkget Analysts
= Penluess Teachers, NS mmp—
Other Time, including lab: Not Available — :
Total Time: 3 Hours Tam Examiners and Callectors, and Revenue Agents
" Tesch coutue in butines sdminiuteation sed manag
Classes Offered: Day, Night, Weekend {Tom | Betsom 1
[Top | Bottom)
(I Prrfarmance data is ol curreeily svailsble for this sdocations] program.

| Top | Battom |

Educational Program Information Screen (via Programs for a Provider)

The sample above, of an Educational Program Information screen, is derived from a system which has
View Comparisons.

From the Program Information screen you can:

Click Change Program to see information about another program.

Click View Comparisons to compare the current program with others. A screen appears (as shown
in the following topic), which displays options for seeing comparative information about the
current program in relation to others.

Note: The View Comparisons option is available from the bottom of the Program Information screen
regardless of whether the path to get there was through searching a provider/school to see a
program listing or searching directly for a desired program. The options are described in the
following topic.

Viewing Program Comparison

From the Program Information screen, you can click a View Comparisons button to compare the
displayed program with other programs in the following ways:

Compare similar programs from this institution to the currently selected program.

Compare programs different from the currently selected programs that are located at the same
institution.

Compare similar programs from other institutions to the currently selected program.

Compare the currently selected program to the state averages.

Note: The View Comparison function may not be available in your system.
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Alamance Community CollegeAlamance CC
Accounting

Option 1 - Compare like programs from the same institution

program at Alamance Community College,

Option 2 - Compare different programs from the same institution

program at Alamance Community CollegeAlamance CC.

Option 3 - Compare this program with like programs from other institutions

Accounting programs offered by ather training providers in the selected area.

Option 4 - Compare this program to the state averages

State average for programs offered by all providers.

Return to Program Information

Compare programs at Alamance Community Collegealamance CC that are like the Accounting

Compare different programs at Alamance Community Collegealamance CC to the Accounting

Compare the Accounting program offered at Alamance Community CollegeAlamance CC to

Compare the Accounting program offered by Alamance Community CollegeAlamance CC to the

Compare

Compare

Compare

Compare

@ @ @® ®

Program Comparison Options Screen

From this screen, you can select the four comparison options which are briefly described in the topics that

follow:

Option 1: Comparing a Program to Similar Programs at the Same Institution

When you click the Compare button for similar programs, a screen appears that lists similar programs
offered by that institution. Compare the current program with another program by clicking the name of the

program you want to compare.

Option 2: Comparing a Program to Different Programs at the Same Institution
When you click the Compare button for the second option, a screen appears—similar to the following

figure—that lists the other programs offered by that institution.

Alamance Community College Alamance CC

To sort on any column, click a column title.
Program Name
Accounting
Accounting Cer‘tiﬁcﬁe
Administrative Professional Assistant

Advertising and Graphic Design

Advertising and Graphic Design Certificate

Air Conditioning, Heating, Refrigeration Certif.

Air Conditioning, Heating, Refrigeration Diploma

Air Conditioning, Heating, Refrigeration Tech.

Air Conitioning, Heating, and Refrigeration Technology - Associate

Alternative Secondary Education

Choose Another Comparison Option

Iy Next

Program List Screen
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From this screen, you can compare the current program with another program by clicking the name of the
program that you wish to compare. A screen appears—similar to the following figure—that compares
information about the current program with the program you selected.

Comparing Accounting at Alamance Community College Alamance CC
to Accounting Certificate at Alamance Community College Alamance CC

Progi Length Information

Measure
Duration
Class Frequency

Day or Night Classes

Accounting
69 Hours
Daily

Day and Night

Accounting Certificate
3 Semesters/Terms
Daily

Day and Night

Cradential Attained

Qualifications of Instructors

Program Prerequisites

Equipment Used in Program

Target Occupations

Program may lead to obtaining
a Green Job

Associate's Degree

Not Available

DMA 010,020,021, 040, 050, 060, 070
AND DRE 097,DRE 098

Not Available

Accountants

Accountants and Auditors

Analyze credit data and financial
Budget Analysts

Business Teachers, Postsecondary
Credit Analysts

Determine tax liability or collect taxes
Financial Examiners

Tax Examiners and Collectors, and
Revenue Agents

No

Class Time, Other Time, 3 Hours 3 Hours
including lab
Measure Accounting Accounting Certificate
Tuition $5,589.00 $3,845.00
Other Cost, including tools, Mot Available Mot Available
books, etc.
Total Program Cost $5,589.00 $3,645.00
Measure Accounting Accounting Certificate
Minimum Class Size 3 3
Maximum Class Size 25 20
Number of Instructors T T
Measure Accounting Accounting Certificate

Postsec. Awards/Cert./Diplomas; < 1
yr.

Not Available

DMA 010, 020, 030, and DRE 097,
ACC 115 and 120, 121

Not Available

Accountants

Accountants and Auditors

Analyze credit data and financial
Business Teachers, Postsecondary
Credit Analysts

Determine tax liability or collect taxes
Revenue Agents

Teach courses in business

Revenue Agents

Choose Another Comparison Option

Program Comparison Screen

Option 3: Comparing a Program to a Similar Program at Other Institutions
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When you click the Compare button for the third option, a screen appears—similar to the following
figure—that lists the institutions that offer similar programs.

Compare Accounting at Alamance Community College Alamance CC with ...

To sort on any column, click a column title,

Provider Name Program Name City St
Achelea Institute of Technology The Basics of Accounting Asheville NC
Allied Business Schools, Inc. - Distance Education Computerized Financial Accounting - Certificate Laguna Hills ~ CA
Allied Business Schools, Inc. - Distance Education Professional QuickBooks - Certificate Laguna Hills  CcA
American Society for Quality-Charlotte 1308001:2008 Internal Auditor Training Concord NC
American Society for Quality-Charlotte Certified Quality Auditor Preparation Concord NC
AQS Management Systems, Inc. RABQSA Certified ISO 9001:2008 3Day Intrnl Auditor Minneapolis  MN

Choose Another Comparison Option

Provider List Screen

To select a provider to compare against, click the program name for that provider. A screen appears—
similar to the following figure—that compares the program from the current provider with the program of
the selected provider.
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Program Length Information

AQS Management Systems, Inc.

RABQSA Certified ISO 9001:2008 3Day Intrnl Auditor

Measure Alamance Community College Alamance CC
Accounting
Duration 69 Hours
Class Frequency Daily

Day or Night Classes Day and Night

Class Time, Other Time, including lab 3 Hours

3 Days
Not Available
Day and Night

0 Hours

Program Cest Information

Measure Alamance Community College Alamance CC

Accounting

AQS Management Systems, Inc.
RABQSA Certified 1SO 9001:2008 3Day Intrnl Auditor

Tuition $5,589.00
Other Cost, including teols, books, etc.  Not Available

Total Program Cast $5,589.00

Not Available

$1,195.00

$1,195.00

Class Information

AQS Management Systems, Inc.

RABQSA Certified 1SO 9001:2008 3Day Intrnl Auditor

Measure Alamance Community College Alamance CC
Accounting
Minimum Class Size 8
Maximum Class Size 25
Number of Instructors 7

1

Not Available

0

Measure

Alamance Community College Alamance CC
Accounting

AQS Management Systems, Inc.
RABQSA Certified ISO 9001:2008 3Day Intrnl Auditor

Credential Attained Assaciate's Degree

Qualifications of Instructors Not Available

Program Prerequisites DMA 010,020,031, 040, 050, 060, 070 AND DRE

097,DRE 098
Equipment Used in Program Not Available
Target Occupations Accountants

Accountants and Auditors

Analyze credit data and financial statements of in
Analyze financial information and prepare financia
Auditors

Budget Analysts

Business Teachers, Postsecondary

Credit Analysts

Program may lead to obtaining a Green Job No

Postsec. Awards/Cert,/Diplomas; < 1yr.
Not Available

Not Available

Not Available

Accountants

Accountants and Auditors

Analyze financial information and prepare financia
Auditars

Enfarce or ensure compliance with laws and regulat
Examine and analyze accounting records to determin
Examine, analyze, and interpret accounting records
Financial Examiners

No

Choose Another Comparison Option

Program Comparison Screen

Option 4: Comparing a Program with the State Average

When you click the Compare button for the fourth option, a screen appears—similar to the following
figure—that lists the state average for this program. The following figure contains sample “test” data. Your

screen will include complete data, if available, for the state averages.
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Comparing Accounting at Alamance Community College Alamance CC
to The State Average

@) For help click the question mark icon.

Program Cost Information

Measure Alamance Community College Alamance CC  The State Average of Accounting
Accounting
Tuition $5,589.00 $2,050.56
Other Cost, including tools, books, etc. Mot Available $1,769.50
Total Program Cost £5,589.00 $3,820.06
Measure Alamance Community College Alamance CC  The State Average of Accounting
Accounting
Minimurn Class Size 8 Mot Available
Maximum Class Size 25 Mot Available
MNumber of Instructors 7 Mot Available

Choose Another Comparison Option

Comparison with State Average Screen

Training and Education Programs

The system also lets provider reps search for training programs by first finding specific training providers
and schools (as indicated in the previous topics), and then displaying the programs they offer.

Based on provider reps’ needs, they can also locate a specific training or educational program that is
related to an occupation or field of interest, and then select the specific provider, and view the details for
the program offered through that provider.

The following sub-topics discuss the search criteria and options for searching by program, and then
viewing specific provider and program details, including viewing comparisons of programs.
Search for Programs — Search Criteria

Click the Training and Education Programs link to locate a training or educational program that is related
to your occupation or field of interest.

The following screen shows options for searching for a program.
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Program Program
Search Listing

You may enter any combination of search criteria below. When you have completed entering
your search criteria information, click the Search button.

Search Criteria

Program
Area (click to change): MNaorth Carolina Search
Keyword (e.g. Accounting): accounting Search Results
[ Keyword Search Options |
- Results View: Summary | Detailed
Program Classification: "
Any Group Program Name Program Leads To Provider Name
[ Select specific program ]
Program of Study Leads To: Any Qualification N .
Accounting An associate Durham Technical
degree Communit
Maximum Total Cost: Any Cost ﬂ (o 9 ¥
College - Primary
. . . NC
Program is eligible for financial
assistance under the Workforce B .
Accounting An associate Forsyth Technical
Innovation & Opportunity Act v
WIOA None gﬂededﬂ WoA degree Cummumty.
College -Main
Campus - Primary
NC
Location Type: None Selected ﬂ
Accounting An associate Gaston College -
Program provides training for li WIoA degree Primary
Green Jobs? None Selectedﬂ NC
Classes Offered: i - .
L pay [ night [ wee Accounting An associate Halifax
Program Type: Classroom ﬂ Wioa degree Community
College - Primary
Program Format [Online, £-leaming, or Distance Leal NEC
Search Accounting An industry- Haywood
S WIOA recognized Community
rartificato or Callene - Primary

City State
1637 Lawson Durham NC
Straat
2100 Silas Creek Winston- NC
Parkway Salem
201 Highway 321 Dallas NC
South
100 College Drive  Welden NC
Post Office
Drawer 809
185 Freedlander Clyde NC

Drive

Program Search Screen and Search Results (for a keyword search)

Programs — Area Search Criteria

A sample of the Area options selectable for research criteria on
this page are displayed at the right.

Click the Area link to select a new area, and then select the
area from the Select New Area dropdown. Finally, select the
specific area (e.g. county, city, etc.) from the dropdown or radio
buttons displayed.

Programs — Keyword Search Criteria

You can either just enter a keyword or phrase in the text box,
or you can specify the type of keyword search by clicking on
the Keyword Search Options link.

Here is a list of education programs that matched your search criteria. To select a pregram, click en the Program Name,

27703

27103

28034

27890

28721

Zip Code Program

Cost

$5,100.00

$0.00

§7,165.70

§1,868.00

$0.00

Key

Match

Search Criteria

Area (click to change):

Select New Area:

|state

Economic Development Region (2003)
Metropelitan Statistical Area (2013)
Prosperity Zones

Workforce Area

Keywerd (e.g. Accounting): Iaccounting

Type of keyword search

) Begins with ® Contains

Fields to search for these words

W Program Title

Select Program by Keyword

W] Program Description

.up

INorth Caralina

Any Qualification ﬂ

v
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Programs —Classification (CIP Codes by Dropdown or by Tabs)
You can search for programs by classification (the CIP code). This can be done by selecting from the

drop-down list (as shown at right), or by
finding the CIP code using a separate
search window (i.e., CIP Code selection by
Dropdown).

CIP Code selection by search window:

You can click the Select program
classification link, and then the displayed
Choose a program link, to see a separate
window displaying multiple tabs for locating
the desired program codes (each of which
is covered in the next heading).

Choosing a CIP Program Search tab (such
as Keyword), and then choosing a program
selection corresponding to the CIP code,
will populate the main Program Search
screen with that CIP code selection, which
can then be used to search for programs
that are specifically associated with that CIP
code. The figures below are an example of
a CIP code search by keyword:

Program Classification:
[ Select specific program ]

Any Group

ARCHITECTURE AND RELATED SERVICES

AREA, ETHNIC, CULTURAL. AND GEMDER STUDIES

BASIC SKILLS

BIOLOGICAL AND BIOMEDICAL SCIENCES

BUSINESS. MANAGEMENT, MARKETING, & RELATED SUPPORT SERVICES
CITIZENSHIP ACTIVITIES

COMMUNICATION, JOURNALISM, AND RELATED PROGRAMS
COMMUNICATIONS TECHNOLOGIES/TECHNICIANS AND SUPPORT SERVICES
COMPUTER AND INFORMATION SCIENCES AND SUPPORT SERVICES
CONSTRUCTION TRADES

EDUCATION

ENGINEERING

ENGINEERING TECHNOLOGIES/TECHHNICIANS

ENGLISH LANGUAGE AND LITERATURE/LETTERS.

FAMILY AND CONSUMER SCIENCES/HUMAN SCIENCES

FOREIGN LANGUAGES, LITERATURES, AND LINGUISTICS

HEALTH PROFESSIONS AND RELATED CLINICAL SCIENCES
HEALTH-RELATED KNOWLEDGE AND SKILLS

JHIGH SCHOOL/SECONDARY DIPLOMAS AND CERTIFICATES

HISTORY (NEW)

INTERPERSONAL AND SOCIAL SKILLS

LANGUE et LITTERATURES FRANGAISES/LETTRES (NEW)

LEGAL PROFESSIONS AND STUDIES

LEISURE AND RECREATIONAL ACTIVITIES

LIBERAL ARTS AND SCIENCES, GENERAL STUDIES, AND HUMANITIES
LIBRARY SCIEMCE. Instructional programs that focus on the
MATHEMATICS AND STATISTICS

MECHANIC AND REPAIR TECHNOLOGIES/TECHNICIANS

Select Program by Classification Dropdown

[F'rugram Classmcatlu_n: Any Group
Program: Mone Selected
[ Select program classification ] [ '{h.,) | Flaar celated
Programs Programs Program Programs Programs Programs
by Keyword by Program Listing by Occupation by Career by Program
Area Cluster Code
- Pi P Prog Progr;
Search for a program by keyword(s) by Keyword Frogame :':“ Proarsm e ﬁ E’%_h_uj?sn

Type your keywords in the box and click the Search button.

accounting

[ Keyword Search Options ]

@

~~—

Search for a program by keyword(s)

Here is a list of programs that matched your keyword search. The table below also
indicates whether the keyword was found in the title or description of each program. To
select a program, click on its title.

Program Program Program cip CIp
Title Description Title Description
Accounting {520301) @ @ <@ @
Accounting & Business/Management (7] (7] (7] ()
520305)
Accounting & Finance (520304 ) (] (] (] ()

Select Program Classification (by Keyword)
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Programs Classifications — by Keyword Tab

Type the keyword and click Search (as shown above) to see a list of related CIP code program
designations. Click on the Program title to select the CIP code for you main program search.

Programs Classifications — by Program Area Tab

Click the Select program classification link to select a program by the type of program area. The screen
itself is a cascading tree. Click the “+” boxes and the screen will expand to show specific program titles
defined by that program area. Click the “-“boxes and the screen will contract to show only program areas,
similar to the following example. Click on the lowest Program title to select the CIP code for your main
program search.

Programs gl 04| og! o) 0q)
by Keyword by Program Listing by Occupation by Career by Program
Area Cluster Code

Select a program by program area

Search for a program by clicking "+" or by clicking the program title.

= Program Area
(01) AGRICULTURE. AGRICULTURE OPERATIONS, AND RELATED SCIENCES

(03) NATURAL RESOURCES & COMNSERVATION
(04) ARCHITECTURE & RELATED SERVICES
= (05) AREA ETHNIC CULTURAL, GENDER

(0501) Area Studies

(0502) E1hr£qultural Minority, Gender,
(09) COMMUNICATION, JOURMNALISM, & RELATE
(10) COMMUNICATIONS TECHNOLOGIES/TECH
(11) COMPUTER & INFORMATION SCIENCES AND
(12) PERSONAL & CULINARY SERVICES

//—\_/_\//

Select a Program by Program Area

Click the appropriate program area and program classification to populate the main Program Search
screen and continue.

Programs Classifications — by Program Listing Tab

Click the Programs by Program Listing tab to choose from a list of programs in alphabetical order, similar
to the following example.

Programs. Programs Program Programs Programs Programs
rd by Program Listing by Occupation by Career by Program
Area Cluster Code

Program Listing

Select a character below to see programs in the system that begin with that character.

Accounting (520301

Accounting & Business/Management (520305)

Accounting & Computer Science (301601)

Accounting & Finance (520304)
Accounting & Related Services, Othe (520399)
Accounting Tech/Techn & Bookkeeper (520302

Programs by Program Listing

Click the appropriate program classification to populate the main Program Search screen and continue.
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Programs Classifications — by Occupation Tab
Click the Programs by Occupation tab to select from the Occupation Code listing, drilling down to a

specific occupation code.

Programs

Occupations

Here is a list of occupations that matched your search criteria
on its title.

Occupation

Accountants,

Actors @

Actuaries

Acupuncturists

Acute Care Nurses

Adapted Physical Education Specialists

Adhesive Bonding Machine Operators and Tenders

Administrative Law Judges, Adjudicators, and Hearing Office

e Services Managers #
-

Prog

Search for a program by occupation

Programs Program 0g| gl 0q)
Ke rd by Program Listing by Occupation by Career by Program
Area Cluster Code
Search for a program by occupation
Programs Programs Program 0g| 00 ql
. . by Keyword by Program Listing by Occupation by Career by Program
Select a letter below to see occupations in the system that be “Area Cluster Code

Select a letter below to see occupations in the system that begin with that letter.

Programs

Selected Occupation: Accountants
Here is a list of programs that matched your search criteria. To select a program, click on its title.

Accounting (520301
Accounting & Business/Management (520305

Accounting & Computer Science (301601)

Accounting & Finance (520304
Auditing (520303

Einancial Forensics & Fraud Investi (430117)

Taxation (521601

[ Change occupation ]

rams by Occupation Code

Click the appropriate program title to populate the main Program Search screen and continue.

