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1: Provider Services — Overview &
Quick Summary

‘ Chapter Contents

(O Y TPV TRUPP 1-1

Provider Users — QUiCK REFEreNCE SUMIMAIY .......c.coveiieiiiieieriesiesese ettt sttt st st aesae e 1-2

Provider Staff — QUICK REFErENCE SUMMAIY .......cviiiieieieceee ettt see s 1-4
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

certification.
Provider Staff — These are staff members in Virtual

Create a Provider

OneStop who can create or assist the provider users, Manage Institution Manage Ing
or they can directly create or manage the provider Programs Manage Enf Assist a Provider
institution. Only Provider Staff can perform the Demand Occupations Manage Ré Manage Program
review and WIOA certification of programs/courses. Reapplication
. ) ) X Manage Jo

A staff member’s capabilities is controlled by their View Reports brovider Certification
Admin privileges, as well as any configuration Manage Provider Profile AR o
options for your site (see Chapter 5, Staff Provider Manage Ac| Program Certification
A Manage Provider User

CCGSS). Profile Manage Ca| Create a Provider User

P feci P . 4
Wlth_full permissions, prowd_er staff can: create a _ Education Services N ‘ Manage Providers
provider institution and provider user, manage their = !
information, set up or manage programs for the Provider Users Provider Staff
prOVIde_r, review oc_cupatlc_)ns that_ are identified as Menus for Users & Staff — both can maintain programs.
state high demand in provider listings (by Only staff can certify providers and programs.

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

Virtual OneStop — Provider Services User Guide 1-1 V19 - 01/2019
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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 pranage 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 |  Fiaeton o g osess )
of an E&T Program. '

Program Name Erogram Description Changes Active Review Status  Action
. Submitted
The tabs are organized to help the user add all pe An eaied resrm i ccouning and busives 5 =
. . . . = o ini i that prepares {CIVED
needed details, including course data, curriculum, || 72 2osdfesde o tncion s sccountans an business managers e
Schedullng and duratlon data, program_related ﬁ:s-m;.-w-!w-::lm-n:(Bem npmg.'amlna(z:rspareflnl.in'acual.stn(u'.u-m& ] F‘mr-;-::;c::‘.-_‘-eﬂ- m.: )
i X 8 X proved Provider style scalpffacial & body hair, apply seme cosmetics tonly) Deactivate
Occupanons’ cost, |Ocat|0ns’ Skl”S, Comp|et|on Training - ITA perform manicures. and massage the head and scalp.
expectations, and performance data. Hifaeeee SIHIGEN N fows 120 14
General Information —
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.

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). Information | Aoeentioshio | Detak Sl Expectations
Scheduling Duration Locations External Cost Provider Performance Confirmation Review
o . . . . Approvals  Details  Representative
For details, see the topic, Confirmation Tab — for - Missing required deto on Dueation tab
WIOA Application Approval, in chapter 3.
Note: If required data was missed on previous S S ——
tabsy messages in red W|” |dent|fy the tabs :\I\:‘.:lluu::‘|lx::\‘|:.|.||nqmm(hum The programs offered are available to the general public on
Wlth the mISSIng reqUIred data (as ShOWI’] at | agree to complete the information required on the web site at the time of my approval
nght for a missing Duration record)_ request. This includes the completion information of all students registered in the
program for th st and current Program Year
WIOA Cert|f|cat|0n |S Only for |nst|tut|ons ":Jes,cl’agres |ohthetz::-uveds|atf-menlh Please svbm\;:I:;s:ducalia‘ni\t[:‘tog-ram for WIOA Approval.
. ra . . . . . . 0, do not submi 15 educational program for roval af s time.
identified as state in the original institution 7 e o "
setup. Local institutions have a minimal (mgtiom' cnanges for Review ans Aoprovl

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

Virtual OneStop — Provider Services User Guide 1-2 V19 - 01/2019
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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 Ll icon on ol Bk e
the E&T Programs list when a program e R e
nears its reapplication date (e.g., within 30 | ~CSSEEENEEEREELY -
days of reapplication), or when it has N T FsacmEssae e e
passed the date and is not recertified. for Cosmetoiegy An integrated program in g an bunes: ) £