Programs Classifications — by Career Cluster Tab

Click the Programs by Career Cluster tab to
is a cascading tree. Click the “+” boxes and

select a program by its career cluster title. The screen itself
the screen will expand to show specific program titles

defined by career cluster. Click the “-“boxes and the screen will contract to show only career cluster titles,

similar to the following example.

= Career Clusters

Programs Programs Program ] gl 0g)
rd by Program Listing by Occupation by Career by Program
Area Cluster Code

Search for a program by career cluster

Search for a program by clicking "+" or by clicking the cluster or pathway title.

= Agriculture, Food and Natural Resource Cluster

l

Animal Systems Pathway

Agribusiness Systems Pathway

= Environmental Service Systems Pathway
Environmental Engineering Tech/Envi (150507}

Environmental/Enviro

nmental Health {141401)

Geotechnical & Geoenvironmental Eng (140802
Hazardous Materials Information Sys (150704)

Physical Science Technologies/Techn (410353)
Water Quality 8 Wastewater Treatmen {150506)

Plant Systems Pathway

Food Products and Processing Systems Pathway
Matural Resources Systems Pathway

[t d Construction Cluster |

Select a Program by Career Cluster
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Click the appropriate career cluster to populate the main Program Search screen and continue.

Programs Classifications — by Program Code Tab

Click the Programs by Program Code tab to enter a complete or partial CIP code. Once the code is
entered, click the Search button, as shown in the following example.

Programs Programs Program Programs Programs Programs
by Keyword by Program Listing by Occupation by Career by Program
Area Cluster Code

Search for a program by program code (CIP)

Enter a partial or complete CIP training program code in the box and click the Search button.

I'IIDE X

CIP code level 2, 4 or 6
Code Example: 11, 1101, 110701

Click Program Listing to see an alphabetical list of all available program fitles.

Programs by CIP Code Screen

Based on the full or partial code that is entered, a screen will indicate the various options. In the following
example, CIP code 1102 was entered. The search results indicated there were computer programming
matches. If any of these are what you are searching, click that link to display educational programs that
fit.

Programs Programs Program Programs Programs Programs
by Keyword by Program Listing by Occupation by Career by Program
Area Cluster Code

Search for a program by program code (CIP)

Here is a list of programs that matched your search criteria. To select a program, click on its title.

= Search Results
= Computer Programming

110201 Computer Programming/Programmer
(110202) Computer Programming, Specific Appl
(110203) Computer Programming, Vendor/Produc

(110299) Computer Programming, Other
[ Change search criteria ]

Click Program Listing to see an alphabetical list of all available program titles.

CIP Program Search Screen
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Program Search by “Program of Study Lead To”

Individuals can search by program qualification using a drop-down to select the credential, skills gain,
certificate, license of other measure tow which the program of study will lead.

Any Qualification

A certificate of completion Df%n apprenticeship

A license recognized by the State involved or the Federal Government
An associate degree

A baccalaureate degree

A community college certificate of completion

A secondary school diploma or its equivalent

Employment

A measurable skills gain leading to a credential

A measurable skills gain leading to employment

Program of Study Leads To - Drop-Down

Program Search by Maximum Total Cost

Individuals can search for programs by the maximum total cost, by clicking a
drop-down selection from the list for total costs.

$500 or less
$1,000 or less
$2,000 or less
$3,000 or less
44,000 or less
45,000 or less
410,000 or less
415,000 or less
425,000 or less
$30,000 or less
440,000 or less
$50,000 or less

Maximum Total Cost Drop-Down

Program Search by WIOA Financial Assistance Eligibility

Individuals can search for programs that are eligible for financial assistance through the Workforce
Investment Act (WIOA) by clicking a drop-down list.

Program is eligible for financial
assistance under the Workforce
Investment Act (VWIA)?

Mone Selected |- |

Mone Selected

Yes
Mo k‘

Program provides training for
Green Jobs?

WIOA Financial Assistance Eligibility Drop-Down

Search for Programs that Prepare for Green Jobs

Individuals can search for programs that provide training/certification for Green Jobs by selecting Yes or
No from the drop-down list. Click the link to view the definition of Green Jobs.
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Program Search by Day or Night Classes
Individuals can search for programs based on the time of day classes are offered by checking boxes.

Classes Offered: ™ Day ¥ Night [] Weekend [ Summer

Day and Night Classes Selection

Program Search by Program Type

Individuals can search for programs that are Classroom and Online, Classroom only, or Online only by
making a selection from the drop-down.

Program Type:

Classroom
Online

Program Type Search Options

Program Format

Individuals can search for programs that are Classroom and Online, Classroom only, or Online only by
making a selection from the drop-down.

None Selected
In-person

Hybrid or Blende&ngram

Program Format Search Options

Program Listing

The system also offers individuals the option to search for education and training programs from a full list
by selecting the area (described above), program type (described above), and the first letter of the
program name as shown in the following figure.
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Program Program
Search Listing
Program Listing
Area (click to change): Cherokee County, NC
Program Type: Classroom and Online|™|
Select a character below to see programs in the system that begin with that character.
ABCEGHIMNORSSIW
Results View: Summary | Detailed
Program Name Program Leads To Provider Name Address City State Zip
Code
Accounting Tri-County Community College - 4600 Hwy 64 Murphy NC 28906
Primary East
NC
Air Conditioning Tri=County Community College - 4600 Hwy 64 Murphy NC 28906
Heating, Refrigeration Primary East
Tech, NC
WIOA
Associate in Arts Tri-County Community College - 4600 Hwy 64 Murphy NC 28906
Primary East
NC
Associate in Arts Tri=County Community College - 4600 Hwy 64 Murphy NC 28906
Nursing Primary East
WIDA NC
Associate in Arts Tri-County Community College - 4600 Hwy 64 Murphy NC 28906
Speech/Communication Primary East
NC
Associate in General Tri-County Community College - 4600 Hwy 64 Murphy NC 28906
Education Primary East
NC
M 4 page |1]V] Of 2 b W Rows [10 |V

Program Listing — Partial Display

Viewing Education Program Completers

P To view education and training program completers:
Select Education Services » Education Program Completers from the Navigation menu.
— OR —
Click Education Program Completers from the Education Services menu screen.

Select an occupational search screen. There are six different occupational search tabs that can
be used: Occupations by Keyword, Occupations by Group, Occupation Listing, Occupations by
Education Program, Occupations by Military Specialty, and Occupations by Occupation Code.
See Appendix A - Common System Tools, for more information on searching for an occupation.

Based on what you enter, possible titles may display, as shown at right:

Based on your search, a list of related O*NET occupational titles will appear. Those that are related
to high growth industries with a greater probability of employment will have a Bright Outlook
indicator next to their title. Click the occupation title that best fits your requirements.
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Occupations Occupations Occupation Occupations Occupations Occupations Ocoupations
by Keyword Grouy Listing by Education by Military Occupation by License
Program Spedialty Code

Area (click to change): Nerth Carolina

[] Display only Occupations with a Bright Qutlook [ Display Green Occupations only

Search for an occupation by keyword(s) Occupations Occupations Occupation Occupations Occupations Occupations Occupations
by Keyword by Group Listing by Education by Mi_\itan Occupation by License
Type a job title or occupational keywords in the box and click the Search button. (2.g. Acc Program Spedialty Code
svnord Searcn Options | medical 3| x
Medical and Clinical Laboratory Area (click to change): North Carolina
Technicians
Medical and Clinical Laboratory D Display only Occupations with a Bright Outlook O Display Green Occupations only

Technologists
Medical and Health Services Managers Search for an occupation by keyword

Medical Appliance Technicians

Medical Assistants Here is a list of occupations that matched your keyword search. Occupations are ranked based on how
* Il th itched the ki d. The table bel Iso indicat: hether the ki d found in th
Click Occupation Listing to see an alphabet\( ist of all available occupation titles. well they matchec fe keywor © table below aiso Indicates whether the keyword was found in the

title, related job titles, or description of each occupation.

&5 Click Occupations by Military Specialty to enter a military occupational classificatic]

You may click on the matched indicator in the Re\atedPoh Titles and Occupation Description columns
to view the corresponding matches. To select an occupation, click on its title.

Occupation Occupation  Related Occupation
Select another Education Service Title Job Titles  Description
100% Medical Records and Health information (7] &
Technicians
71% Medical Secretaries (7] & &
62% Medical Transcriptionists (7] @ @
59% Medical and Health Services Managers # (7] () ()
43% Medical Assistants (7] @ @
37% Ambulance Drivers and Attendants. Except (7] (7]
Emergency Medical Technicians
L Lo

Occupation Search Screen

Once the occupation title is selected, the screen will display a list of completers (similar to the
following figure):
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Displayed below are completers for Allied Health and Medical Assisting Services,
Other in North Carolina for the year 2015

Completer Type Completers

Allied Health and Medical Assisting Services, Other - Postsec. Awards/Cert./Diplomas; 1-2 yrs. 72
Medical Administrative/Executive Assistant & Medical Secretary - Postsec. Awards/Cert,/Diplomas; < 1 yr. a1
Medical Administrative/Executive Assistant & Medical Secretary - Postsec. Awards/Cert/Diplomas; 1-2 yrs. 4
Medical Insurance Coding Specialist/Coder (MEW) - Associate's Degree 8
Medical Insurance Coding Specialist/Coder (NEW) - Postsec. Awards/Cert/Diplomas; 1-2 yrs. 165
Medical Office Assistant/Specialist (NEW) - Postsec, Awards/Cert/Diplomas; 1-2 yrs. 45
Medical Office Management/Administration - Associate's Degree 1,047
Medical Office Management/Administration - Postsec. Awards/Cert./Diplomas; < 1 yr. 1,251
Medical Office Management/Administration - Postsec. Awards/Cert./Diplomas; 1-2 yrs. 385
Medical/Clinical Assistant - Associate's Degree 831
Medical/Clinical Assistant - Postsec. Awards/Cert./Diplomas; < 1 yr. 81
Medical/Clinical Assistant - Postsec, A@ards,!car‘t.fDiplomas: 1-2 yrs. 207
Opthalmic Technician/Technologist - Postbaccalaureate Certificates 12
Opthalmic Technician/Technologist - Postsec, Awards/Cert/Diplomas; 1-2 yrs. 32
Optomeric Technician/Assistant - Postsec. Awards/Cert./Diplomas; < 1 yr. 4

Records per page: |25 ﬂ @

[ Choose another Occupation |

Education Program Completers Screen

Accessing Online Learning Resources

A page is provided with links to websites that offer a variety of free online learning and training courses
that individuals can use to expand their knowledge and skills.

Click Online Learning Resources to view links that are grouped into sections for different workplace,

education, or other learning resources groups, such as: ALISON Online Learning, Workplace Skills,
Education (K-12 and College), Business and Technology, Writing and Languages, and Miscellaneous.
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Online Learning Resources

This page contains links to websites that offer a variety of online learning and training courses to expand knowledge and skills.
The links are grouped into the following sections:

I need information ab

ALISON Online Courses

Workplace Skills

Education (K-12 and College)

Business and Technology

Writing and Language

Miscellaneous Online Resources

Any costs associated with the following online learning resources are the responsibility of the student.

-
¢\MAlison

ALISON is one of the world's largest free learning resources with free access to 900+ courses at Certificate, Diploma, and
Learning Path levels in 16 categories including: IT, Language, Science, Business, Humanities, Health, Math, Software
Development, Marketing, Lifestyle, Life Science, Software Engineering, Health Care, Operations and Skilled Trades.

Empower yourself with Alison courses to become more competitive in the workplace or simply learn for personal
development. Click the link to review a course or share with friends, family or work colleagues.

Alison may charge the learner a nominal cost for certificates or parchments related to course completions.

WORKPLACE SKILLS + Top

GCFLearnFree.org - Funded by the Goodwill Community Foundation, GCFLearnFree.org provides free computer, technology,
and life skills training online. Users can sign up for scheduled online classes, or take any of the free tutorials at their own pace.
Popular topics include computer technology, math and money basics, career and workplace development, and other
everyday life skills.

Vocational Information Center - The Vocational Information Center website iz a directory that provides links to online
resources for career exploration, career and education, work opportunities, trade and technical schools, and career-related
references,

— . mn/m rm..,/m < ,n.._,/m ecmimm ettt

common Fr- ~afl] 1o the ufite. ATal, Vietnanies..,

About.com Distance Learning - Languages - About.com's Distance Learning site provides links to resources that offer free
online instruction in a variety of languages, including the common (French, German, Italian) to the uncommon (Arabic,
Armenian, Hebrew).

MISCELLANEOUS + 0P

Citizenship Resource Center - The website for U.S. Citizenship and Immigration Services provides free resources to
immigrants, including preparation materials for citizenship tests.

Learn CPR - Learn CPR is a free public service supported by the University of Washington School of Medicine. Learn the basics
of CPR - cardiopulmonary resuscitation - using instructional guides and video demonstrations.

Checking Account Tips - Provides tips on how to effectively maintain a checking account

Select another Education Service

Sample Online Resource Page
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‘ Chapter Contents ‘
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The Other Services options allow the registered provider reps to communicate with staff, get assistance
from staff or from other sources, and access Learning Center videos for the most up-to-date and detailed
online videos describing how to perform common functions such as those covered in this user guide.

5 My et e Welcome to the Learning Center.
_ Please select a training video from the titles listed below. Audio is used in these videos, so
My Provider Dashboard

speakers are recommended.

My Provider Account

Directory of Services General Courses

B Services for Providers

General Courses

Manage Provider Profile

Manage Provider User How to Use These Videos - Learn how to use the video player to view the training videos. There are various control options

Profile available to help you manage these self-paced tutorials.

Manage Institution
Programs

How to Conduct an Occupation Search - Learn how to search for and select a desired occupation. The system uses the
O*NET program, the nation’s primary source of detailed occupational information. Transcript -

Demand Occupations

How to Conduct an Industry Search - Learn how to search for and select a desired industry using the North American

View Report: e . . . . . .
fewReports Industry Classification System (NAICS). Federal statistical agencies employ this standard to classify business establishments.
Education Services Transcript /-

B Other Services

Communication Center

Assistance Center

Learning Center

Services for Provider Reps Menu

Note: Other Services will only display after staff enables the Provider Rep. Before staff update
the provider user’s access rights, they will have limited access, and will not be able to use
the Communication Center or the Learning Center. (Depending on their site configu-
ration, they may have Assistance Center access before staff updates their access rights.)

e Communications Center — lets provider users view, manage, and reply to any messages
received from workforce staff members.

e Assistance Center — lets provider reps find assistance information about the system, such as
settings and contact information.

e Learning Center — This option provides menu selections to access training videos and tutorials
specifically designed videos for provider user courses (e.g., Apply for WIOA Program
Certification, Manage All Programs). The self-paced training provides detailed explanations on
how to use the system
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Communications Center

The Communications Center lets provider reps read and respond to system messages from workforce
staff. There is just one category in the Communications Center for provider reps, called Message Center,
which is briefly described below.

P To use the Messages option:

e Select Communications Center » Messages Center from the menu.

The Messages screen displays and lists all the messages the user has received or sent and allows users
to send new messages and delete messages.

Show Filter

¥ 3G Folders J Msq Date
= ‘ Provider reps can open and

(3] Delated i POSTMASTER | Provider User Access Rights Change D;F;ﬁ.:,‘g rep|y to messages from staff.
7 Drafts :
. = POSTMASTER Provider User Access Rights Changs 02r0az0s
Lig Junk 01:26 AM
{3 Sent =) POSTMASTER 02/07/2018
@ Purged \ 02:25 PM

- @Gt My Folders W4 ; P H pagesize: 10« @

Lois McGovern J

FROM: POSTMASTER
CREATED BY: POSTMASTER
ENT: Friday, October 28, 2016 10:24:00 AM

[ Mark As Read | Delete Selected Item(s) | Mark As Unread | Move

TO: Lois McGovern
SUBJECT: Provider Welcome Message

Welcome to JOBSATN.GOV. This system is designed to allow you to enter and review information on
Shortcut Keys: Access Message Folders with Alt and/or Shift + O then arrow up o courses that are offered by your institution.

Access Messages with Alt and/or Shift + M.

Provider reps cannot create new
messages (they cannot search for .

N . [ Print Message ]
staff members from this option).

My Messages Screen

= A closed envelope indicates that the message has not been opened. An open envelope [
indicates that the message has been opened.

From the Messages screen, users can:
e Create new messages — Click the Create New Message button to create a new message.

Note: The message tools from the Message Center work identically for provider reps as they
work for individuals, employers, or staff users in the Virtual OneStop system. However,
provider reps are currently limited to replying to messages from staff. Provider reps
cannot search and send messages other than as replies to the messages which staff
send to them. If they click the Create New Message button, the options for searching for
user types are disabled.

e Open — Click the Subject link to open and read the message.
e Reply — Open the message and click the Reply button to send a reply.

e View message folders — View messages by type by selecting one of the folders on the left-side
menu:
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= Inbox — The Inbox holds messages that are currently active, both read and unread.

= Deleted — The Deleted folder holds messages that were received and deleted from the Inbox.
= Drafts — The Drafts folder holds messages the user created, but has not sent.

= Junk — The Junk folder holds messages that the system filtered as being questionable.

= Sent — The Sent folder holds messages that the user sent.

Sort — Click a column heading to sort the message list by that column.

Mark as Read — Select messages by checking the corresponding boxes in the Select column and
click the Mark as Read link at the bottom of the screen.

Delete — Click the checkbox next to the message(s) to be deleted then click the Delete Selected
Item(s) link at the bottom of the screen.

Filter messages — Click the | + | Show Filter Criteria link to open the filter fields. Enter a date
range in the Date Range fields (From date and To date) and click the Filter link. The screen will
refresh, displaying only messages received during that date range. To clear the filter, click the
Reset Filter link.

Filter Messages using items below

Date Range: H - [

[ Eilter | Reset Filter ]

Message Filter

Note: If there are new or unread messages in the user’s Inbox when the login, an alert pops up.
Click OK to open the My Messages screen.

Assistance Center

The Assistance Center gives provider reps access to a variety of general information about the system,
including settings and preferences, and ways to contact system staff for assistance or to ask questions.

The Assistance Center can include four options, depending on your system’s configuration, as shown in
the following figure:

Welcome to the Online Assistance Center. Please choose one of the following options to find the
assistance you need.

About this Site - Select this option if you would like additional information about this site.

Site Search - Select this option to perform a site search.

My Preferences - Select this option to set your user interface preferences including the default theme
(web, text or screen reader), preferred language and menu options.

Email Your Questions - Select this option if you would like to send us a question on a specific subject
via email.

Contact Us - Select this option if you require additional assistance.

= ACE] E

Assistance Center Options Screen

About this Site — Select this option to view additional information about this site, and its services.
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e Site Search — Select this option to view and select the settings you use when visiting this site.
Settings may include graphics displayed, preferred language, and other menu options.

e My Preferences — Select this option to view and select the settings you use when visiting this
site. Settings may include graphics displayed, preferred language, and other menu options.

e Email Your Questions — Select this option if you have a question about using the system. This
area allows you to send an online message to system staff.

e Contact Us — Select this option to access contact information for the system’s help desk, a local
office in your area, or all offices served by the system.

Note: For more details on each of these options, see the same Assistance Center options in the
topic regarding the Assistance Center in the version 18 Virtual OneStop Individuals User
Guide.

About this Site

Click the About this Site link to view detailed information about the site and its services and features.

About This Site

This site is a powerful online job seeker/workforce services system, accessed as a web site on the Internet or an Intranet at a
OneStop Center. It was specifically designed for job seekers, students, case managers, employers, training providers,
weorkforce professionals, and others seeking benefits and services. The system provides fast access to a complete set of
employment tools in ene web site. Surveys have proven that users find it convenient and very useful.

While navigating your way through the online services, the system is designed to be comfortable for everyone, even the
person who has little computer experience or uses a screen reader.

Features to help job seekers and students within the system include:

+ Use a professional format to create and send résumés and cover letters to employers

+ Assess your job skills, set goals, and research training providers

+ Review available jobs and apply online

= Set up a Virtual Recruiter® search agent to automatically review job postings and notify you of jobs that match your
skills

= Track your job search efforts and résumés sent in a personal profile folder online

= Learn about services and benefits for which you may be eligible

- Determine a budget and plan for training

- Research regional labor market information, such as salaries

= Use the email/message center to contact employers and your case manager

Employer users will find the following features helpful:

= Define skills and post job orders to find potential candidates

= Research labor market information on salaries and economic data

+ Set up a Virtual Recruiter search agent to automatically find candidates within the system that match the job skills of
the job order

+ Communicate with job seekers, case managers, training providers, and others within the system email and message
center.

In summary, the user-friendly system will assist you with your job search and workforce service needs.

About this Site (Sample Page)

Site Search

The Site Search option displays a page that allows provider reps to search their site for information. They
can perform a search using a variety of keyword combinations using multiple search criteria. They can
search through content on the site, as well as common tasks they can perform on the site (such as a job
search).
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Find items that have...

phrase:

With all of the words: engineer
This exact wording or

One or more of these words: 0
Limit 1 word per box. \_/

But don't show items that ha W Articles M Jobs Wl occupations

[ Industries [l Areas W1 Employers
Any of these unwanted [ Training Programs Training Providers vl Pages
words:

Search the following areas:

[ Chack a1l | Uncheck ail |

Fields to search: Title '

U on 4TEE0TT

Select one of the following time frames:

® Anytime
Within last 3 months
© within last year

ithin last 6 months

A, Ondine Learning Resouwrces

Option 1 There s no official Federal definition of Green Jobs; however there is a fair consensus of the
) Within last month chasmcteristics of Green Jobs of, b they ae sometimes referred 1o, Gemen Collar Jobs Examples of Green
Joibs inchude-Sustainabie Marlacturing,.

FHING RESOURCES This page contans bnks to webstes that offer 3 variety of online
ming and traning courses that ¥ou can wse b epand your knawledge and skills. The knks are
Grouped inte the following Sections: ALISON Onlisg.

@ |

Warge (] ot b W rowi [5 v

Site Search (Sample Page)

My Preferences

Click the My Preferences link to set your user preferences for this system. Depending upon your
system'’s configuration, you may be able to choose options for themes (graphics versus text-only),
preferred language, and navigational preferences.

Themes: @ N
® \Web Theme - for users with average speed intemet/intranet access with all images.
) Text Theme - for users who want maximum performance with less images.
() Screen Reader Theme - for users who are visually impaired or prefer to use the keyboard over
mouse. Page footer links Directory of Services, Site Map and Site Search sections contains the left
menu itemns for site navigation.
Languages: 5]
|in English [v|
Reset Language
Navigation Menus: @}
@ Enable Flyouts - turn on flyout menus in the left navigation bar
() Disable Flyouts - turn off flyout menus in the left navigation bar (for users with slow
connections)
To configure what menu groupings appear, the order in which they display and if they are
expanded or collapsed, click here.
This site is best viewed using these seftings for your system and software.
v

My Preferences Options Screen
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Provider User:

Other Services

Email Your Questions

Click the Email Your Questions link to access an online form that allows you to submit a qu
system staff.

Send Email to Us

Please help us help you - provide a short description of your problem in the description box. It is
important to provide accurate information so we can promptly contact you. Please only send us one email
per problem.

O Individual O Employer O

* Account Type: Analyst ® Provider

Subject: IForgot Password
*First Name: John
* Last Name: Smith
*Zip Code: 34683 (99599.699)

*Contact Phone:

[z -[e7e | -[eres |e[r |

Your Email: jsmith2018@gmailcom X
Providing your email address will ensure a prompt response to your request.
Create Email Account Read our Email Security Policy
* Message:

Some HTML tags such as embedded videos are not allowed in this text box and will not be saved.

Please contact me at the above phone
number or email address (if available)
regarding my account.

I Spell Check 1
12000 characters maxd
Current Charactes: 98

@ Cancel

Email Your Questions Screen

Contact Us Directly

estion to

Click the Contact Us Directly link to view contact information for the system’s Help Desk (if applicable),

the Location Search, Map of Location or All Locations.

The Location Search tab allows you to search for offices based on a ZIP code, county, or region, as

shown in the following figure:

Heto Do Lication Seareh Mg of Locations Al Locations I
Search for an Office Location
*Search By: [7iv code &1
*enter a Zip Cote: [Grrzz  — —_— )
cligk here far m. i il a“""“-—-—¥_,__,_)—-—-"
Radius From Zip Code
) o TH Career Center - Alcoa Phone: [865)379-5525 417 mi
5 Miles 10 Miles. 25 Miles @ 50 Miles 100 Miles. 150 Mibes 366 Glascock, Suite 100 Emaitpdassing@gensoling.com
Alcoa, TN 37701 Days/Hours of operation:
e Map Agdress
HRiesults View: Summary | (etailed | i Hil 1}
To 504t on any column, click & column title,
Digiance Select M
03 TN Career Center - Knawville Phone: (865)584-5500 43.2 mi
2700 middlebrook Fike 15t Floor Emaitidassing@gecsaling.oom
92 TH Career Center - Sevierville Phone: (B651453-4437 194 mi Knoaville, TN 37921 Days/Hours of operation:
1218 Graduste Drive Email .
Sevierville, TH 17062 Days/Mours of operation: i po T
480 Ackires # Click here far mere Office details
¥ Click hrere for more Office details
\ o
02 TH Career Conter - Talbott Phone: (42313311060 54 m:
BO57 West Andeew Johnson Email:idassing Baeasolng com
Highwary, Surte 64 DaysMours of operation:
Talatt, TN 37877
Map Address

Contact Us Directly — Office Near You Tab — ZIP Code Search

4-6
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Select a type of geography (ZIP Code, County, or Region) from the Search By drop-down list, then enter
or select your specific area and click the Search button.

Learning Center (Provider Courses)

The Learning Center gives provider reps access to several training videos. These videos provide both
general assistance in using the system, as well as specific assistance for functions related to a specific
user’s needs. These self-paced tutorials present detailed demonstrations to help provider reps take
advantage of the various system resources available.

Check the Learning Center periodically to see if new videos have been added. If you desire a specific
video, or need more information, you can also use the contact tab to identify an appropriate center and
how to contact them. See the previous topic, Contact Us

18] [y oty s e Welcome to the Learning Center.
Please select a training video from the titles listed below. Audio is used in these videos, so

My Provider Dashboard
speakers are recommended.
My Provider Account

Directory of Services General Courses

B Services for Providers

General Courses

Manage Provider Profile

Manage Provider User How to Use These Videos - Learn how to use the video player to view the training videos. There are various control options

Profile available to help you manage these self-paced tutorials.

Manage Institution
Programs

How to Conduct an Occupation Search - Learn how to search for and select a desired occupation. The system uses the
O*NET program, the nation's primary source of detailed occupational information. Transcript /-
Demand Occupations

How to Conduct an Industry Search - Learn how to search for and select a desired industry using the North American

View R rt: e - . . . . .
1ew Reports Industry Classification System (NAICS). Federal statistical agencies employ this standard to classify business establishments.
Education Services Transcript /-

B Other Services

Communication Center

Assistance Center

lLearningCenter F '

Learning Center — Provider Courses
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5: Initial Staff Provider Access

‘ Chapter Contents ‘
Provider Staff Privileges Set by ADMINISIration ..........co.uuuiiiiiiiiiiii e 5-1
Summary of Manage Provider MenU OPLIONS. .......couuuuuiiiiaiii it eeeeeea e 5-2

Unlike the Provider Users who register themselves, the workforce staff providers, who are given the
abilities to create and manage providers, do not register for their provider capabilities. Their abilities are
granted by an Administrator. This is true whether the provider system is part of a full Virtual OneStop
system or a stand-alone installation of provider services. The range of available services and menu
options available to staff who manage providers depends on both the configuration of the site/system,
and the specific staff-privileges that are set for the provider staff by the administrator. The range of
privileges and options is briefly described below.

Provider Staff Privileges Set by Administration

A workforce staff member with Administrator privileges will need to set up the staff members and ensure
that the correct privileges are set for the provider staff members who will have the access and capabilities
to manage providers. These capabilities may range from creating and/or activating the provider
institutions and the provider users, managing provider programs, to handling the opting in or out of
specific WIOA-eligible programs and services at a local level.

Each of these privileges are in a Manage CRS Providers area in the Administration system. The
appropriate administrator can set them up for new provider staff, or they can activate and control these
capabilities as additional Provider services for existing workforce staff, to be accessible along with their
other services.

The figure below shows a portion of the Admin privileges screen, and the menu options available to a
provider staff member with all services turned on by the administrator.

Manage CRS Providers

Assist a Provider Yes

Create a Provider I\"es. Manage Individuals +
I, Provider A v
- Manage Employers  » Create a Provider

Manage Provider Users - Assist Yes

Manage Resumeés

e Drowi -
Manage Provider Users - Create Assist a Provide

Manage Program
Reapplication

Manage Labaor

Local Provider CRS Services - Duplicate ‘f'eg Exchange
. i Provider Certification
Manage Provider/Program Certification Yes Manage Activities D
(Optin/Optout)
Manage Providers . | Program Certification
Manage Case @ Create a Provider User
Assignment

Administrator’s Provider Settings (through Staff Administration)
and Staff Provider’s corresponding Manage Provider Menu Options

Note: If you cannot access privileges that you should have as staff, contact your system administrator.
For a brief indication of where these Admin privilege settings are accessed see Chapter 4 of the
Administrator Guide. For a detailed explanation of all functions related to the Administrative side,
please review the latest version of the Virtual OneStop System Administrator Guide.
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Initial Staff Provider Access

Summary of Manage Provider Menu Options

The menu options that staff can access from the main Manage Providers
selection provides them with a full range of options for creating, managing,
and/or assisting provider institutions and provider users.

Even for sites with a minimal configuration for provider services, when case
management is part of Virtual OneStop, Manage Providers will include the first
two options, which are used the most (to enable provider settings and manage
the provider institution’s programs): Create a Provider, and Assist a Provider.

Below is a brief description of each feature. All features are covered in more
detail in the following chapters.

e Create a Provider (Institution) — This option lets staff create an
institution — which is the first step that must occur before the institution

Manage Providers "

Create a Provider

Assist a Provider

Manage Program
Reapplication

Provider Certification

Program Certification

Create a Provider User

can be enabled by staff and tied to a provider user (as part of enabling the provider user). The
institution must also be created and enabled before any of its programs or services can be
created for the provider, reviewed and certified by provider staff, and ultimately be accessible to
staff and end-users (e.g., as WIOA-eligible courses in which staff can enroll WIOA participants).

Staff enters or selects data in three screens to create a basic provider:

= Provider Details Includes basic info like: active/inactive status, FEID/SSN, name and type of

(Section 1) business, physical, billing, and mailing addresses.

= Provider Type Details This shows a tree structure and lets staff select types of Contract Services (CS),
(Section 2) Program Services (PS), and Support Services (SS) that can be added or
maintained. Selecting correct types is necessary here for Add and Edit buttons to
work on tabs in the Provider Programs folder, after the provider is created.

* CRS Provider Details  This section is required if the provider is identified as “state” (i.e., available for

(Section 3) WIOA certification or federally funded program or services). It requires
information for displaying online to the public and for state certification contacts.

Some systems are configured to allow provider users to create the institution (as an additional
part of their provider user registration). The fields for provider staff creating the institution are

similar to those for provider users creating it.

Note: For some systems / states, provider staff will only verify the provider institution data, and
enable the provider (to then be associated with its provider user). For other systems /
states, staff will create the provider institution, and they may even assist the provider to

create and manage all of their programs and services.

For more details on creating the initial provider institution, see Chapter 6: Create a Provider

(Institution).

e Assist a Provider — This option is a quick, search tool to let staff select the provider institution, or
the provider user, they want to assist (i.e., it is where staff goes to activate the provider
institutions and the provider users associated with them). It is also a powerful means of access to

all the capabilities for managing both.

= Selecting a provider (institution) — staff can activate the institution from their General tab.
They can also manage all other areas of their Provider Profile, as well as their Provider
Programs (including support services and contracts, and their Provider Activities (e.qg.,

enrollments, invoices, and vouchers).
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Search Mode

Search For: ® Providers O Provider Users

Quick Assist

You have O saved Provider ksts in My Saved Usts,
Here are the 6 most recent Providers you assisted:

I'neca weks & Bangs

Assist ty College Tests
c ommunity College Coastal Canling €0

General Criteria The Friday Canter for Continuing Eduzation

Statuz: O aActive () Inactive (8 No Selection

e —

Providar FEID: l:l

e w—

LWIA / Reglers: [ — -

—

Selecting a Provider Institution (left button at top of screen)

= Selecting a provider user (representative) — staff can review and adjust the provider
user’s access rights from the search results list. Using the Access link from this list is the
only place that staff can adjust the access right, and activate them, or adjust the status
while they are still under review.

Staff can also select the provider user/rep and use the same drop-downs as the provider
user to control and manage the institution.

Search Mode

Search For: O Providers (@ Provider Users.
User Information

@ User Name: GSUOHNFRIEDADZ04.
@ Name: Jahn U Frieda, Provider Rep & Instructor.

Quick Assist Address: 1284 W. Nash Blvd.. Memphis, TN 38188
Hiere are the 15 mest recent Previder Users you asssted Phone Number: (727) 786-7955
| SUOHNFRIEDADI0H (Friecla Bricks & Dangs) -| gt Registration Dater  09/04/2019 12:48 P

Linked Provider Information

Provider User Criteria

Link Status: Linked
Provider Name: Frieda Bricks & Bangs
User Access Status:
Address: 1011 Durham Ave, Raleigh, NC 27621
User Name: Status: Active
"1 Indicates requlred fields. ﬂ For help click the information icon. | Access Status
RO TR e
Comments: Lehn
GSIJOHNFRIEDAQ904 John  Frieda Bricks 8 Bangs = 1011 Durham Ave. State Pending Assist Inactive
Frieda - Linked Raleigh, NC 27621 Access SR Pending Access
Fomat - | Foe | Under Review = @0
GSIJOANFRIEDAO90S  Joan  Frieda Bobs and 1284 W. Nash Blvd.  State Pending Assist Rejected

Frieda Bangs - Linked Memphis, TN 32188 Access Access

Modify Search
[ClearText ]
o

Selecting a Provider User for Access (right button at top of screen)

Note: When you assist as a staff member, you will be able to see the provider folders and
tree structure, whether you assist a provider institution, or a provider user.

For more details on activating or enabling the provider or provider user, see the topics in Chapter
7: Assist a Provider — Access for Institutions & Provider Users.

For more on managing the provider programs and services, see the topics in Chapter 8: Assist a
Provider — Managing Programs.
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e Manage Program Reapplication — This option lets staff members review programs that are
scheduled for periodic reapplication or review, through a screen in which they can filter programs
by reapplication criteria. When they open the program from this screen, it opens the Program
Review Details, from which they can identify the reapplication status and reapprove the program.

For more details on reapplication, see the topics in Chapter 9: Managing Program Reapplication.

e Provider Certification — This option lets regional staff search for any providers that are state
WIOA eligible, and then opt in or opt out of certification related to those providers, which will apply
just to that staff member’s LWIA region.

For example, in Florida, provider staff connected with a Tampa LWIA region can opt out for a
state provider located in Tampa and opt in for a state provider located in Tallahassee. This would
mean that if case management in Tampa wanted to enroll a WIOA patrticipant in a program
offered by both providers, they would not have access to the Tampa provider, but would have
access to the Tallahassee provider.

For more details, see Chapter 10: Provider Certification (Opt In/Out).

e Program Certification — This option lets regional staff search for specific program from providers
that are state WIOA eligible, and then opt in or opt for certification related to the programs for
those providers, which will apply just to that staff member’'s LWIA region

For example, provider staff connected with a Tampa LWIA region can opt out of a specific
Nursing course for a state provider located in Tampa (because of local information about that
course), and opt in for a state provider located in Tallahassee for a similar Nursing course. This
would mean that if case management in Tampa wanted to enroll a WIOA patrticipant in a Nursing
program offered by both providers, they would not have access to the Tampa provider’'s Nursing
course, but to all others. For that one course, they could have access to the Tallahassee
provider’s Nursing course (even though they might opt out of all other courses by the Tallahassee
provider for enrollments in the Tampa LWIA.

For more details, see Chapter 10: Program Certification (Opt In/Out).

Create a Provider User — This option lets staff create a new provider user by following steps identical to
those performed by the provider user normally performing self-registration. Provider users normally
register themselves; therefore, this option is infrequently used and is the last option listed on the menu.
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6. Create a Provider (Institution)

‘ Chapter Contents ‘
Steps to Create the Provider INSHEULION ............uviiiii e e e e e e e aaraeee s 6-1
Reviewing the Provider Profile FOIAEIS ..........oovii oottt e e 6-4

An institution must be created before staff can activate it, link it to a provider user, and manage any
programs or services for the provider. The institution is created by data entry in three general sections
(shown below). The collected data from these sections becomes the General tab, which is part of the
Provider Profile. At the end of creating the institution, the Provider Profile, and other folders and tabs will
display, in a tree structure, for staff who are managing the provider.

Provider Profile Provider Programs Provider Activities
[ | General ) [ | Program Services Enrollments
[F1 Locations Prov!der Details ) [©| Support Services [ Invoices
- Provider Type Details - -
|~ Contacks CRS Provider Details |=] Contracts [~ Vouchers
[ 1 Case Maotes 1 Education and Training Programs
[ | Documents

The institution must first be created with entries for three General Tab sections:

= Provider Details This includes basic information including: active/inactive status, FEID/SSN, name and
(Section 1) type of business, physical, billing and mailing addresses.
= Provider Type The tree structure lets staff select types of Contract Services (CS), Program Services

Details (Section 2) (PS), and Support Services (SS) that can be added or maintained. Selecting the
correct types is necessary here for the Add and Edit buttons to work on tabs in the
Provider Programs folder, after the provider is created.