X . . . FS - Approved Provider adminitration management that prepanes individuals 1o Deactivate
The PrOVIder User must C|ICk the Edlt Ilnk Training - ITA function as accountants and business managers.
and review each of the tabs in the Program | & o o i ooy s sy o coamotes sesinm i
Wizard (for any needed Changes) X Then E:ﬁﬂ manicures. and maszage the head and sralp.
they WI” once agaln CIICk Yes on the (.'osmetol?gy Training ﬂp(agralrn that prepar.eq individuals u? cut/trim styla -] On Held Edi
Confirmation tab to agree to the statement, B o e SRR
check the box (for any changes), and click e il
the NeXt bUtton’ to reapply for WIOA Hairsyles and Trends A intro course on Western & global hasr styles, cultural & Pending (system-set Ednt
approval and certification. _ DUkl ol Bdchiaiy

N M 4 Page lu_V_on.‘.‘ Rnu\.nm

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

Note: |ulZaddl 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 | 11901203 Aquacultural Managers

at the State IeVeI. 290114100 Registered Murses

For details, see the topic, View Demand Occupations, in 29114101 Acute Care hlurses
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.
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.

Virtual OneStop — Provider Services User Guide 1-3 V19 - 01/2019
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Provider Staff — Quick Reference Summary Manage Providers
Some common functions/tasks performed by provider staff are briefly creste s Provder

summarized below (with the menu option or path in parentheses). Assist a Provider
Manage Program

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

A provider institution must be created before it can be enabled/activated Frovder Ceriestien

by staff, and then tied to a provider user (part of enabling the S Frogram Cerfestion

representative). Unless a Provider User creates their institution’s s o i ) CTeRte @ Provider User

basic data, as part of their registration, staff will need to create the o [ =

provider institution before they manage the provider’s services and Unkod Emptors [ S

programs. “Vendor ID: —

When staff selects the Create a Provider option, the first of two FelD/sstt: el ¥

*Provider Mame 1:  [Friada Orick & Bangs

screen screens displays for entering data for the Provider Institution
(show at right).

Provider Name 2: |

* Address 1: 1284 w. Nash eivd
The first two fields (Status and LWIA Region) will default to Active Addrass 2 |
and to State. (If a Provider User registers their own institution, these Aoty pouits oty ac St e

fields are disabled and staff must check them to activate the “city: [iems
institution.)

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.

If staff selects Assist a Provider User from this menu group, the General Search Criteria will display for
provider users. This lets staff skip some steps to search for the added provider user, and open the Provider

User Access Rights screen for them.

E] Currently Managing

General Criteria

Note: Since provider users normally register themselves, this UNKNOWN PROVIDER Access Status [Permding Accessl]
option is at the bottom of the Manage Providers menu. Aelemce Frovider U
. , . . elease Frovider User nstitution Name: li
Depending on your state’s configuration, you may not remen e
. Assist a Provider User irst Name: vidal
see the option. o E—

Username:

Last Name: Sassoon|
Institution FEID/SSN:

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

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

Both new institutions and new provider users must be = :
activated and enabled by staff before the provider user D

can create programs and apply for approval. S (i) e
. . . . . * LWIA Region: State
To activate a provider institution, staff can: Linked Employer: [ '
e Select Assist a Provider, and use displayed *Vendor D: i s
search criteria to find the institution (e.g., * FEID/SSN: 1204123 Maling Address 2
. . - - n J Memphis
search for Inactive Status)_ *Provider Name 1:  [Frieda Brick & Ba t:‘ ’:‘v - "
ling State:  [Tennedes hed|
e Select the General tab in their Provider Profile. | or==me2 “Maling Z: e

. A A A . * Mailing Attention: W
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 section.
e Click the Save button.

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

Note: Staff can move to the provider programs tabs to manage programs, or return to these tabs
through Assist a Provider, 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:
e Select Assist a Provider. seavenFer Froviers ® Provder Users

e Select the Provider Users radio button to change ¥ rovider User Crtia
to Provider User Criteria. Use Access St [Pemang Pecess ]

B Frovider Liser Information

Provider Uses ne:  GSIFRIEDAREP1043

User Name:

e Use search criteria to find the user (e.g., Access
Status of Pending Access and a patrtial Institution Fist Name:
name). Last Mome:

Provider FEID:

Instintion M

Friuda Brick & Bangs
BRA®:TH1284
Contact Name: Vidal Saseon

Irstitustie

Cur ts:
Access Rights Date

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

I Yigw registration | Rt Providas User Infarmation |

10T

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

e Change the Access Rights to Active.
e Enter applicable comments.

e Click the Save button.

For details, see the topic, Enabling a Provider User’'s Access, in chapter 7.

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. T — ovsde Actties

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

Frieda Brick & Bangs

This launches the E&T Program wizard, and s She Eer Optis
guides staff through required data entry in the { Educstion and rining Programs J
16 tabS Of a program. Erogram Mame Program Dessription m Hctive Review Status  Action
These tabs are organized identically for staff T & i
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 B R it
(e.g., manage the reVieW Status tO approve, :H:i.l‘l‘ manicurts, and massage the head and scalp.
deny, or change the WIOA eligibility). Commetoiogy Taining A program that pepares indhidals 10 e i © oM
(intermuediate) scalp, facial & body hair apply cosmetic preps. perform Deactivate
N A A A Ps-ﬁku\_vvJP-mxser ol “.w massage head/scalp & practice a5 a
For details, see the topic, Adding a New e b
Program (as Staff), in chapter 8. s and Tends s e o DO b b s ot © Pedna et Gt
| influences. and trends. orily) Cactivate
Note: Tabs initially display as segments M drage [ ot1 b H Rows [10 19
of a progress bar, when staff adds S A e ﬂ
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new programs. They turn green as staff completes t
the wizard and returns.

hem, and change to tabs if staff leaves

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.

General Renistered Additional Curriculum ‘Occupations Occupational ‘Completion
L. Information Apprenticeship Details Skills Expectati
To approve the program as WIOA Eligible: Shewing | Duation | lotions | Eemal | Cost | Provier | Pertomone | Confimation | peysew
Approvals Details Representative
e Select the Review tab (for the program o
submitted for Review and Approval).
i Subsequent Review Date Last Edit Date Review  Action
e Click the Edit link (for the Review record juebate  Fedened _ocation
ShOWn Wlth a Pending StatUS). ITA Pending (system- 2/19/2019 2/19/2018 2/19/2018 N/A Edit
set only) 222 PM Flink, Ellis
e Inthe Review section of the displayed Reconds Pt L
screen, select Approved/Eligible for the D
status (as well as the Subsequent Review e
N igikility Typa: Imitial
Due Date, and the Date Reviewed). * Status: (oo |
° CI|Ck Save ‘s;::enc::?t Review: Im =] Loday
' D * Data Reviewed: 021972018 | B8 Today

The Review tab redisplays with the status ApprovedEligible -

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.

Approve WIOA Program Reapplication (Manage Provid

The Subsequent Review Due Date that entered at WIOA Approval
reapplication of the WIOA programs is required (i.e., one year

ers » Manage Program Reapplication)
(shown above) indicates when the

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

Hide Filter Options
Reapplication Criteria
Select Number of days from Reapplication Due Date:
30 days w

Select a Provider:
I.ﬁll Providers

Eilter Reset Filter

Reapplication Status (e.g., Approved) and the Eligibility Type
(Continued Eligibility).

due for ion in 30 Days

Program/Service Nome  Reapplication Action

To view the programs due for reapplication and change their —
. CLEVELAND STATE COMMUNITY Phlsbotomy Technician Cerification -  3/01/20018 | yisw
StatUS COLLEGE Empioyment & Training Program %
Completers
e Select the Manage Program Reapplication option. | wwie sare commnny  ucsosorr ossice seecausr e 272008 view
A list of programs due for reapplication is displayed. ot T
(Due within 30 days is the initial default.)
e Click the View link for a program in the list to open its 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:
value to 45, 60, 75, or 90 days, or Expired.