= CRS Provider This section is required if a Provider Type PS - Public Display is selected. This is
Details automatically selected when PS - Approved Provider Training - ITA, PS - Training
(Section 3) Non-ITA, or PS - Non-ITA Occupational Skills is selected in Provider Type Details

(i.e., available for WIOA certification or federally funded program or services). The
section requires information for displaying online to the public and for state
certification contacts.

Steps to Create the Provider Institution

P To create a Provider Institution:

1 Select the Manage Provider » Create a Provider menu option.

A New Provider Information screen displays (as shown below), with blank areas for Provider
Information, Billing Address, and Mailing Address.

Note: If you believe the provider already exists, use Assist a Provider to search for the provider
before starting. This will avoid duplication of a provider already created (e.g., by other
staff, or a provider user). See the next chapter, for more details on searching for an
existing provider.

Provider Information (Section 1)
2 Enter or select data in the Provider Information area.

= Change the default status from Active to Inactive, if you do not want the provider to be active
immediately.
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Create a Provider (Institution)

Select the LWIA Region (select State if any courses are to be WIOA eligible).

Only providers considered State provider can offer WIOA eligible courses. This selection
must be State, if programs will be submitted for WIOA approval, and are to be accessible for
staff-assisted enrollment of individuals for WIOA ITA-eligible programs and courses.

If this provider is associated with an employer, use the Search for Employer link to find and
select the employer.

For example, if the provider is an employer that will provider On-the-Job training, you may be
able to find the employer record, link that employer, and automatically update the screen with
this employer-provider’s primary address, website address, and FEID information.

Note:

= Enter a Vendor ID.
=  Enter a FEID or SSN number.

= Review the fields in the Provider Information area (and make changes if needed).

Pravider Information

None Selected

“ Status: ® Active O Inactive

force Development Board

———— Southwestern ¥
uthwestern Waorkforce pment Board

*LWIA Region:
Linked Employer:

*Vendor ID:

—

i
[ Search For Employe!

]
)

*FEID/SSN:

are to be WIOA

Select State if programs

State Use 5:

Provider Name 2:

=
* Provider Name 1: ]
I
I

*Address 1:

Address 2: |

Note: By entering the Zip Code first, the system will
automatically populate the City and State fields.

* City: [
*State:

None Selected |
*Zip:
URL: |
Enter URL e.g. (http://www.companysite.com)

Billing Address Information

Populate the Billing Address from: Provider's Main Address

*Billing Address 1: |

Billing Address 2: [

* Billing City: |

* Billing State: None Selected |V

—

* Attention: |

* Billing Zip:

Type of Business: INune Selected

* This provider is an © ves O No
accredited postsecondary
education institution:

State Use 1:

State Use 2:

State Use 3:

State Use 4:

State Use 5:

ﬂ Mailing Address Information Ik

Populate the Mailing Address from: Provider's Main Address | Provider's Billing Address

* Mailing Address 1: |

Mailing Address 2: |

Billing Address Information

Populate the Billing Address from: Provider's Main Address
*Billing Address 1:

[
I * Mailing City: [
: * Mailing State: [None Selected ﬂ
I * Mailing Zip:
* Mailing i [
-]
—

3 Enter a billing address, and then the mailing address (using the Populate link or manual entry).
4  After you enter and review all base provider data, click Save.
The Provider Type Details tree is displayed next.

All fields on the screen are enabled for staff, who will have access to the folder and files after

creation. Staff-only fields are disabled/hidden for provider users, as well as the folders. See the
topic, “Creating the Institution (as a Registering Provider User)” in Chapter 2, for details.

Provider Type Details (Section 2)

5 Expand the Provider Type groups to identify the appropriate types and related codes.

When general groups are expanded, each type will display available service codes for the
services associated with the provider types (as shown in the following example for “PS -
Approved Provider Training — ITA”). The service codes for the provider types you select can later
be related to enrollments in WIOA-eligible programs and services.
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Create a Provider (Institution)

Provider Type Details

2 provider Type Details
# Contract Services (CS)
* Program Services (PS)

Provider Type Details

'3 provider Type Details
*"Contract Services (CS)
='Program Services (PS)

Staff can expand provider types and
select types related to specific programs

and services created.

M1 PS - Approved Provider Training

@Sup){ﬂ: Services (SS)

416 Youth Occupational Skills Training - on ETPL
300 Occupational Skills Training - on ETPL

PS - Non-ITA Occupational Skills

28 Occupational Skills Training - Not on ETPL

by State
02 Entrepreneurial Training

310 Occupational Skills Training - for Special Grants (on ETE
i ;i 2

éD Youth Occupational Skills Training - Not on ETPL

35 TAA - Approved Occupational Skills Training -

Approved

"] PS - Office Services
GO B Saniisas Provided
MULTAA Only)

Provider Type Details Selection

6 Select the different types for which this provider will have programs, services or contracts created

(by representatives or staff).

Note: If a displayed type is disabled (e.g., PS -
Approved Provider Training — ITA), you may
not have correctly selected State for LWIA
region. PS-CRS does not display any
service codes; CRS-only providers have no

as options for federal program enrollments.
7 Click Save.
The CRS Provider Information screen is displayed.
CRS Provider Information (Section 3)

This screen is used to collect additional information that
is needed before a program can be created and
activated.

8 Review and answer all of the questions and
prompts, as accurately as possible.

Note: Answer all required fields or questions as well as
you can. Some specific prompts may be
required which you may not know. E.g.,
Accreditation, if you click No, you can change
this to Yes later when accreditation has been

added

9 When you are done, click Save.

The system displays the General tab with all the
information that you saved for the Provider Details,
the Provider Type Details, and the CRS Provider
Details.

Institution Mame:

Institution Code:

* Ingtitution Area:
" Institution Type:
* Institution Cwnership:

* Type of Entity:

Years In Business:
Disabled Access:
ADA Compliant

Source of Funding:

Institution Description:

* Main Telephone Number:

TTD/TTY Telephone Number:
Main Email Address:

Is this a Community College?

* Digplay Online to the public?

* Accreditation

Accrediting Body:

Career Assessment Available
Career Counsaling Available

Job Placement Assistance Available
Tutorial Services Available

On site Child Care Available

* State Aporovina Agency Exemption

Certificate on File

* State Approving Agency Receipt Letter on File

Financial Aid Available

Elialble Provider of Youth Workforce
Investrent Activities:
Reglstered Apprenticeship Provider:

Frieda Bricks & Bangs Institute
The Institustion code will be created.
Wake County S|

slogy/Barber Traming Provider | %

Private for-profit institution | v

[Higher Edt assaciate's Degree v
® ves O N

# Yes ' No

. {2000 charactens mao)
Eae xR -
m

Yes ® No
® Yes O Ne

® ves O No

None Selectad

Yes ® No

® Yes O Ne

W Yes Mo

® Yes O No

Yes ® No

® Yer O Ne

Yes Mo

® Ye: O No

Yes O No

Ver O Mo

After you create the institution, you may assist provider users at various levels. In some state sites, staff
may only activate institutions and review/certify the programs per provider user requests. In most state
sites, staff can perform a full range of provider management (e.g., updating institution data, creating
programs, determining WIOA eligibility, certifying programs, and managing support services and contracts).

Note:
(as indicated in the previous chapter).

Linking the provider user to their institution is part of providing access rights to the provider users
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Reviewing the Provider Profile Folders

When the screen refreshes (after saving all the new provider institution details), the three provider folders
will display: Provider Profile, Provider Programs, and Provider Activities. Each of these profiles (shown
below) contains specific information about the provider institution.

8 Currently Managing () Brovider Profile [ Provider Proarams [ Provider Activities

[ General ) Program Services [ Enrollments

4 Locations Support Services Invoices

[£] Contacts [ Contracts [5] Vouchers

FRIEDA BRICK & BA...

* Case Notes Education and Training Programs
Release Provider I

Assist a new Provider General Locations Contacts Case Notes Documents

| A

Provider: Frieda Brick & Bangs Institute
When staff creates a
provider, the provider )
ortfolio displays and Status: Active
p i p X y LWIA Region: State
the menu indicates the Linked Empl WA
institution that staff is ined Employer: /
currently managing. Vendor ID: NC30
Provider Name 1: Frieda Brick & Bangs Institute
Provider Name 2:
Address 1: 1268 W. Raleigh Blvd
Address 2:
City: Raleigh
State: NC
Zip: 27601
URL:
Type of Business: Post-Secondary Educational Institution - Private
This provider is an accredited
postsecondary education institution:

|t 1262 W. Ralei |

Sample Provider General Tab, Details Links, and Left Navigation Menu
Each of these profiles contains specific information about the provider:

e Provider Profile is a placeholder for general information about the provider, such as locations,
contact persons, billing addresses, any general case notes, as well as specific documents
scanned or uploaded for the provider (if the site includes the Documents module).

e Provider Programs is where all of the specific courses and programs are created, edited, and

modified (as well as supports services, and any contracts related to the programs or support
services).

= Provider users can define their programs from the Education and Training Programs tab
(which lists each program). Provider users can also open the programs to edit different
areas, and to submit the programs for approval. Staff can review all areas of the programs
and approve the programs (as they are submitted for WIOA review and approval).

e Provider Activities contains information on those who enrolled in the courses / programs that
are created in Provider Programs folder (Enrollments tab). Staff can use the tab to review
enroliments, and use links to access specific individuals and their Enrollments. Staff can also
access the Invoices tab, and Vouchers tab to view and maintain data on the obligations,
payments and refunds related to programs for the Provider/Institution.
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7: Assist a Provider — Access for
Institutions & Provider Users

‘ Chapter Contents ‘
Activating a Provider INSHIULION. ..........uue et e e e e et e e e e e e eerbb e e e e aaaeeees 7-1
ENaDliNg @ ProVIiAEr USEI'S ACCESS ... ieiiieeiiit e e e ettt e ettt e e e e e e e e ata e e e e e e e eeabba e e e e aaaeenbananss 7-4
Additional NOtES ON ACCESS RIGNTS.......uuuueuiieeieeiiieeeeeeeeaeeaeeeeaeeeeeeeeeeneeeeeeeeeeeeeeeenneeseenssnsnsnsnsnssnnsmmsmnnes 7-6
When to Perform Reviews / Verifications for Provider USEIS .............uuuueuuereurimeeieeeieeeneeeneereeeeennnnneenne 7-6

The option to Manage Providers » Assist a Provider opens a page to search for and select a provider
(institution), or a provider user. This page is a search tool that allows staff members to find providers, or
provider users, and select them from a displayed list of search results. Staff can then select the institution
(or the provider user) that they want to assist, from the list of search results.

They can then activate the institution, review and enable provider users, or perform more detailed and
involved maintenance for each.

This search is used both to enable provider access and to manage their details, capabilities, and
programs. Staff can select providers from a list to:

e Provide Access — Staff can use the Assist a Provider option to:

= Quickly review and/or activate the institution, or
= Assist a provider user to enable access rights for that user.

Note: If provider user register themselves for a new or inactive institution, staff must first
activate the institution, and then enable the provider user.

e Manage Provider’s Folders/Data — Staff can access the full range of options, folders, and files
for the provider, or access the same menu options as the provider user, and manage their
capabilities and offerings.

Because of the different capabilities that all start from the Assist a Provider search screen, two separate
chapters cover assistance with the capabilities that stem from this search tool. This chapter describes the
Assist Provider ability, specifically to activate an institution, or to review and enable a provider user.

Note: This same initial search (to assist a provider) is used in the next chapter, as the beginning of the
option for managing programs and services for the provider.

Activating a Provider Institution

At their simplest, the steps to find and activate an inactive Provider Institution are:
1 Select Manage Providers » Assist a Provider to open the Provider Search screen.
Enter search criteria, to list the providers needing activation (e.g., search for Inactive status).
Click Search button.
From search results, click a Profile link to open the General tab for an inactive provider.
Click the Edit Provider Detail link to open the Provider Details screen.
Then click the Active radio button at the top of screen (and enter any missing data).
Click Save to save changes and activate the provider.

N o oA WN
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Note: If the Institution Code or Institution Area does not exist, you must enter it in a CRS Details
screen, before you can activate the provider. A popup message will indicate this and
direct you to a CRS screen. After you enter and save CRS data, return to step 5 to
activate the provider.

As staff use these steps to identify and activate provider institutions, they may need to use complex
search criteria, or make entries in additional fields beyond simply marking the provider as Active. The
following descriptions elaborate on the basic steps indicated above.

P To Find and Activate a Provider Institution (more details)

1 Select Manage Providers » Assist a Provider (from the left navigation menu).
This opens the Provider Search screen that is used to find Provider Intuitions of Provider Users.

2 Select the Provider radio button at the top of the screen (if not already selected), and identify the
search criteria in the General Criteria section.

For example, you can select the Inactive radio button in the first field, Status, if you know the
provider is inactive. This can be used with other criteria, such as a partial Vendor Name (as
shown in the figure below).

Note: There is a More Search Options link at the bottom of the search screen to which will open
additional areas, if more specific criteria is needed to find a provider.

3 Click the Search button.
A list of provider institutions is displayed, including vendor code, region, and current status.

Search Mode

Search For: ® Providers ) Provider Users
Quick Assist E ]
You have 0 saved Provider lists in My Saved Lists.
Here are the 10 most recent Providers you assisted: | Fried Finery Baking Expertise | Assist

General Criteria

Status: I QO Active @ Inactive ) No Selection l

Provider ID:

L]
Provider FEID: I:l
[ 1

Vendor Code:

LWIA / Region: None Selected -
Provider Name 1: I Friedl
Address
Provider Name 2: |
Service Name: | | 51 Fried Finery 12402 W. Nash Bivd State  Inactive Proﬂe
Baking Expertise Memphis, TN 38188
Provider Type: | None Selected - | Actwmss
Agreement Number: I:l 52 | FriedaBobsand | 1284 W. Nash Blvd. ™2 State Inactive  Profile | []
Bangs Memphis, TN 38188 Programs
Green Job Training: QO Yes O No @ No Selection Activifies
Local Area Certified: Q Certified ) Not Certified @ Mo Selection [ Save Selected Providers ]

Institution Code: I:l Modify Search

[ More Search Options ]

Searching for Inactive Providers (with a Partial Provider Name)

4  Click the Prdfile link (in the Action column) for the provider institution that you want to activate.
This opens the General tab in the Provider folder (the tab where status can be changed).
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5 Click the Edit Profile Details link at the bottom of the Provider Details section.
This opens the provider record in editing mode, for the Provider Information, Billing Address, and
Mailing Address sections (as shown on the next page).
6 Click the Active radio button (the Status field, at the top of the screen).

¢ Also review the other information on the screen.

¢ Make any other needed changes or entries in the Provider Information area.
For example, a Vendor ID and whether the provider is an accredited post-secondary
education institution (Yes or No) are required fields.

Locations Contacts Users Case Notes Documents

Provider: Fried Finery Baking Expertise

Provider Details

Status: Inactive
LWIA Region: state Provider Information
Linked Employer: N/A
Vendor ID: TN1 Provider ID: 51
Provider Name 1: Fried Finery Baking Expertise * Status: l@ Active O Inactive ]
Provider Name 2:
Address 1: 12402 W. Nash Blvd LWIA Region: State
City: Memphis Linked Employer: | | [ Search For Employer |
State: TN
Zip: 38188 Vendor ID: | TN |
. : w FEID/SSN: 123498765
Mailing-.
Mailing City: Memphis *Provider Name 1: | Fried Finery Baking Expertise |
Mailing State: TN
Provider Name 2: | |

Mailing Zip Code: 38188
Mailing Attention: Mail room * address 1: | 12402 W. Nash Blvd |

l [ Edit Provider Details ] ] Address 2: | |

d}—n) Note: By entering the Zip Code first, the system

10
11

"wemsulate the City and State

Activating a Provider: Changing the Status in the General Tab

Click the Save button (at the bottom of the screen).
The data is saved and the General tab of Provider Profile is redisplayed.

Note: If an Institution Code or Institution Area has not been entered, you must enter it in CRS
Details before you can activate the provider. For example, if a provider user registered
their institution as a state provider, the Institution Area may still be empty in CRS Details.

The popup message below will indicate this, and direct you to the CRS screen. Other
changes will be saved, but the “Activate” cannot be saved until after you enter CRS data.
Follow the steps below, and then return to step 5 to activate the provider.

If a pop-up indicates required CRS Details, click OK to open the CRS Provider Information screen
(as shown on the next page).

Enter the required CRS entries, including Institution Code and Institution Type.
Click Save to save changes and return to the General tab for the provider.
Click the Edit Profile Details link (i.e., return to step 5) to activate the provider.
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CRS Provider Information

Institution Mame: Fried Finery Baking Expertise

Institution Code:

" Institution Area:

* institution Type:

* Institution Ownership:

Message from webpage X

CRS Provider Details Institution Code or Institution Area
! prompt has not been completed. Provider Status shall be set
to ‘Inactive’. Click 'OK' to continue to the CRS Provider Details @ ve O Mo
screen. You will need to return to the General Information .
screen to set this provider record's status to “Active’, Q ve @ No
—— e E—
[ Dlsplay Online to the publicr @ v O o
Aceraditation @ ves O no
Aceraditing Bady: | counci on oxcupstiond Educatin
Career Assessment Available Q ve @ no
Career Counseling Avallable QO ves @ ro
Job Placement Assistance Available ® ve O e
Tuterial Services Available Q) ves @ ro
ESL Courses Available Q ve @ ne
On-site Child Care Avallable Q ve @ No

State Approving Agency Exemption Certificate Q) e O No
Stats Approving Agency Recelpt Letter on File Q Ve O Mo
Financlal Ald Available Q e O Ne

Eligible Provider of Youth Warldorcs Investment () ves (O Mo
Activities:
Registered Apprenticeship Provider: Q) ve @ no

o Cancel

Required CRS Data before Provider can be Activated

Enabling a Provider User’s Access

The basic steps for verifying and enabling a registered provider user are simple:

1
2
3

Select Assist a Provider to search and locate the provider user(s) pending access.
Click the Edit link for a provider user select from search results.

From the displayed Access Rights screen (shown on the next page), identify and verify the linked
institution, update the user’s access rights, comment on their review/access, and then save the
changes.

The following steps elaborate on the three basic tasks indicated above.

P To find, review, and enable Provider Users (change their access rights)

1
2

Select Providers » Assist a Provider (from the left navigation menu).

From the search screen, select the Provider Users radio button (this changes fields to Provider
User criteria).

Use search criteria to find the provider user.

For example, select Access Status of Pending Access and enter a partial Institution name (as
shown in the following figure).

Note: New registrants who are pending access will display as “Out-of-State providers” unless
they have a linked institution.

Click Search.
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A list of users meeting your criteria is displayed, including their institution name and current
access status.

Note: Staff can search for Provider Users by access status, by institution name, or other
criteria, and click Access to change the access rights for a selected user.