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

1-6
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Certify Providers for WIOA Eligibility (locally) (Manage Providers » Provider Certification)

For customers who have this option, appropriate
local staff (not state staff) can use the option to opt
in, or opt out of including certified providers, who
have WIOA-eligible programs, to be eligible at their
local level.

This is also referred to as the opting in option, since
it lets a staff member identify a provider, and then
opt in to identify that provider's WIOA-eligible
programs as programs certified for staff use (for
enrollment selection) based on specific LWIA levels.

Note: This feature is only available for sites with
the Opt In/Opt Out configuration, and for
local staff with the associate permissions.

Provider Provider
Search Listing

Search Results
Here is 3 list of providers that matched your keyword search. To select a provider, click on its title.
Provider City State ZipCode Cert setect
|
Belleview University Nashville ™ 37205 v O
GISQAKIm Test Provider Nashville ™ 37201 x m}
GISQAKit Test Provider Nashville ™ 37201 x O
GSI Automated IFT Provider A Nashville ™ 37243 v ]
GSI ETPL Provider 1028 Chattanooga ™ 27411 x ]

Switch Certification for LWIA
[ Change search criteria ]

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

(Opt In/Out).

Virtual OneStop — Provider Services User Guide 1-7

V19 — 01/2019



>

l ) Geographic
gsf’!hu't.'to“s.! Provider Services — Overview & Quick Summary

[This page intentionally left blank.]

Virtual OneStop — Provider Services User Guide 1-8 V19 - 01/2019



r

Geographic
JSolgtigns®

geographicsolutions.com

2. Provider User: Initial Access

‘ Chapter Contents ‘

e[S LA o] T OSSR 2-1
T T G0 I S W ()Y [0 T gl o =T o PP 2-2
Creating the Institution (as a Registering Provider USEI) ........ccccciiiiiieiiiieie et 2-4

My Provider Workspace (& My DashbDOArd) ..........coouioiiiiiiieie et 2-6

The Provider Services system allows provider users (i.e., an institution’s designated provider
representatives for managing programs), to self-register. When they first register, the system will allow them
limited access while a staff verification process takes place. However, once a staff member has reviewed
their information and approved them, the provider user can conduct a larger range of tasks without staff
input, including managing the institution’s programs.

Username Password

JOHMDOEREP LI SIGN IN

» Forgot Usemame and/for Password? # NOT Hegisters '.E' et |

The Not Registered? Link on a typical Home Page Screen

Registration

i i ®
_NeV\_l prOVIder users can regl_Ster If you would like to become a fully registered user with JOBS4TN.GOV and have access fo all of our online services, select one
in Virtual OneStOp by followi ng of the following account types. If you are not sure if you need to register on the system, learn more about the benefits of
the same pathway that registering on page: Why Register?.
em ployers and individuals use to Individual - Register as this account type if you are an individual and wish to search for the latest job openings, post a résumé

online, find career guidance, search for training and education programs, find information on local employers, etc.

register. On the site’s main

screen, there is a Not Registered Employer - If you are looking for indusry information, [abor market information, job applicants for your business, or want to post

link. Providers must first click Iob openigs onine

that link to proceed with Analyst-Registe| - A Provider link starts the registration ~ promic development professional laoking to
analyze area, 0cq d time periods. Analyst accounts require

registration. The link should administration ap]  Process for provider representatives.

appear similar to the following : :
Provider - Register as this account type if you are a training provider who wishes to enter or update your available courses for use
exam pIeS. in the Sﬁtem. Once a new account request is approved, you will be able to enter information about your courses, such as costs,

ched dentials, etc. Providers can also request WIOA approval for specific courses.

Potential provider users (i.e., o
provider representatives) must
identify themselves as
providers, and register as such, to access the system. Systems 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).

e From the Home Page, select the “Not Reqistered Yet?” link.
A screen will appear for selecting the provider user account to create.

e Select the Provider link. A Provider User Registration Form is displayed.
F o

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

Virtual OneStop — Provider Services User Guide 2-1 V19 - 01/2019



”

Geographic
JSoltgltigns*’

geographicsolutions.com

Provider User: Initial Access

Registering as a Provider User
Depending on system configuration, you may be allowed to also create a new account for your institution,

at the end of registering as a Provider User.

If so, the two options shown below appear

first. You can:

K Choose to be added to an existing
institution (which staff will link you to when

they verify you).

Choose to register and then also add data

Institution Identification Type

.U | own, represent, or worl for an educational institution .schn])l. university, etc) and'vish to be added to

Institution’s existing account.

© | own, represent, or work

for an educational institution {school, university, etc) and need to create a

new account for my institution.

for your institution (which staff will also enable before verifying and activating you as a provider user). If
this selection is chosen, additional provider institution details will display after you complete the standard

registration.

P To register as a provider user:

When the Provider User Registration Form is displayed (as shown below), enter the required information
(as indicated by a red asterisk *) and any useful optional data. Potential Provider Users are asked the

following questions:

1 Create a unique User Name that falls within the guidelines noted in the blue text.
2 Create a Password that falls within specific guidelines as noted in blue text next to the field.

Login Information

*User Name:

“Password:

*Confirm Password:

[CSIFRIEDARER 1284 Enter Unique User Name (3 - 255 Characters, letters or aumbers)
(8- 1

ne b Institution Primary Location
'

i1 *Address 1:

Very Strong!

Security Number:
Type of Identification:

*Security Question What is your mother's maiden name?
*Security Question Response: mom Hint to help if you o
Federal Employer ID

*Federal Employer ID No: or Social [12348123

Do not enter dashes. £

O Social Security Number
@® Federal Employer Identification Mun

Institution Identification

*Institution Name:

a current provider):

Institution Code/BPA# (if you are |TN1284

|Fn’eda Brick & Bangs

Note:

g b~ W

Institution Primary Location
*Addi - Nash Blvd

Email Address:

Institution URL:

[1284 W. Nash Bivd
Address 2: |

*City: |Memph|s

*State: Tennessee

*Zip: W Find Zip Code
Salutation:

*Title: |Account Manager

*First name: |Jay
Middle Initial: CH

*Last Name - (include suffix e.g. IFr\'eda
Jr, Sr, PhD, etc):

*Contact Phone Number: [roa 11z faosr  exfs
Cell Phone 1 1
Contact Fax Phone Number i

[

Preferred Notification Method

I\ntsmal Message with Email Not\'fi(alinn

ijrieds@geosu\in(.cum x
Enter URL eq.(httz/fivww.companywebsite com

Create Email Account Read Our Email Security Policy

Provider User Registration Form (top)

Confirm the Password by typing it again in the textbox.
Choose a Security Question from a list provided in the drop-down box.
Enter a Security Question Response in the textbox provided. This will be important to remember

in case the User Name, Password, or both are forgotten.
6 Enter a Federal Employer ID or Social Security Number in the textbox provided.

Remember your User Name and Password; both are needed to access the system.
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Note:

If you are affiliating with an existing institution, the FEID number may be duplicative; if not

(if you picked option ), then the number must be unique (not already in the system).

7  Enter the Institution Name.

8 If you, as the provider user who is registering, are associated with an existing institution, enter the

Institution Code/BPA # (if known).
9 Enter the Primary Location’s addre
10
11

If you chose option [Ell, to be added to an
existing institution’s account, you have
gone as far as you can as a provider user,
in registering. You will see a Welcome
message. It informs you that your access
request will be reviewed. It also includes a
link or information for contacts, if you have
any questions.

ss in the Institution Primary Location fields.

Enter the provider user’s title, name, and contact information in the Contact Information section.
Click the Save button to save the registration form.

R Welcome

or Toll Free at 1-800-255-5872.

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.

For assistance please contact the Department of Labor at 615-741-1031

If you chose option B, to also add a new provider institution, then instead of seeing the Welcome
screen you will see a second Add a New Provider screen. See the next topic for details on entering the
Provider Information to create the general definition of the provider institution.