Search For: O Providers @ Provider Users

- | Axsist

Usar Access Statur: - GSIJFRIEDBAKES Joan Fried Finery Baking 12402 W. Nash Blvd State Pending Assist
User Name: |: Fried- Expertise - Linked Memphis, TN 38188 Access
Elements r
Institution: eried
GSIJENFRIEDAN Jenny North Carolina 9500 Nebraska State Pending Assist
First Namae: Friedan  Educational Training  Avenue Access Access
Provider - Linked Raleigh, NC 27607
Last Name:
Provider FEID: I: GISJOHNNYFRIEDA  John Frieda Bobs and 1284 W. Nash Blvd. State Pending Assist
Frieda Bangs - Linked Memphis, TN 38188 Access Access

- —
Phane: : Modify Search

Search for Provider Users Pending Access

5 Click the Access link for the Provider User in the search results for the user whose access you
want to update. This displays the Provider User Access Rights area.

6 Use the Access Rights drop-down to change the status to Active.

User Information

User Name: GSUFRIEDBAKES

Name: Joan F Fried-Elements, Provider & Master Baker
Address: 12402 W. Nash Blvd, Memphis, TN 38188
Phone Number: (727) 987-9879

Registration Date: 09/09/2019 06:05 PM

Linked Provider Information

Link Status: Linked
Provider Name: Fried Finery Baking Expertise
Address: 12402 W. Nash Blvd, Memphis, TN 38188

Access Status

. Inactive
User Access Status: | Pending Access ¥ I .
i Pending Access

Comments: @ Under Review
BIUT|= Rejected

Fomat - | Font

[Clear Text |

@ Cancel

Assist a Provider: Pending Access Provider User and Access Rights Options

7 Enter applicable comments.
8 Click the Save button.
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The data is saved and the Services for Provider screen is displayed for that provider user (i.e.,
the same as if staff had clicked on that username from search results in assisting a provider).

Note: From the displayed Access Rights area, (shown above) you can also change the linked
institution, or add/change comments regarding the access.

Additional Notes on Access Rights

The Access Rights screen contains two sections. The top section contains basic information collected
during the registration process, such as User Name and Contact Name. Not all fields will be complete; it
is dependent on the information volunteered at the time of registration. Staff can review the entire
registration form by clicking the View Regqistration link in the center of the screen.

Staff must complete required fields in the bottom section of the form:

If the provider user is associated with an existing registered provider, the Institution Access field will allow
staff to select the provider from a drop-down list. If the drop-down is empty, no appropriate, active
providers are available for association.

This field is required if Access Rights are set to Active.
Based on the choices made in the Access Rights drop-down, staff will be required to enter free-
form text comments in the Comments textbox, which is a required field. The information that is
entered in Comments may be an office determination.

e Staff can also change the status of an active provider to some status other than Active. This will
limit their ability to modify or add anything in their provider profile.

When to Perform Reviews / Verifications for Provider Users

The timing for when to perform your staff reviews and verifications of provider users can be more
complicated, and depends on your local workforce standards and procedures.

A specific staff member may be assigned to verify and enable these registrations, or they may be handled
by multiple staff members responsible for managing other provider services.

Depending on how your system’s provider staff members are configured, the appropriate provider staff
will automatically receive system natifications through the Message Center when new provider users
have registered. These notifications will allow for quick response time. An example of what an automatic
mail message notification may look like, for a newly registered provider user, is indicated to the right.

Staff can review provider users as they receive notifications, or they can periodically conduct a search
(e.g., for registrants who are in a Pending Access, Under Review, or Inactive status).
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Ellis Flink

FROM: POSTMASTER
CREATED BY: POSTMASTER
SENT:Monday, November 13, 2019 9:38:00 AM

TO: Ellis Flink
SUBJECT: Provider User Registration Notification
California Workforce Services Network has registered the new providers listed below.

13079 GS| Tech Training Yes 11/11/2016
GS| Samual

234 Capitol Street

Salinas, CA 93901

(888) 111-2222

cmahan@geosolinc.com

New Provider(s)

3065 ConSoles Systems Inc. No 05/11/2012
Ransom Smith

777 S. Figueroa St.

Los Angeles, CA 90017

(213) 555-4545 ext 123

fxsmith@consoles.com

3064 BF Services Inc. No 05/11/2012
Felix Jones

777 5. Figueroa St.

Los Angeles, CA 90017

(213) 555-1212 ext 69

fxjones@bfservices.com

Staff needs to set up provider access and give appropriate privilege settings.

Auto-Notification Email for Recently Registered Provider Users
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8: Staff User: Assist a Provider —

Managing Programs

‘ Chapter Contents ‘

Accessing Programs (via the E&T Programs Tab) .........coeuuiiiiiiiiiiiiiiiiiiieeeeeeeeee
Adding/Managing Programs/COUISES ........cciiiuuuiuriiaaaiieeiiiiae e e eeeeeeens

Adding a New Program (as Staff)

Completion Expectations Tab

Provider Representative Tab

Review Tab — Status and Staff Approval

General INformation Tab.........c.uueiiiiiiii e
PN o] o] (=T a1 1ot =TS a1 o T 1= TR PPRPPP
Additional DEtaIlS Tab..........uueieieiiiiiiiiiiiiiiiieiiieeieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeneeeeeeneneneenes
(@0 4 ([T 110 o T I o T
OCCUPALIONS TaD ...
Occupation SKillS Tab....ccooiii i
Scheduling Tab ..o
[0 r= o N I o PP PRPRRRN
LOCALIONS T@AD .ttt e e e e s e e e e e e e e e e e e e e anne
External APProvals Tab ............uuueueeuiiiiiiiieiieeueeeeeeeneeeeeneeneeeneneneeneeneennnnnnennnnnnnnes
COSt DELAIIS TaD.......eiieiiiiie e

Performance Tab ...
Confirmation Tab — for WIOA Application Approval ..........ccccceeeviiiiiieeeeeeeiciiieeeen.

Program/Service Reapplication APProval ................eeeeeeeemeememmmmeeeneneennnnneeeneennnnes
Editing a Program (via the Edit link and E&T tabs) ........ccccccoevvvvriieeeeeiiiiiiiiieeeeeee

Staff assisting a provider, and helping to manage their program may perform one or all of the following

functions, covered in more detail in this chapter:

Add Programs/Courses

Approve Programs Courses for WIOA eligibility
Manage WIOA Program Reapplication

Edit Existing Programs

Accessing Programs (via the E&T Programs Tab)

Whether you are staff who is creating a new program for a provider, editing a program, or reviewing a
program to change its status (i.e., to review or reject the program changes), you do each of these tasks
by accessing the Education & Training (E&T) Program Wizard, via the Education & Training Programs tab

(or E&T tab). This is a tab under the Provider Programs folder in a provider’s portfolio.

The Education & Training Programs tab displays all programs created for a provider. This includes
programs started, but not yet approved, as well as programs that are already approved (but which may
change, or be reviewed for re-approval). The E&T tab lists any programs approved or in progress for
approval, and has an Add Education of Training Program button to create any new programs (as shown

in the next figure).
P To access the E&T Programs tab (assisting a Provider or Provider User):

e Select Manage Providers » Assist a Provider from the left menu.
e Select a Search Mode radio button: Providers or Provider Users.
e Enter search criteria and click the Search button.
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From the Provider search results (institutions):
e Click a Programs link (in the Action column). This opens the Provider Programs folder.
e Selectthe E&T Programs tab. (The tab displays as indicated in the figure below.)
From the Provider User search results:

e Click an Assist link (in the Action column) for an active user. This opens the Services for
Providers menu, associated with the user.

e Select the Manage Institution Programs option. (The E&T Programs tab displays as indicated
in the figure below.)

Adding/Managing Programs/Courses

Regardless of the path staff uses to access the E&T tab, under the Provider Programs folder, the tab will
let staff see a list of each of the programs (as shown in the figure below). The list includes an Edit link to
open each program for changes (via a multi-tab E&T Program wizard). The list also has an Add button
below it, to start the E&T wizard, in a step-by-step mode for creating a new program.

Staff can use a drop-down filter above the table to list only the courses that are Active, Inactive, or All. They
can also filter by the Education Program Type (e.g., Approved Provider Training — ITA, Training — Non-ITA),
and Approval Status, as indicated in the note on the next page.

Program Services Support Services Contracts Education and Training Programs

Frieda Brick & Bangs Institute
Show Filter Options

Education and Training Programs

Program Name Program Description Changes |5 ve Review Status
Submitted

Ancient Studies & Cultural Cosmetics ~ An intro course to western & global cultures, as topics in art history &  Registration Verified Edit

PS - Approved Provider Training - ITA & geography, focused on relationships to hair/cosmetic changes. Deactivate

[WOR] Regsired Apprentceship

Cosmetology Training (Intermediate) A program that prepares individuals to cut trim & style scalp/facial (] Approved/Eligible Edit

PS - Approved Provider Training - ITA | & body hair, apply some cosmetics perform manicures, and Deactivate

(3 CEE sreen 108 Training massage the head and scalp.

Cosmetology Training (Intermediate) A program that prepares individuals to cut trim & style scalp/facial (V] Approved/Eligible Edit

PS - Approved Provider Training - ITA & body hair, apply some cosmetics perform manicures, and Deactivate

(3 sreen 108 Training massage the head and scalp.

Hair Styling - and Trends A intro course that prepares individuals to shampoo, cut, style, and (] In Progress Edit

PS - Approved Provider Training - ITA  set hair of women or men. Deactivate

Intro to Cosmetology (for Theatre) An introductory course for Cosmetology Certifications or Theatre (] @  Pending (system-set Edit

PS - Approved Provider Training - ITA  paths including Set-Design and Cosmetology related courses. only) Deactivate
M 4 Page of2 p M Rows

Add Education or Training Program

The Education and Training Programs Tab (used to add or edit programs)

The displayed programs that are listed on the screen will include columns for:

e Program Name — This column includes additional indicator icons (e.g., for approval, or for
a , or a program nearing its Subsequent Review due date).

e Program Description — The entered description (supplied on the first, General Information tab in
the program creation wizard).
Changes Submitted — Indicating if changes have been submitted since the last review/approval.
Active — Indicating if this is currently listed as an active program.

Review/Approval Status — The current status of program creations and staff review (e.g., In
Progress, Pending, Approved/Eligible, Rejected, Registration Verified).
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e Action — From this column, you can click link to:

= Edit — opens the program to the first tab, General Information. The tabs available in edit
mode, for all fields or controls available to the Provider user.
= Deactivate — this link deactivates a program.

Note: You will see a [z showFiter Options  control above the programs list. You can expand this control to
filter longer lists, based on Status (Active or Inactive), Edu. Program Type, Edu. Program Name,
Registered Apprenticeship, Changes Submitted, and Review Status. In other words, you can list
only programs that are Active, or Inactive. You can also filter by the Program Type (e.g., Approved
Provider Training — ITA, Training — Non-ITA), and/or by the Approval Status (e.g., Rejected,
Pending, Approved, In Progress).

Staff assisting Providers will also see tabs of the Portfolio tree, above the programs list, for areas
used only by staff. Staff see more filter selections than the Provider Users see.

The Add Education or Training Program button (below the listed programs) starts the creation of a new
program. The screens and sections work the same for both creating and editing programs.

The following topic and sub-topics summarize each part of the program creation process, ending with the
application confirmation, submitting the program for WIOA approval and certification by staff.

Adding a New Program (as Staff)

When staff assist a provider, they can start from the first tab, with steps/tabs identical to how a provider user
would add the program. Start by clicking the Add button (displayed below the Programs list). The button
starts the creation of a new program via a Program wizard that walks you through multiple entry tabs for the
program.

» To Add a New Program:

1 Click the Add Education or Training Program button, at the bottom of the list.

This launches the E&T Program wizard. The wizard guides you through required data entry of
each separate progress step (or tab) for entering the segments of data that define the program.
You start with the General Information tab.

2 Move through each segment/tab, and enter all required data.

Each of the segments/tabs is listed in the E & T Program Tabs table, below. Details for each of
the tabs are described in separate topics following the table. This includes topics that range from
the General Information Tab on page 8-5, to the Confirmation Tab on page 8-26.

Note: You may start entry of a program, leave the General Information —
wizard, and return later. When you reenter  —
the program wizard, tabs will display rather than the green Progress Bar segments that
displayed during the initial entry.

3 When staff member (or the Provider User) reaches the Confirmation tab, and enters the Confirm
and Submit acceptance/statement, you will see the Review tab. Staff with appropriate privileges
will use this tab to review and approve the program.

Each of the steps/tabs are briefly described in the table below, followed by a detailed topic for each tab.

Note: The tab titles in the table below are links to the full topic for each tab. The use of these tabs, and
the description of them, are very similar for Staff (described in this chapter) as for Provider Users
(described in chapter 3). Specifics for staff will be included in this chapter. Refer to chapter 3 if
you need more details on a program tab, which may not be specific to staff.
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General Information
Tab

Apprenticeship Tab

8-1 Tabs of the E&T Program Wizard

This tab lets provider users enter basic data about the program, associate it with a CIP
code, and indicate any licenses, certificates, degrees, or credentials related to the
completed program. You must complete this tab to list the course (i.e., to see it in the
programs list), and to complete/edit the other tabs (now or later).

This tab shows one prompt, “This program is an Apprenticeship” 1t defaults to No. If
you click Yes, the prompt “This Education Program is a Registered Apprenticeship,”
displays. If this response is No to either prompt, you can simply click, Next.

If you pick Yes for both, several fields display to identify the apprenticeship
registration data. If instruction for the apprenticeship is provided by another provider
(i.e., not by this institution), even more Instruction Provider fields will display.

A Registered Apprenticeship does not require details in most of the other tabs. Once
apprenticeship details are entered, you can click Next to quickly step through most tabs
(without data entry). If you jump to the Confirmation tab, you will see the minimum
needed data (e.g., “Missing required data on Locations and Cost Details tabs”).

Additional Details Tab e Numerous fields on this tab are configurable (e.g., Target Audience, Accessibility).

Curriculum Tab

Occupations Tab

Occupation Skills Tab

Completion
Expectations Tab

Scheduling Tab

Duration Tab

Locations Tab

This tab lets users add details on financial aid, program prerequisites, institution URL,
why this is a new program, class size limits, instructor qualifications, equipment used
in the program, etc. It may include other configurable fields, such as grievance and
refund policies (and always includes other State Use fields).

B This tab can be configured to display, or not display on the wizard.

This tab lets users identify one or more curriculum items for the program. Adding a
curriculum includes two fields: a curriculum code and course title.

This tab lets users identify occupations to be associated with the program, by selecting
from a Related Occupations list (based on the CIP code from the General tab, or by
searching for other occupation codes, if necessary).

This tab lets users identify occupation skills acquired from the training program.
Selection is from a standard 14-category list of standard O*NET occupation skills.

The display of this tab is configurable (as well as multiple fields on it). If all fields are
Off, the tab will not display.
This tab lets providers define some common course parameters that identify
expectations, related to completion of the program. No fields on this tab are required
for WIOA and Federal reporting.

This tab has 2 sections: Course Time lets you define hours in class time, lab time, other
time, and frequency. Reporting Info requires you to identify the program format (in-
person, on-line, hybrid) and the total program length (in hours and in weeks).
Reporting Info is required for WIOA reporting.

This tab lets users define one or more durations for the program (e.g., part-time for
three semesters, or full-time, intensive summer course) At least one primary duration
is required when the site is configured to require duration.

This tab displays a list of provider locations from which the user picks where the
program will be provided (locations are not entered, only selected for the program).
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External Approvals
Tab

Cost Details Tab

Provider
Representative Tab

Performance Tab

Confirmation Tab

Review Tab

This tab and multiple fields on it are configurable. If all fields are Off, the tab will not
display on the wizard.
Fields on this tab are used to identify state and/or local approving agencies, or other
approval data. (In most sites, this tab does not show.)

This tab lets users enter cost details for the program for a standard cost structure (e.g.,
tuition/fees, books, tools, and other costs). Cost details are required for a standard
program submitted for ETPL approval but may be set to $0.00.

This tab and multiple fields on it are configurable. If all fields are Off, the tab will not
display on the wizard.
This tab identifies a “Provider User” as the representative to contact for information
related to the program. It may include the application signed and received dates
specific to the user. (In most sites, this tab does not show.)

This tab is configured to let you either: (A) enter performance data per individual (by
their SSN), or (B) enter aggregate data (per program year). Some fields for the
Performance Year entry method are also configurable, per site/customer.
This tab is used for recording key performance data, used in reviews to determine if
the program is included on the ETPL list. Provider users will normally only have one
choice of Program Year (if configured to enter aggregate data by year).

This is the last tab that the provider user completes to submit the application for
WIOA Approval (by staff). It contains a simple agreement statement, along with two
radio buttons: “Yes, | agree... submit for WIOA approval,” and “No, do not submit for
WIOA approval at this time.” The user will:

e Select Yes, if they want to proceed and submit the data in the previous tabs for
WIOA approval (or re-approval).

e Select No, if they want to continue and simply save all data entered so far.

Note: Other options display for Registered Apprenticeship ITA programs, or for Non-
ITA programs

Red error messages display at the top of this tab to indicate any incomplete required
fields on previous tabs. The user cannot proceed (i.e., click Next) until those fields are
completed.

This tab is primarily for staff users. It lets staff monitor/adjust the review status as
they review program/course changes, and perform reviews to approve a program’s
application (or reapplication) for WIOA eligibility. Staff can see a table of records for
each review of a change, or a WIOA application, along with the status, and they can
edit certain statuses from this table.

Providers can also use the tab to view the current status of their program’s review,
who reviewed it, and when.

General Information Tab

The first step/tab that displays is General Information. This tab (shown below) contains several text-entry
fields and drop-down fields to describe and classify the program/course.

Complete all required entries to classify the program:

e Indicate Active or Inactive with the radio button. Only appropriate staff should determine when a
program is marked Active.
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e Select Yes or No for Submit for ETPL Approval (i.e., for WIOA certification).
Yes indicates the program will be submitted for certification (to include in state ETPL).

No means it is not considered for WIOA, only listed with a provider’s available courses when
looking up the provider under Education Services.

e Education Program Type must be selected. This field is required for staff and disabled for the
provider user.

General Infermabian

e " This pragram leads ta a T T
credential or degree T -
MName of Associated FCCT Level 2 Certificate
Credential:
Ci Level: I hip Programs il
’ * Attain Credential [Occupationsl Skits centicate or credential =
*Ceatus: ® Active O Inactive Other, Specify: [
Submit for ETPL Appraval:  ® e No Certification f License Tithe: |FCCT Level 2 Certificate (Frieda Cosmetology
Career Training - Intermediate |
Education Program Type: |'.'-:..‘-::-::...i:-- El
“CIP Code: 120489 - Cosmetology and Related Personal Grooming Arts Cther
| Search for CIP Code | Certification / License  [None Selecied ]
Type:
* Education Program Mame: [Itermedate Fiea Commetology Trasmneg e
. Green Job Training: o ves No
Education Program An intermiediate program in cosmetology and What is a gresn jeb?
Description: related grooming services building on N .
foundational elements in the Frieda Beginning ks this eslucation pragram Yes L No
Cosmetology course. Inap i
busineszs?
This program of study leads ta: 1f 20, please describe the
L1 An ndustry-recognized certificate or certificatson [ & community college certificate of complet partnership in 800
L] A certificate of completion of an apprenticeship [ & secondary schaol diploma or its equivaler|  Sharacters of less
A license recognized by the State or Federal Govemment Employment faup "
C d L emgloyment may be
An asooate degree . A measurable skills gain leading 1o & creden| required):
[ & baccalaureate degree [ & measurable skills gaim leading to employr
LWDE Submitted:

This program leads to a ves 0 No

General Information Tab (Base Program Classification Details)

e Use the Search for CIP Code link to assign a CIP Code for the program/course.

Select the code that best describes the course. The Search Screen will then disappear. The CIP
code title and description will display in the appropriate fields. (See @, for more notes.)

Frpes [ —

s - S -~ S
Search for a program by keyword(s)

Here is a list of programs that matched your keyword search. The table below
also indicates whether the keyword was found in the title or description of
each program. To select a program, click on its title.

Search for a program by keyword(s)

Type your keywords in the box and click the Search Program Program| Program | CIP cIp
button. Title | Description Title Description
I accounting x | bt

| Keveed Search Cigtiors Sssping. & b hd

(220305 )
@ Accounting & Computer & o

Accounting & Finance 7] 7]
[Aip—

Program, CIP Code Selection Tool

e Enter an Educational Program Name.
e Enter/edit the Educational Program Description.

A description is pre-populated from the CIP Code and may be edited.
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Program of Study Leads to:

e Check one or more boxes for each of the certificates, diplomas, credentials, and/or degrees to
which completing this program of study will lead.

Program Leads to a Credential or Degree:

There are several additional fields related to a possible credential, degree, certificate, or license. Two
of these fields are required.

Select Yes or No for whether the program leads to a credential or a degree (required).
Enter the name of any associated credential.
Select the correct Completion Level from the list of choices in the drop-down.

If participants attain a credential upon program completion, indicate the type of credential from
the drop-down options. There are a wide range of options. Select carefully.

Note: Attain Credential is a configurable field (normally it is required). If you choose “Other”
from the Attain Credential drop-down, then the next two fields may also be required.

= Other, Specify — Enter a specific credential name or another credential identification.
= Certification/License Title — Enter the full name or title of the Certificate or License.

Enter a name in the Certification/License Title box, if applicable.
Select the general type of Certification/License Title from the drop-down (e.g., National, State,
Regional).

e Indicate whether the course offers Green Job Training.

The link, What is a Green Job?, can assist providers in understanding whether the course
prepares completers for a Green Job or not.
e Select Yes or No to indicate if this program is in a partnership with a business.

If you select Yes, the description field is required.

e The LWDB Submitted response is selected by state staff. It is auto-populated when local staff
enters program data.

e When all data is complete, click the Next>> button.

If all required field entries are valid, the next tab, Registered Apprenticeship tab will display.

(D More Notes — General Information Tab

Required Fields*: Throughout the wizard, required fields have a red asterisk (*). If they are
incomplete when you click Next>>, red errors above the tab will indicate the fields with missing or
incorrect entry.

Initial Save: Once the first tab is saved, the basic program is added. If you exit the wizard, you will
see it in the E&T program list. However, the program is still incomplete and not eligible to apply
for WIOA certification at this point. You can return to the wizard, and continue adding details.

Education Program Name: Staff can identify the name for a specific program type (e.g., PS —
Approved Provider Training — ITA). This selection is necessary for WIOA approval.

CIP Code: The CIP code is used as a cross-walk to control O*NET occupations can be related to
this program/course in later definitions. Once it is selected, the Program Description will pre-fill
with related CIP information.

The Classification of Instructional Programs (CIP) code groups programs for accurate tracking,
assessment, and reporting of fields of study and program completions. You can locate the CIP
code six different ways: by a keyword, by program area, by an alphabetical list, by O*NET
occupation, by career clusters, or by CIP program codes.
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Apprenticeship Tab

When you first click Next>> from the General Information tab, the data is saved and the Registered
Apprenticeship tab is displayed.

Note: This first save from the General information tab creates a record for the program (that means if
you log out and return, the record will display in your list of programs). Also, the Registered
Apprenticeship tab and subsequent tabs will display completed header information in an
Education Program Information area (above progress bar) with Provider, program name, a
service ID (system generated number), and the CIP Code.

The Apprenticeship tab initially displays only one prompt, This Program is an Apprenticeship. The No
radio button is selected as the default.

P If the program is not an apprenticeship (which most programs are not):
e Click the Next>> button. (The default prompt is No.)

P If the program is an apprenticeship:

Apprenticeship

e Select the Yes radio button. This program is an © Yes O No

Apprenticeship:
This displays a second prompt, This program is a *This Education Programisa O Yes ® No
Reglstered Apprentlceshlp Registered Apprenticeship:

e If no, click the Next>> button.
There is nothing else to do on this tab. The next tab will display — Additional Details.
P If the program is a registered apprenticeship:
e Select the Yes radio button.
This displays several additional fields, most of which are required.

Edu. Program Information

Frieda Brick & Bangs
Plumbing Apprencticeship
: 120

CIP Coda: 4605AH

General Information  Registered Apprenticeship
o O

* Ingtruction Method:

* Instruction Length in
Weehs:

® For heip click the questi | ° Technieal instruction Is ® ves O no

: provided by anather
tice provider
“This program Is an ® ves O No
Apprenticeship:
“This Education Program isa  ® Yes O o
Registered Apprenticeship:
h o * Hame: Plume
Apprenticeship o1,/01/2010 | [ Today
Registration Date: * Address 1:
* Apprenticeship Ir, Apprenticeship program in Flumbing Address 2:
Description:
Mumber of active 3 * Clty:
apprentices: i
* Instruction Method: [in-persan (4 *ZIP Coda;
M

— Exit Wizard

Registered Apprenticeship Tab (with “Yes” selected)
e Enter the appropriate information for each field:

Registered Apprenticeship Area
= Apprenticeship Registration Date: Enter the original start date of the apprenticeship.

Virtual OneStop — Provider Services User Guide 8-8 V19 - 11/2019



>

l 'Geogrgphiq
gsp!hultultonsm Staff User: Assist a Provider — Managing Programs

Note: This is the date that the apprenticeship program first became “a registered
apprenticeship,”. The date must be in the past.

= Apprenticeship Description: Enter narrative text to describe the apprenticeship.

= Number of Active apprentices: The number of currently active apprentices in this program.
(This is the only optional field on this tab.)

= Instruction Method: Select the instruction method (i.e., In-Person, Online, or Hybrid).

= Instruction Length in Weeks: Enter how many weeks will occur in the period of instruction
for the apprenticeship.

= Technical instruction is provider by another provider: Select Yes, or No.
If Yes, an additional Instruction Provider area is displayed.

Instruction Provider Area

= Enter the name, address, city, state and zip code of the other provider who also provides
technical instruction.

Note: If you enter the zip code first, the system will automatically populate the city and
state.

e When all data is complete, click the Next>> button.

If all required field entries are valid, the Additional Details tab will display. Most tabs will not
require details for the Registered Apprenticeship. (See @, for more notes.)

@ More Notes — Registered Apprenticeship Tab

Additional Tabs: For a Registered Apprenticeship program, none of the fields on the next Additional
Detalils tab, or on most of the following tabs, will be *Required fields. If you leave the wizard, and
return, you will be able to click directly on the Confirmation tab.

The top of that tab will indicate any required information still needed. For example, an
Occupation is always required, and Cost Details are required if you selected “Yes” for “Technical
instruction is provided by another provider.” The Confirmation Tab would show messages as
indicated in the figure below.

General Reqistered Additional Occupations Occupational Completion Scheduling
Information Apprenticeship Details Skills Expectations
Duration Locations External Cost Performance Confirmation Review
Approvals Details
+ Indicates required fields. © For help click the question mark icon next to each section,

* Missing required data on Occupations tab

* Missing required n Cost Details tab

B Edu. Program Reapplication Confirmation -

st agree to the statement below.

Confirmation Tab Messages

The General tab: For a Registered Apprenticeship program, also consider rechecking two fields on
the previous, General tab:

= The check box for “A certificate of completion of an apprenticeship.”
This may apply for a Registered Apprenticeship program.

= The question “Is this education program in a partnership with a business?”
If this apprenticeship is through a business, then the answer should be “Yes,” followed by a
description.
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Additional Details Tab

The Additional Details tab has several fields for entering available financial aid, program prerequisites,
class size limits, instructor qualifications, grievance and refund policies, and other information.

On the Additional Details tab:

e Complete all required entries (at minimum).
e Complete optional fields where applicable.

General Information Regritered Apprenboeshey Addiional Detals
lResnur:es Required: ® ves O N51\—‘———‘—/
" Describe any equipment used in | Clippers, shears, scissors, curlers, dyes, coloring
this program and its adequacy and | chemicals, dryers, heat irons
AckESanal Detals availability in 800 characters or
less:
Financial Ald Available: Pell Grant Institutional Scholarship
Loan Other Either Grievance Procedure or Grievance Procedure URL is required.
* URL of Training Program jfrieda.com * Grievance Procedure I wance via contact online at Training

(Example: http://site.com): (1000 characters max.): [}

* Program Prerequisites: |.~\sss( ate’s Degree et

* Date Edu. Program First Offered: oz 1gr2mne | [ Toduy Grievance Procedure URL

* Please provide a reasonable Theatre program in area (Example: http://site.com):

explanation regarding why this is
a new program:

Either Refund Policy or Refund Policy URL is required.

ning have shown & po

*Refund Policy Request refunce via contact online at Training

* Minimum Class Size: (800 characters max.): URL

° Maximum Class Size:

* Number Of Instructors: Refund Policy URL |

* Describe the qualifications of all (Example: http://site.com):
instructors in 800 characters or

Joss: waining State Use 1: I
I I State Use 2: |
“ Target Audience: HS grads o Theatre interest
o I State Use 3: I
* Describe the minimum entry level |3 years of experience. 1 year at | .
requirements or prerequisites in | 4nd 3 months year of dass teaching State Use 4: |
BOO characters or less: State Use 5: I

Drug/Alcohol Screening Required: ) Yes ® ho

| Resources Resuicnte @ ves O 0 Exit Wizard

]

Additional Details Tab (Base Program Classification Details)

= Financial Aid Available: Check the appropriate boxes. (Optional.)
URL of Training Program: A URL is required (even if it is the primary URL of the provider.

= Program Prerequisites: Select a level of education that is a prerequisite. None is a valid
selection, but a selection is required.

= Date Edu. Program First offered: Select the date the program is (or was) first offered by
the institution (not the date you are entering this program).

= Provide an explanation of why this is a new program: Enter a short description of why
this new program is being added (i.e., the need or demand for the program).

= Minimum Class Size: The minimum students that must enroll for a class to take place.
= Maximum Class Size: The maximum number of students allowed to enroll in a single class.

= Number of instructors: The number of instructors available for the program.

= Describe the qualifications of all instructors: Indicate qualifications (e.g., teaching
experience, work experience, education level) for an instructor (up to 800 characters.)

= Target Audience: Enter a brief description of the target audience, or typical source of
students (e.g., this may be the level of education plus a specific interest or aptitude).
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a Several fields on this tab are configurable. E.g., Target Audience, as well as Resources Required,
may or may not display or your site, and may not be required if displayed. These are
highlighted in the figure above.

= Describe the minimum entry level requirements or prerequisites: Indicate any minimum
requirements or prerequisites of the participants (use up to 800 characters). E.g., for an
advanced accounting course, provider might indicate that Accounting 101 comes first).

= Drug/Alcohol Screening Required: This is defaulted to No.

= Resources required: Click Yes if any specific resources are required (specific tools, access
to computers, equipment, etc.).

= Describe any Equipment used, its adequacy and availability. Briefly describe or list any
equipment that will be used, its availability, and if it is required for student to provide, indicate
the required adequacy of equipment, if appropriate. (Use up to 800 characters.)

= Grievance Procedure: A brief description of the method to file a grievance connected to the
program, or a URL for the site that lists such method/procedures for a grievance, is required.

= Grievance Procedure URL: If a description of Grievance Procedure is not included, a URL
is required when the site is configured to require a grievance procedure.

= Refund Policy: A brief description of the policies for being eligible for a refund connected to
the program, or a URL for the site that lists the refund policies is required.

= Refund Policy URL: If description of Grievance Procedure is not included, a URL is required
when the site is configured to require a refund policy.

e When all data is complete, click the Next>> button.
If all required field entries are valid, the Curriculum tab will display.

Note: Required fields have a red asterisk (*). When you click Next>>, red errors will indicate
any required fields with missing or incorrect entries.
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Curriculum Tab

The Curriculum tab is for entering two simple pieces of information for the program, to associate it with
the type of information that may be used in Course Catalogs: a Course Code, and a Course Title.
Multiple course codes and titles can be associated with the program. At least one curriculum item is
required when the site is configured to display the Curriculum tab.

B This tab may be configured to not display on the wizard, or to display with Curriculum not required, or to
display with Curriculum as a required entry (that is necessary to complete the Confirmation and Review tabs).

To create a Curriculum record:

e Click the Add Curriculum link.

A separate box opens above the tab for entry of two fields.
Code: Enter a code number for the specific instance of the course.
Course Title: Enter a title for the specific instance of the course.

The Curriculum tab returns, with the record displayed in a table.

Approvals Details Representative
General Registered Additional e Occupations Occupational Completion
-

Scheduling Duration Locations External Cost Provider Performance Confirmation Review |

Curriculum

+ Indicates reg bn mark icon next to each section.|

*Code: [css1043-01

@I * Course Title: [cosmetalogy for Theatre

\\dd Curriculuw 1
N

e

General Begistered Additional Curricubam Occupations Occupational Completion
Information Apprenticeship Details. Skills. Expectations

# Indicates required fields, © For help next to each section,

R Curriculum

Course Title

C€551043-01  Cosmetology for Theatre Edit

£581043-02  Cosmetology for Theatre (Evening class) Edit

[ Add Curriculum ]

Exit Wizard

Curriculum Tab (Adding a Course Code and Title)

e Repeat the steps for other Curriculum records as necessary.
e Click the Next>> button.

The Occupations tab will display.

Occupations Tab

The Occupations tab lets the provider identify O*Net occupations that are associated with this program.
This is done by selecting occupations from a list of related occupations. The Related Occupations list
displays occupations related to the CIP code that was selected on the General Information tab for this
program (e.g., the figure below is for a CIP code of 120401 - Cosmetology/Cosmetologist, General, on
the General Information tab).

The Related Occupations include indicators for In Demand occupations (i.e., if the O*Net code is
classified as a Bright Outlook or a Green Occupations code).
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P To select related occupations:

e Click the boxes in the Select column for the desired occupations.

The fields are enabled under Alternate Occupation Title as each box is checked.
e Enter text in the enabled box for any Provider’'s Alternate Occupation Title (entry is optional).

Logations External Cost Provider Performance Confirmation Review
Representative

Approvals Detail

=

General Apprenticeship Additional o . i i Duration
Information Details Skills

Education Program Information

Provider: Frieda Brick & Bangs Insti Prog C logy Training (Beginning)

Program ID: 80 CIP Code: 120401 - C logy/C logi:

@ For help click the question mark icon next to each section.
» Please provide evidence of demand for selected occupation(s) not indicated as Bright Outlook Locally

Related and Selected Occupations

Occupation Title Provider's Alternate Occupation Title CIP Code Select

Related
39501200 Hairdressers, Hairstylists, and Cosmetologists | o i
30509100 Makeup Artists, Theatrical and Performance [Make Up Artst - Cinematography | © [
39509200 Manicurists and Pedicurists (] O
29509400 Skincare Specialists l— ] O

| eRicuT ouTLOOK LOCALLY | 4 aREEN occuPATIONS

[ Select Occupation From ONET Table ]

If any selected occupation is not noted as in local bright outlook above, p}ﬂ’rﬁie evidence'that it is in demand.

Multi-year film production has begun in area, with related job postings. N \ ‘
\
Exit Wizard \

If needed Occupation codes are not

listed, you can click the O*Net
selection tool to add them.

Sample Related Occupation Codes and Bright Outlook Occupations

e Also enter text it the last box to indicate how the occupation is in demand in the area, if a selected
occupation is not identified as Bright Outlook Locally.

e Click the Next>> button.
The Occupations Skills tab will display.

@ More Notes — Occupations Tab

Optional Selection — An entry is not required on this screen, since some CIP codes may not display
possible occupations on this screen. However, if any Occupation Titles are displayed,
occupations should be related. An occupation selection is required for submission for program
approval for ETPL.

Search and Select Occupation Code — The displayed list is from occupations, related by the CIP
code in the General Information tab to this program. If other occupations apply, you can use the
standard Occupation Search tool to select the Occupation (the link at the bottom of the list).

Occupation Skills Tab

The Occupation Skills tab lets providers identify and select skills, based on a selection list that pertains to
O*NET occupation skills related to the course. The provider has the opportunity to attach a list of
occupational skills that will benefit the participant. These skills are derived from O*NET and they work in
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much the same way as the O*NET skill sets work for employers seeking candidates or individuals wanting
to find jobs that are related to their background.

To select occupation skills for the program:
e Click the Add new occupation program skills link.

Scheduling Duration Locations External Cost Provider Performance Confirmation Review
Approvals  Details Representative
General Registered Additional Curriculum Occupations Occupational Completion
Information Apprenticeship Details Skills Expectations

Selected Occupational Skills

Skill Description Select

Mo records found

[ Add new occupational Skiliﬁé;\! Delete sel d ional skill(s) ]

Selected Occuﬁéﬁonal Skills for a Program

An Occupational Skills Selection Screen displays (as shown in the following figure).
Select a category from the Additional Skills drop-down.

Check the boxes for the appropriate skill in that category.

As needed, repeat the process until you have checked all skills applicable to the program.

Note: When you select other categories and check the appropriate boxes, the checked skills in
each category stay in memory until you click Save or Cancel.

Add new occupational skillls) J

- B it rew occupational skillis)

Select a category for IEn:enalnment & Media ihd
additicnal skills: - “ Select » category for ,ml
None Selected

additional sidlls:

Skill Description Swtoct.

access media advertising senvices
sccommodate requests of passengers

Legal & Protective Services advisa customar an substitution of parts

adjust functioning of musical instmlnentoompolul -

Science & Engineering

addvise member stilions conceming programs of e & Sales O A wite e y - - —
e N N g
[Skitled Trades o z =
‘advise retail dealers in use of sales jon teTranspartation o undarstand govemment alcahalic beverage senvice regulations [m]
- niderstand govemment health, hotel or foad servce regulations
apply make-up 54} ! 2 =
- o real estate sales reg:
assess script quality O

use barbering techniques
audition perfarmers
use hair, cosmatic, of nail care instruments

calculate headline size or count
use Industry terms or concepts

chorengragh dance
wrap products

collect details for stosies or articles -
write acvertising copy

compara musical pitch U wiite sales o informatiansl speeches

o specilied prich of tunng tool 0|

Occupational Skills Selection Screen (14 Categories) Program

e Click the Save button to save the list of all checked skills.
The tab is refreshed and displays all the selected occupational skills.
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Scheduling Duration Locations External Cost Provider Performance Confirmation Review
Approvals Details Representative
General Registered Additional  Curriculum  Occupations | geqypational  Completion
Information  Apprenticeship Details Skills Expectations
Skill Description Salect
|
advise retail dealers in use of sales promotion techniques O
apply make-up O
cut or permanently wave hair O
dress hairpieces according to instructions, samples or sketches O
select desired make-up shades O
shave facial hair [m]
use hair, cosmetic, or nail care instruments O
[ Add new occupational skill(s) | Delete selected occupational skill(s) ]
Exit Wizard

Program/Service Skills List

Note: Once skills are saved, if you click the link to Add new occupational skill(s), the 14-
category skills list is redisplayed. However, the saved skills do not display in the tab lists,
since they are already selected and saved.

e Click the Next>> button.
The Completion Expectations tab will display.