After registration (and before being
enabled by staff), the provider user can
access a few sections of the system,

B Services for Providers m

Registration Date: 02/08/2018
GSIFREEDOMCOL
Click here 1o changs

Drmaned Oceupatians
User Name:

Manage Prownider Protile

Password:

including the Manage Provider User

password

™

Manage Provider User

Profile link and the Education Services

Profile Mo

link. The Provider User Profile link
contains basic information entered
during the registration process. The provid

have the opportunity to review this information, and

edit as necessary. Provider users can also

the Education Services link, which provides access
to educational institutions and courses. Itis,

however, a directory available to anyone. |
be edited.

| Until staff verifies your information and enables

“ your provider user registration, you have
limited access. You cannot manage your
institution’s programs or services. Staff

receives an automatic notification, as s

“Security Question
“Security Question Response:

Institutson Identihication

Education Services

er will

“Institution Name:
Institution Code/BPAR (if you are
a current provider):
Federal Employer |0 Mo: or Social
Security Mumbaer:

Type of |dentification:

[1ames Fraedom Payne Callege

Social Security Number
® Feceral Employer Identification Number

access

t cannot

“Address 1: [5321 Durham Ave

Address 2: |

“City:

[rsempnis

0 vt e s Ermpre

J—

the registration is complete, and will enable your
registration within a few days (based on their
review procedures).

If you have not been enabled within a

“ate: Tennessee -
*Tipe 30188
Prowedes Contact Information
oon as Provider User Access: Fendng Access
Salutation: r =
“Tithe: [vice president

— e

(Manage Provider User Profile)

reasonable period, you can use the Communication Center or the Assistance Center to email a

request or comment regarding your access.

For more information about registering as a provider user, you can also access training
videos in the Learning Center, as indicated in the topic “Learning Center (Provider
Courses)” in chapter 4 - Provider User: Other Services.
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Creating the Institution (as a Registering Provider User)

As indicated in the previous topic, if the
provider user selects option [ as they start
registration, then after they complete the first
page, they will continue through two
additional pages to also create the new
account for their institution. Then the
provider user will see the General Tab at the
end of their registration.

P To Create the Provider Institution:

{ Institution Identification Type

my institution’s existing account.

new account for my institution

O lown, represent, or work for an educational institution (school, university, etc) and wish to be added to

-ZEZ- | own, represent, or work for an educational institution (school, university, etc) and need to create a

Option

When the Provider Information screen displays (at the end of registration), the provider user will see
areas for the Provider Information, already filled, the Billing Address, and the Mailing Address.

e Review and adjust data on the Provider Information screen.

= Review the fields in the Provider Information area (and make changes if needed).
= Enter a billing address and mailing address (using links or manual entry).

= Enter an individual for contact in the Attention field, for both addresses.

Provider Information

*Status:

*LWIA Region:
Linked Employer:
Vendor ID:

*FEID/SSN:

*Provider Name 1:
Provider Name 2:

*Address 1:

Address 2:

*City:
* State:
*Zip:

URL:

Type of Business:

*This provider is an

State Use 1:

State Use 2:

Active '® Inactive

State

[ Search For Empl

institution Active.

Information is disabled that is
only for staff, such as marking

state Use 4:

128481234

IFrieda Brick & Bangs

[1284 w. Nash Biva

Mote: By entering the Zip Code first, the syster
automatically populate the City and State field

[Memphis

Tennessee
[oes ]

|

Enter URL e.g. (httpy//www.companysite.com)

IPusthecondary Educational Institution - Priva

O ¥Yes O No

accredited postsecondary
education institution:

L punenhmmmenes=

Note:

\'\=—

State Use 5: |

sl

Billing Address Information

Populate the Billing Address from: Provider's Main Address

*Billing Address 1: [1284 w. Mash Bivd

Billing Address 2: |

*Billing City: [Memphis

*Billing State: Tennessee
*Billing Zip: [a128

* Attention:

Billing and Mailing addresses
Ma. Biling_f§ are required, but can be copied
from the previous address.