@ More Notes — Occupation Skills Tab

Skills Categories: The Occupational Skills Selection screen is a list of O*Net job skills (14 categories).
It is also used in by both individuals and employers (for individual-to-job matching, by job skills).

Completion Expectations Tab

This tab lets providers define some common program parameters that identify expectations related to
completion of the program (such as program goals, credentialing body, projected wages).

B This tab and many fields on it are configurable (it is turned off for some sites). If all fields are Off, the tab will
not display. The listed fields, below are for the first of the three sample screens (displayed in the figure).

To complete the Completion Expectations tab:

e Enter the appropriate information for each displayed field:
= Credit Earned Program: Click Yes if there is a defined number of credit earned.
= Number of Credits: If you clicked Yes to previous question, enter the number of credits the
participant earns by completing this program.

= Credit Earned Duration: Indicate if the credits are earned in a Semester or a Quarter
system.

= Program Goal: Select a type of completion goal from the drop-down.
If you select a credential document (such as a certificate, license, or degree), the next field
displayed is Credentialing Body.

= Credentialing Body: Select a credentialing or accrediting body from those listed in the drop-
down.

Note: If none in the drop-down applies, select “Other”. An “Other” text-field may display, for
entry of the appropriate body/agency approving the credential.
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Duration Locations External Cost Performance Confirmation Review
Approvals Details
General Apprenticeship Additional Occupations Occupational Completion Scheduling
Information Details Skills Expectations

. . . @ For help click the question mark icon next to
+ Indicates required fields. @ P q )
each section.

Completion Expectations 1
* i .
Credit Earned Program: Yes ® No Sheod  Duation  loamtons Daemal  Com Provider Perormance  Confionation  Review
Approvali  Debails  Bepreenlalive
Number of Credits: 3.00 Credits Genoral Bogisterod Acklitional Curtiuum Dupation Cosupatznal Completion
Insormation Apprenticeshio Detaily ok Expectations
* Credit Earned Duration: Semester @ Quarter « Indicates required fields.
*Program Goal: Certificate M
. - tu!_uﬂnulnn Education Unite
Credentialing Body: Other M Units (CEU):
CEV Granting Institution:
*Other: Frieda Training System Certificate |
* Credit Eamed Program: W yes O Mo
Projected Hourly Wage s 0.00 Number of Credits: T
After Program Completion: Credit Eamed Duration: ¥ Semester Cruarter
Minimum Expected S 0.00 Credentialing Body: [None Selected v
Placement Wage:
VA o
Exit Wizard
Duration Locations External Cost Performance Confirmation Review
Approvals Details
General Registered Additional  Qccupations  Occupational | compietion | Scheduling
Information ~ Apprenticeship Details Skills Expectations

+ Indicates required fields.

B Completion Expectations
Number of Credits: 7 Credits
* Credit Earned Duration: ® semester O Quarter

Completion Expectations Tab (Three Samples)

= Projected Hourly Wage: Enter a projected hourly wage that participant will receive, after
completion of this program, if they attain employment in a related field.

= Minimum Expected Placement Wage: Enter the minimum wage that is expected for
placement in a related position, after completion of this program.

e When all data is entered, click the Next>> button.
The Scheduling tab will display.

Scheduling Tab

This tab is used to provide scheduling details about the course in three areas: Course Times, Reporting
Information, and Mode of Delivery.

P To complete the Scheduling tab:

e Enter the appropriate information for each displayed field:

Course Times

= Class Time: Enter the total hours in class.

= Lab Time: Enter the total hours in a lab session.

= Other Time: Enter the total hours for any other type of controlled session times.

Note: Enter all course time that applies (all hours for the course). Providers can break this
down with Lab Time, and Other Time, although these two fields are optional.

= Class Frequency: Select the frequency to indicate how often an individual may enter the
program.
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General Registered Additional Curriculum Occupations Occupational Completion
Information Apprenticeship Details Skills Expectations
Scheduling ~ Duration  Locations External Cost Provider Performance Confirmation Review
Approvals  Details i
# Indicates required fields. @ For help click the question mark icon next to each section.

Course Times

* Class Time: 1200 Hours
Lab Time: 200 Hours
Other Time: Hours Tri-semester

. Annual
Class Frequency: Semester (Ml Annua

d Bi-Monthly

Reporting Information

* Reporting Program Length 1400 Hours
- Clock/Contact Hours:

* Reporting Program Length 72| Weeks
- Full-time Weeks:

* Reporting Program Iln—persmn Mode of DeliVery is a
Format: configurable field. It may not
Mode of Delivery V 4 display on your site.

* Mode of Delivery: ¥ Classroom [] Broadcast

[ Internet [} computer Based Instruction

O Correspondence

Scheduling Tab

Reporting Information
Each of the following fields is required for WIOA reporting.
= Program Length - Clock/Contact Hours: Enter the total times in the Course Time area.

Note: The hours will normally match with the total hours under Course Times above.
However, these hours are used in Federal Reporting. Course Time hours can meet
other state/local purposes.

= Program Length - Full-time Weeks: Enter the total number of weeks related to the hours.

Example: An associate’s program may take 4 semester at 18 weeks per semester, may be
a total of 72 full-time weeks.

= Program Format: From the drop-down, select the format in which the participant receives
the training (e.g., In Person, Online, or a Hybrid of the two).

Mode of Delivery
= Mode of Delivery: Check applicable boxes, if there is more than one delivery type.

Note: Mode of Delivery is configurable, and may not be displayed for your site. It may also
be configured to permit only one selection. The use of the “Program Format”
selection, may negate the need for Mode of Delivery fields.

e \When all data is entered, click the Next>> button.
The Duration tab will display.
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Duration Tab

The Duration tab lets providers enter one or more durations for the program/course (e.g., a primary and
alternate duration). At least one duration, the primary duration, is required when the site is configured to
required duration. If multiple durations are created, the times can be different for each duration record

(e.g., a part-time night or weekend course for three semesters, or a full-time, intensive summer course).

To create a Duration record:
Click the Add Duration link. A separate box opens above the tab for entry of Duration fields.

= Duration Type: Select the type from the drop-down (i.e., Hours, Months, Weeks, Semester).

= Weekly Schedule: Enter the weekly schedule for the program courses which indicates the

= Classes Offered: Check boxes for how the course is offered/available, from the drop-down

[ ]
e Enter data in each field to define the duration:
= Duration Title: Enter a title for the specific instance of the course.
= Primary Duration: Enter a code number for the specific instance of the course.
= Schedule Intensity: Select Full-Time or Part-Time.
week days (e.g., Monday - Friday, Mon—-Tue—Thu).
(e.g. Day, Night, Weekend, and/or Summer classes).
e When all data is entered, click the Save button.

The Duration tab returns, with the record displayed in a Duration table.

L R * Duration Title: Regular Full-Teme
Ecu. Program: Itermediate Fric
v Primary Duration: ~
Service ID: 18
CIP Code: 120401 * Duration: 4
—— kit i | Duration Type: [semesters/Terms ] TR
i - DA+ Schedule Intensity:  ® ful-Tume () Part-Time fstatioct
SBOIUI00 | puatos | Loabom Exeins Ervie
Bogme Weekly Schedute:  [w-F
* Classes Offered: 2 Day Weekend
 Ouroon N £ Summe . i
General Registered Additional Curriculum o i [] i [«
Information Apprenticeship Details Skills Expectations
\
Scheduling | o . Locations  External Cost Provider Performance  Confirmation  Review
[ Add Duration || \ Approvals  Details  Representative
s & D
Duration Primary  Duration Schedule  Weekly Classes Action
Title Duration Intensity Schedule Offered
Regular Full- Yes 4 Full-Time M-F Day Edit |
Time Semesters/Terms Delete
Summer No 16 Weeks Part-Time M - F (9:00 to Summer Edit |
Intensive 5:30) Delete
[ Add Duration ]
Exit Wizard
Duration Tab (for Multiple Duration Types)
e Repeat the steps for other Duration records as necessary.

When all data is entered, click the click Next>> button.
The Locations tab will display.
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Locations Tab

The Locations tab is used to indicate the provider’s locations that host the program (i.e., which locations
offer this specific program). When multiple locations exist for provider institution, all active locations are
shown in the list. Multiple locations can be selected.

e Check the boxes to select one or more locations where the program will be offered.

General Reqistered Additional Curriculum Occupations Occupational Completion
Information iceship Details Skills Expectations
Scheduling Duration Locations External G Provider Performance Confirmation Review
Approvals Details Representative

« Indicates required fields. @ For help click the question mark icon next to each section.

Location Name Address Billing Address. Select
|

Frieda - Auxiliary 4520 W. Bridges Ave. 4520 W. Bridges Ave. i}

Training Site Memphis, TN 38188 Memphis. TN 38168

Frieda Brick & 1284 W. Nash Blwd 1284 W. Nash Blvd (]

Bangs Memphis, TN 38188 Memphis, TN 38188

Location Tab (for Multiple Locations)

e When locations are selected, click the click Next>> button.
The External Approvals tab will display.

Note: Existing locations for the provider institution can also be added or edited from the
Locations tab of the Provider Profile. See the topic on Adding a Provider Location in
chapter 3, for more details.

External Approvals Tab

The External Approvals tab may contain several fields or prompts for identifying information about state
approving agencies, department of education, community college or other approval data.

a This tab and multiple fields on it are configurable. If all fields are configured to be ‘Off’, the tab will not
display on the wizard. The listed fields, below, are for a sample configuration. Statuses or Dates may be

configured for different Approved fields on this tab.

General Registered Asditional Cuiculum p
Infuematicn Apprenlic mhip Details Skills Fapes baticms
Scneouling Duration Loations | gl cost Provider Performance Confirmatson Rewmew
Approvaly | Detalls Representative
» Indicates required fieids. B For help clock the quistion mark icon next o eoach sechion.
B EBdernal Approvals
" State Approving Agency: |Doa'd of Cosmetology/Barber Exami v
State Approving Agency Status: |Ap proved Vl i
* State Approving Agency Approval 03/21/2020 | (mmyddfyyyy) [ Today None Selected
Expiration Date:
Tennessee Higher Education Commission
* Other State Approving Agency Approved ) Yes Mo Tennessee Board of Regents
Programs: University of Tennessee System
“Dep of App & ® Yes o Southern Association of Colleges and Schools
* Community College Chancellor's Office Yes ® Mo
Approved:
Exit Wizard

External Approvals Tab @@
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To complete the External Approvals tab:

e Enter the appropriate information for each displayed field:

State Approving Agency: Select from the agency list (there may only be one selection).
State Approving Agency Status: Select the status from the possible statuses for the
agency.

State Approving Agency Expiration Date: Based on the response to the status, an
expiration date may be required. If so enter the date.

Answer any other required field, such as the following Yes/No fields:

Other State Approving Agency Approved Programs
Department of Education Approved
Community College Chancellor’'s Office Approved

e \When all data is entered, click the Next>> button.

The Cost Details tab will display.

Cost Details Tab

Cost details are required for a standard program submitted for ETPL approval. The Cost Details tab is
used to indicate detailed costs of the program, through a standard cost structure for the total training
costs (which include Tuition/Fees, Books, Tools, and Other Costs).

To add the cost details for the program:

e Click the Add Cost Structure link on the blank screen.

A screen displays for entering cost details.
e Select a Cost Structure type from the drop-down (e.g., Total CRS Training Costs).

This displays fields in the Cost Details area (as shown below).

Cost Details =
- Please ensure that amounts entered are for costs of the primary duration, 3 Semesters/Terms.
Note. $0.00 is pevrmitied fos cost fuelis in the Self Servece Edudation Services cost detads soreen.
Cost Structure: Total CRS Training Costs|V
N recoeds found \
| A Cost Strusture | @ ‘
Total CRS Training Costs §|S  4,800.00
” '
Tuition/Fee |S 4,000.00
No recceds found
Books S 500.00
peivilege 10 add ling i appbed 1o i
Total Amount - $0.00 Tools 5 30000
JetslAzeent
The top line is a total of Other Costs |5 0.00
the following fields. No Comments | 70015 needed by 2nd week.
entry is possible in this
field.

Adding Cost Details (via a Cost Structure)

e Enter the cost/amount in each of the fields that apply.
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Note: Cost fields can be left as $0.00 because of cost variations, and edited for each enrollment
record. However, costs should be for the duration identified in the previous Duration tab.
A reminder of this shows at the top

of the screen. '

Make $0.00 ks parma e %or cost Nekds 11 He Edac Bon 3% Trinig Prograne cast defals screen.

e If necessary, click the Add Line Item link to

open a separate box for Line Item costs. Ttal O g Co T
=  Select the type of Line Item S Hen
= Enter the dollar amount for the line Bucks St ey e Sl @
item. also add line items to
= Click Save. ot iy the cost field.
A row for the Amount is added to the navrer TR T T R
Line Items table (bottom of the screen). TP —— i
e Click Save. The Cost Details tab [ it Cost Strurtura |
redisplays, showing costs, plus an Action He acfioral st Suctares e vty valble

column (to Edit or Delete costs).

e When all cost are entered correctly, click
the Next>> button. Selctalhettemi g o e
Aimount; koo m

v )

The Provider Representative tab will
display.

Exci Wizard

(D More Notes — Cost Details Tab

Required Cost Details: Cost details are
required for programs submitted for ETPL approval (unless it is a Registered Apprenticeship with
no technical instruction by another provider).

Cost Structure Selections: There is always one standard cost structure available (Total CRS Training
Costs). Your site may display additional Cost Structures selections, if the site uses a custom
Cost Structure look-up table.

Line Iltem Cost Details: Provider Users cannot create separate Line Item costs. The Line Item link is
only accessible to staff (who are assisting the provider).

It will display as a separate Add Line Item link at the bottom of the tab (as shown in the figure
below). When staff click the link, they can select a line-item type, and enter an additional cost.

Comments e toai nessed vy 20a vz | Added line items will display in a table
Total Amount of Cast Structures sszc00 | and be added to the Total Amount.
[ Add Cost Structurs |

Mo additional Cast Structures are currently avallable.
Select a Line Item: W?
Amount: AT sessments

Licensing Fee

ic
Other Expense - Frogram Service
Total Ameunt of Line ltems 580.00 | 4 Post Training Exams

[ Add Line lfgga ] Registration Fee
7 Standardized Testing Fee
Total Amount : $5250.00 Supplies

Test Fees
Uniforms

Applicatson Fee Ed

Adding Cost Details (via a Cost Structure)
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Provider Representative Tab

Like the External Approvals tab, the Provider Representative tab may contain several fields or prompts for
identifying information about an individual defined as the Provider Representative. This is someone

designated as the official person to contact, at the provider, specifically about this program.

BThis tab and multiple fields on it are configurable. If all fields are Off, the tab will not display on the wizard.

The following fields are for an example screen. (In most sites, this tab does not show.)

* Application Signed Date:  [01/14/2012  (mm/dd/yyyy) Today

* Application Received Date: |02/24/2018 (mmy/dd/yyyy) [ Today

General Registered Additional Curriculum 0 O i C
Information Apprenticeship Details Skills Expectations
Scheduling Duration Locations External Cost Provider Performance Confirmation Review
Approvals Details Representative
# Indicates required flelds. @ For help click the guestion mark icon next.fe.2ach section
- First and Last Names may
Provider Representative o g
be the only required fields.
* First Name: Jay
* Last Name: |Fr\eca
* Title: IDEsn of Programs

Additional Information:

Exit Wizard

External Approvals Tab

To complete the Provider Representative tab:

e Enter the appropriate information for each displayed field, as appropriate:

= First Name

= Last Name

= Title

= Application Signed Date

= Application Received Date
= Additional Information

Note: If this tab exists, first and last name are normally required fields. For a customer who
only had one name field for Provider Representative prior to this E & T Programs
wizard, the full name entry was moved into Additional Information during conversion.

e \When all data is entered, click the Next>> button.
The Performance tab will display.
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Performance Tab

The Performance tab is an important tab for recording the performance data for individuals enrolled in the
program (which is used in federal reporting). The tab is also used by staff as part of their review to
determine whether this program will be added to, or will continue to be included on the ETPL list. The
Performance tab lets you maintain the performance data for individuals who registered for the
program/course, and maintain statistical data on the success rate of the course.

Depending on your site’s configuration you will see: (A) an SSN Performance Data control (for entering data
specific to each enrolled individual, by their SSN), or (B) a Performance Year control (for entering aggregate
data for enrolled individuals, by the year).

Show Filter

SSN Performance Data

No 55N-Level performance data currently exists for this program. Click Add
to add data for specific indivdiuals (by SSN).

Performance Year

Select a Performance Year to view the associated performance data.
Click Add Performance Year to enter new performance data.

Performance Year: |None Selected |V

[
!’l-hhl_

For SSN, see below For Performance Year, see the next page

{ﬂ.rhl_
-

Each of the two methods for entering performance data are described in the following two subtopics.

SSN Performance Data (Adding Data per Enrolled Individual)

If no data has been added yet for any SSN, then only the Add SSN Record button will display. If some
data was added already, then you will see rows for each individual/SSN that was entered, and the Add
SSN Record button will display below the list.

P To add performance data (for an SSN):

1 Click the Add SSN Record button to display SSN Performance Detalils fields.

2 From the SSN Performance Details section, enter all applicable data for the most recent status
for one SSN.

Note: At minimum you must enter SSN, Start Date and Status. Depending on your entries,
certain statuses may not be selectable.

IR SSN Performance Data

35N StartDaty  Status ExitDate  Credential Employed 02 Employed Q4 Action

i T LT3 03/012017 Completed 09/0172017 Yos Yesu Yoo Edit Dedete
*. o= 4550 03012007 Completed 09/0172017 Yes Unkniown = R
n " SSN: 528-03-3456
* Start Date: 09/01/2017
* Status: Completed v| |None Selected
k nrolled
Exit Date: 03/01/2019 Completed
Withdrew i
Credential:
redentia Yes ﬂ Transferred
Employed Q2: Yes ﬂ
An Exit Date must be earlier than Employed Qd: [Onknown v
the current date, and the status
must be beyond Enrolled.
)

Entering Performance Data for a Specific SSN

3 Click the Save button. The list of SSNs will reload with the new entry included.
4 Repeats the process for each SSN, for each individual enrolled in the program.
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5 When all data is entered for each SSN, click the Next>> button.
The Confirmation tab will display.
Note: A separate left-nav menu option for importing the SSN data through an Excel spreadsheet is

under consideration for a later enhancement.

Performance Year (Adding Aggregate Data)
If no aggregate data has been added yet for the performance year, you will start by creating a

Performance Year record for the data. When a new program is first added, this tab will be empty, except

for two controls:

¢ aPerformance Year drop-down control
¢ an Add Performance Year button

To add a performance year (and start entering details for the year):

1 Click the Add Performance Year button. This will load the drop-down with one or more years

(depending on a configuration in Admin).
2 Select the year from the Performance Year drop-down list.

Note:

Staff may see options for current year, one year subsequent to current year, and up to 10 prior
performance years, for any historical data. (This is not determined by Admin settings.)

The Program Performance screen is initially empty. Once you select a Performance Year, the

screen updates to display two areas: WIOA Performance Details and Common Fields (the

Common Fields are is configurable — most sites do not include it).

‘ Performance Year: |.7l'."|." i

WIOA Performance Details

Please enter Program Performance information below.
4
C Lllmllnlnl
Edu. Program Information participants:
XIers:
Provider: Frieda Brick & Bangs
Completers:
Edu. Program: Itermediate Frieda Cosmetology Training
ovanlable for Employment:
Service ID: 118
(Completers in a Related Ocoupation:
CIP Code: 120401
Average Wage at Q2
Average Wage at Q4
+ Indicates required fields. & For help click the question mark icon nen.
Performance Year: [\l = Exiters with Unsubsidized Employment at O2:
“ n Exiters with Linsubsidized Employment at Q4:
Add Performance Yeaid Median Wage for Employed Completers at
btained Credentiak
The Program Performance
: g 'WIOA Performance Measures
Screen first displays two areas paticiante
ith empty fields) e
wit 5
( p y Exiters:
Completers:

Opening a Program Performance Screen for Aggregate Data Entry for a Specific Year

3 Enter data in the fields in each area, for the displayed Performance Year. This includes:

= Data for Overall Performance Measures
= Data for WIOA Performance Measures
= Any applicable data for Common Fields

Note:

The Overall or WIOA Performance Measure fields are not required, since they may

not be known for a course, at the beginning of the program year. If you do not enter
data, a value of zero will be entered in the field, as shown in the following figure.
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Keep in mind that performance data is not required but is critical to reliable WIOA
certification. It must be verified by staff to be accurate. Therefore, sites are often
configured to limit the entry to staff, and only allow provider users the ability to view
the completion, employment, and performance rates. You may not have the ability to
edit this performance data.

Performance Year: IZDW
WIOA Performance Details
- Overall Performance Measures.
Participants: 100
Exiters: 99
Completers: o8 I )
~ WIOA ‘-\_\_\_\___‘—'___'_'__" T

Available for Employment: | o7 Particpants: o
Completers in a Related Occupation: 22 Exiters: ¢
Average Wage at Q2 4 6,000.00 Campleters: [ o
Average Wage at Q4. $ 6,500.00 Available for Employment: | 0
Exiters with Unsubsidized Employment at Q2 95 Completers in a Related Occupation: | o
Exiters with Unsubsidized EmploymentatQa: [ 94 Eiters with Unsubsidized Employment at Q2 [ v

s ] mph e o
Median Wage for Employed Completersat | $610000 Bxites with Unsubsidized Employment ot Q4 | 0
Q2 Maeckan Wage for Employed WIOA $ 000

Completers at Q2 S
Obtained Credential: | 9% - 3 I — | B
ot —_— —
| WIOA Performance Measures e

1f\l—__/ Method:

Sall Attainment Rate:

Empicymant Retention Raze:

Provider Representative Mame:

Frovider Represantative g

Date Signed:

G oot | tmenfecin) B
Some additional fields on this

screen are configurable (e.g., those
in the Common Fields area).

Initial Entry of Program Performance Data
4  Click Save (once you have entered as much performance data as is currently known/gathered).

The Performance tab is redisplayed to include a WIOA Performance Summary above the areas
for the entered Overall Values, WIOA Values, and Common Fields.
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Coneral Seatiiered Asstional Queupations Qrounanony Compietan eheduling Il
Indermaton Agenticesnip Drsasy kit Uxpectabion
Dl ocations el o m—= Confonatin = | YOU Ccan change values or
Anprovils Detaits .
fields below the table, by
« Indicates required fefds. . ) & For help click the queshan mavk ican lwu‘w.vh ety | k|n th is button
Performance Year: I.‘l:-l.-' | it Diat: y : Clic g .

Complotion Rate CredentialRate EmploymentRiatle EmploymentRate  EmploymentRale  Cmploymont Rate Modian Wage

Q2 After Exit

Q2 After Exit

Participants:

Exters:

Completers:

Completers m & Relsted Occupabon:
Average Wage at 02 I womxm
Exters with Unsubsidiznd Emgloyment at @2 [ o
Exters with Unsubsidized Employmentat e [ o)
Median Wage for Employed Compietersatazi [ sa 10000

Obtained Credegtial: %

Aversge Wage at 4

8 Ator Exit (Available for Wark) {Avalisblo for Wark)

Q4 After Exit

Obtained Cradential:

D
.

Completers: o
Completers in a Relatad Occupation: o

Exiters with Unsul

Median Wag
Completers at Q2:

[ s o
| )

Obtained Cradential:

Method

Exit Wizard

Program Tab with WIOA Performance Summary Table

This summary table lists rates used for review and for WIOA reporting — e.g., Completion Rate,
Credential Rate, and Employment Rate after Exit, for Quarter 2 and Quarter 4 (as shown above).

5 When all data is entered, click the Next>> button.

The Confirmation tab will display.

(@ More Notes — Performance Tab

Entering the Overall and WIOA Values: Performance data is not required but is critical to reliable
WIOA certification. It must be verified by staff to be accurate. Therefore, sites are often
configured to limit the entry to staff, and only allow provider users the ability to view the
completion, employment, and performance rates.

Confirmation Tab — for WIOA Application Approval

The Program/Service Application Confirmation section is normally the last section a provider user opens,
to confirm the application for WIOA Approval by staff.

This section contains a simple confirmation statement that must be read by a provider user before they
submit the program for approval. If staff manage and submit the programs for the provider, they will have
to select the Yes radio button (i.e., agree with the statement) to submit the program for WIOA Approval.

Note:

Red error messages display above the screen, if any required fields on previous tabs are

incomplete. For example, if staff still need to identify the Education Profile Type, or the LWDB, on
the General Into tab, the message displayed is:
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* Indicates required fields. @ For help click the question mark icon next to each section.

+ Missing required data on General Information tab
+ Missing required data on Additional Details tab

+ Missing required data on Scheduling tab

+ Missing required data on Duration tab

+ Missing required data on Locations tab

Edu. Program Application Confirmation w

P To apply and confirm the program for staff review:

e Select Yes, if you want to proceed and submit the data in previous tabs for WIOA approval.
e Select No, if you only want to continue and save all data entered so far.

General Registered Additional Occupations Occupational Completion Scheduling
Information Apprenticeship Details Skills Expectations
Duration Locations External Cost Performance Confirmation Review
Approvals Details
+ Indicates required fields. @ For help click the question mark icon next to each section.

Edu. Pregram Application Confirmation

* Providers requesting approval or re-approval of a training program must agree to the statement below.

The Program Description and Program Costs | am Posting on the website are currently listed in my
catalog/brochure. The programs offered are available to the general public on a tuition basis.

I agree to complete the information required on the web site at the time of my approval request. This includes
the completion information of all students registered in the program for the last and current Program Year.

® ves, | agree to the above statement. Please submit this educational program for WIOA Approval,
) Mo, do not submit this educational program for

This box is only enabled after a staff review

C Submit changes for Review and Approval. and approval of the program for WIOA has
occurred (e.g., if changes were made after
Exit Wizard WIOA approval).

Ce r

Program/Course Confirmation Tab
e Click Next. The Review tab displays (and the course is submitted for staff approval).

Note: A notification message is sent to workforce staff to review the course (to either approve or
reject it). If No is selected, the course is only saved and included in Education Services.

Confirmation Tab — for Registered Apprenticeship Approval

With an Apprenticeship program, some fields and tabs are not required, so the red messages for any
missing required data (at the top of the Confirmation tab) will be less. If the Apprenticeship is identified as
a Registered Apprenticeship program, there are little or no fields required (e.g., just fields on Occupation
and Cost Details), as mentioned in the topic for Apprenticeship Tab on page 8-8.

The confirmation questions is simply, “Request inclusion on ETPL?”
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P To confirm and submit an
Apprenticeship program:

e Select Yes, to have staff
approve/ include the
Apprenticeship Program on
the Eligible Training Provider
List (ETPL).

e Select No, if you only want to
continue and save all data
entered so far.

e Click Next. The Review tab
displays (and the
Apprenticeship course is
submitted for staff approval).

General Apprenticeship Additional Occupations Ocaupational Scheduling Duration
Information Details Skills
Locations External Cost Provider Performance Confirmation Review
Approvals Details Bepresentative
_# Indicates required fields. @ For he!&!{ck the question mark icon next to each section.
Edu. Program Application Confirmation |
Request inclusion on { ves O No A Registered Apprenticeship will

usually have no red messages
for Required Fields displayed.

ETPL?

Submit changes for Review and Approval.

@

Confirmation Tab for Registered Apprenticeship Program

Exit Wizard

Confirmation Tab — for Non-ITA Program Approval

When non-ITA programs are selected for the Education Program Type on the General Information tab
(e.g., PS - Non-ITA Occupational Skills and PS - Training Non-ITA), the Submit for ETPL Approval prompt

on that tab is set to No.

Depending on other information in the
program'’s description, and in each

tab, the non-ITA program may display
the same red messages, for missing
required data, which can be displayed
for an ETPL program. However, the
guestion on the Confirmation tab will be
different. It will only ask, “Submit
Education Program for Review and
Approval.” It will not mention ETPL.

» To confirm and submit an a non-
ITA program for staff review:

e Select Yes, if you want to

General Apprenticeship Additional Occupations Occupational Scheduling Duration
Information Details Skills
Locations External Cost Provider Performance G i Review
Approvals Details Representative

= Indicates required fields.
+ Missing required data on Completion Expectations tab

@ For help click the question mark icon next to each section.

A Non-ITA program will

_r _— not reference ETPL in the
)@ Edu. Program Application Confirmation . .
confirmation tab.

Submit Education Program for Review and Approval. /

Exit Wizard
%

Confirmation Tab for Non-ITA Education Program

proceed and submit the data in previous tabs for review and staff approval (as a non-ITA).
Select No, if you only want to continue and save all data entered so far.
Click Next. The Review tab displays (and the course is submitted for staff approval).
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Review Tab — Status and Staff Approval

The final tab of the E&T Program

Gm:m_l Apprenticeship Adlflli\_md Occupations D(cum_ lional Scheduling Duration
wizard is the Review tab, which is = p—— - petalls , e £ R
primarily for staff users. (Provider Avorovls Detais Bepresentatve . B Review

users cannot review or approve their
own programs). Staff must review
the program and provide a status.

Staff use the Review tab to adjust
the review status, after they review
the program and monitor any
changes. They indicate the status
(e.g., Approved or Rejected). The
same tab lets staff review a
program’s application (or
reapplication) for WIOA eligibility.

@ For help click the question mark icon next to each section.

Review Location Action

Subsequent Review Due Date Date Reviewed Last Edit Date

Change Pending (system-set only) 2/4/2019 N/A 9/7/2018 11:38 AM N/A Edit
A Ly Approved/Eligible 2/4/2019 8/14/2018 9/7/2018 9:00 AM LWDA 08 View
Flink, Ellis

Records Per Page |10 v

Review Tab (with Change Submitted, Pending Review & Approval)

On this tab, staff can see a table of records for each submitted approval, or change. They can use a View

or Edit link (displayed for each review type)

for a submitted review. Using the Edit link, they can select or

change statuses of a program in review. (E.g., the Review tab above shows a program that has received

staff approval, and has had two rounds of changes submitted.)
To Change the Review Status (from the Review tab):

1 Click the Edit link in the Action column. A Review screen displays.

Review

Status

Subsequent Review Date Last Edit Date

General jistered Additional Occupations Occupational Completion Scheduling
Information renticeshij Details Skills Expectations
Duration Locations External Cost Performance Confirmation Review
rovals Details @
@ For help click the question mark icon next to each section. Review Type: A
Eligibility Type: Initial
Review Subsequent Review Date Last Edit Date Review  Action * Status: Approved,Eligible
Due Date Reviewed Location
V- *Subsequent Review Due Date: lm Toda
ITA Pending (system- 4/9/2019 N/A 4/9/2018 3:25 ) N/A ) Edit * Date Reviewed: lm = None Selen:l
set only) PM Flink, Ellis Approved/Eligible
Rejected
@ Staff Information On Hold
Recommended

Action

Create Date: 04/09/2018 Elected not to participate
\ Type Due Date Reviewed Location
T— Created By: Flink, Ellis[GSIEFLINK]
4/9/2019 471072018 4/10/2018 1:05 LWDA 09 Edit Last Edit Date: 04/09/2018
Approved/Eligible PM Flink, Ellis Last Edited By: Flink, ENlis{GSIEFLINK]
Records Per Page |10 |V
|
[Add New Case Note | Print Selected Case Notes ] Wr
As soon as staff approves the
+ Show Filter Criteria . H H
application, the status displays as
You currently have no saved case notes “ I »
WIOA Eligible
(both on this tab and in program lists)
[ View Case Note Templates | View Deleted Case Notes ] J
Exit Wizard

Review Tab (sample of First Submission for WIOA approval)

Enter the Date Reviewed.

a b~ WODN

Select a Status from the drop-down list (in the Review section of the screen).

Click the Save button. The Review is redisplayed with the updated status.
Click Finish to complete change and return to the Program list.
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Note: Sites may also be configured to require review by both local staff and state staff.

For Non-ITA programs the same steps are used to approve the program. However, the
Review screen only displays radio buttons (Rejected or Approved), not drop-down
options, and there is no Subsequent Review Date.

General Apprenticeship Additional Occupations Occupational Completion Scheduling
Information Details Sklls Expectations @
Duration Logations Extemnal Cost Performance Confirmation Review
Approvals Details Review Type: Non-ITA

@ For help click the question mark icon next to each section Eligibility Type: Non-ITA

@ " Status O Rejected ® Approved

DateReviewed  LastEditDate  Review Location Action ( Date Reviewed: Jri/os/2018 =1 Today @
Non-ITA Pending (system-set only) N/A 11/5/2018 5:23 PM N/A Edit
Flink, Ellis Staff Information
Records Per Page |10 | Create Date: 11/05/2018

Created By: Flink, Ellis[GSIEFLINK]
@ Last Edit Date: 11/05/2018
Last Edited By: Flink, Ellis[GSIEFLINK]

Review Type Status Date Reviewed Last Edit Date Review Location Ac

Non-ITA Approved 11/5/2018 11/5/2018 6:01 PM Lawton, TN
Flink, Ellis -
|r

Records Per Page  [10 ¥ As soon as staff approves the ITA application,
the status displays as “Approved” (on this tab

{ ‘ and in program lists)

I Mate | Print Selected Case Notes ]

Review Tab (sample of First Submission for WIOA approval)

Program/Service Reapplication Approval

When a staff member approves a program for ETPL eligibility (on staff’s edit screen from the Review tab),
it will display to you (and other provider users) with a WIOA icon. The icon displays on the
Education and Training Programs list (under the program name).

Staff’s approval also includes a Subsequent Review Due Date (which is normally one year from staff’s
initial approval date). When the program nears that date (e.g., within 30 days of the date) both staff and
provider users will see the icon displayed next to the icon.

Education and Training Programs

Program Name Changes Active Review Status
Submitted

Cosmetclogy Training A program that prepares individuals to cut trim & style (] &  Approved/Eligible Edit
(Beginning) scalp/facial & body hair, apply some cosmetics perform Deactivate
PS - Approved Provider Training manicures, and massage the head and scalp.
- ITA When a user confirms and resubmits a program due for
LY creen 108 Training ReApp, the status will once again indicate “Pending”.
Cosmetclogy Training A program that prepares individuals to cut/trim/style scalp, facial & | Approved/Eligible, Pending §  Edit
(Intermediate) & body hair, apply cosmetics, perform manicures/pedicures, (system-set only) eactivate
PS - Approved Provider Training massage head/scalp & practice as a licensed cosmetologist ‘F'

[ m W13 GREEN JOB Training ]

Sample Program Due for WIOA Reapplication
(Confirmed and Resubmitted for Approval)

Provider users may or may not make additional changes to many areas of the program, to renew it for
another year. However, they should review all their information, make any needed updates (e.g., new
performance data), and then confirm and resubmit the program.
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When the user updates, confirms, and resubmits the program (from the Confirmation tab), the status will
indicate “Pending”, in the Review Status column. E.g., if they update a currently approved program that is
due for re-approval, with no significant changes, and then they resubmit it from the Confirm tab, the
Review Status column will display “Approved/Eligible, Pending (system-set only)” as shown in the figure
above.

The staff member will need to review the program again, and reapprove it.

P To Reapprove a Program Submitted for Reapplication:
o Identify that the program has a [J&¥aa status (on the Education and Training Programs list), and is
pending review.
e Click the Edit link from the action column.
The wizard opens to the General Information tab.
Select the Review tab.
e Follow the same steps in the previous topic to approve the program.
When you are finished the Review Status will say Approved/Eligible again, and the icon will no
longer display.

Note: Also see the next chapter for the menu option to search/view all program pending reapplication.

Editing a Program (via the Edit link and E&T tabs)

When you click the Edit link for a program from the Action column (as shown in the figure below), it opens
the General Information tab, using the same Program wizard and the related tabs that were first displayed in
adding the program. You can click on the links to move to any tab, make edits on the tab, and then
confirm your edits, in the same way that you did for initial creation of the program.

Frieda Brick 8 Bangs
Show Filter Options

Education and Training Programs

Program Name Program Description Changes Active Review Status Action
Submitted
Ancient Studies & Cultural Cosmetics  An intro course to western & global cultures, as topics in art history & (v] In Progress Edit
PS - Approved Provider Training - ITA  geography, focused on relationships to hair/cosmetic changes. Deactivate
Cosmetclogy Training (Beginning) A program that prepares individuals to cut trim & style scalp/facial & [v] (v] ApprovedyEligible Edit ,
PS - Approved Provider Training - ITA  body hair, apply some cosmetics perform manicures, and massage the eacliy
LY sreen JoB Training head and scalp.
Cosmetology Training (Intermediate) A program that prepares individuals to cut/trim/style scalp, facial & (v] Approved;Eligible Edit
PS - Approved Provider Training - ITA  body hair, apply cosmetics, perform manicures/pedicures, massage Deactivate
LY G SREEN JOB Training head/scalp & practice as a licensed cosmetologist
Hairsyles and Trends A intro course on Westarn & global hair styles, cultural influences, and & Pending (system-set anly) Edit
PS - Approved Provider Training - ITA  trends. Deactivate
Sr. Accounting - Cosmetology An integrated course in accounting and business management to (v} Registration Verified Edit
PS - Approved Provider Training - ITA  prepare individuals Salen financial and manager role