Mailing Address Information

Populate the Mailing Address from: Provider's Main Address | Provider's Billing Address W

*Mailing Address 1: |1234 W. Nash Blvd

Mailing Address 2: |

*Mailing City: |Memphis

*Mailing State: Tennessee

*Mailing Zip: [pziee |

*Mailing Attention: |M\'ke‘ Mail Rnom‘ X

Sample Base Provider Information Screen

This is the same screen that staff will start with if they create the provider institution, except that:
1) Some of the information will be prefilled for the provider user based on their registration data,
2) The provider user will not go any further than this (and the following CRS Provider Info screen)

in registration. Staff can continue to define the details of the provider type data, and
approve/enable the institution, as part of creation.

e Click Save.
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The CRS Provider Information screen is displayed, next. This data is part of the Provider Profile,
General tab. It contains more information that will be needed before staff can mark a provider as
active, and therefore should be filled in by the provider user, if known.

e Review and answer the questions and prompts, as accurately as possible.

Note: Some specific prompts may be required, such as Accreditation, which you may not know.
If you click 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. Several near
the bottom are not. If these include required Yes/No selections and you are not sure,

select No).
B CRS Provider Information
Institution Name: Frieda Brick & Bangs
*Institution Type: Private Business and Technical Schools
“Institution Ownership: Private for profit institution
*Type of Entity: Higher Ed: Certificate of Completion
Years in Business: 13
Disabled Access: ® vez O Mo
ADA Compliant: O Yes @ No
“Institution Description: A private vocational institution with specialized,
industry expertise and corporate-controlled certification.

(2000 characters max.)

*Main Telephone Number: |TD4 - |129 - |3782
TTD/TTY Telephone | -1 |
Number:

Main Email Address: I
Is this a Community College? O Yes @® No

*Accreditation: ® Yes () No
Accrediting Body: ICounc'\I on Occupational Education
Career Assessment Available: O Yes ® No
Career Counseling Available: O Yes ® No
Job Placement Assistance ® ves O No
Available:

Tutorial Services Available:
ESL Courses Available:
On-site Child Care Available:

® No
No
@ No
O No

*State Approving Agency
Exemption Certificate on File:

*State Approving Agency O Yes O No

Receipt Letter on File:

Financial Aid Available: O Yes O No

Online Registration Available: O Yes O Mo

Eligible Provider of Youth Yes No
Workforce Investment

Activities:

Pell Grant Eligible: O Yes, Pell Grant Eligible,

D No, not Pell Grant Eligible.
Pell Grant Not Applicable.
Yes, Approved Apprenticeship.

Approved Apprenticeship:
O No, not Approved Apprenticeship.

CRS Provider Information Screen

e When you are done, Click the Save button.
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G | Locati Contacts D ts A A A
enera roctions fontacts Documents If a thank you message is configured for Provider
Thank you for registering. Your access request will be reviewed and you wi creation it Wl” d|SD|aV belOW the tabs-
once your information has been verified. Once your access is approved yfu will be able to
add and maintain your institution's programs.
For assistance please contact the Department of Labor at 615-741-1031 CRS Provider Details
or Toll Free at 1-800-255-5872. o . .
Institution Type: Cosmetology/Barber Training Provider
Provider: Frieda Brick & Bangs
Institution Ownership: Private for profit institution
Provider Details
Years in Business: 8
Status: Inactive Disabled Access: Yes
LWIA Region: State ADA Compliant: Yes
Linked Employer: NfA Institution Description:
Vendor ID: 0 Main Telephone Number: 919-833-1236
Provider Name 1: Frieda Brick & Bangs Main Email Address:
Provider Name 2: Community College: No
Address 1: 1284 W. Mash Blvd Accreditation: Yes
Address 2: Accrediting Body: Accrediting Council for Cosmetology Colleges
City: Memphis Career Assessment Available: No
State: ™ Career Counseling Available: Yes
Zip: 38188 Job Pl nt Assi; Availabl Yes
URL: Tutorial Services Available: Yes
Type of Business: Post-Secondary Educational Institution - Private ESL Courses Available: No
. " . On-site Child Care Available: No
This provider is an
accredited postsecondary  Yes State Approving Agency Yes
education institution: Exemption Certificate on File:
Bill Address 1: 1284 W. Nash Bivd State Approving Agency Yes
Receipt Letter on File:
Bill Address 2:
Financial Aid Available: Yes
Bill City: Memphis
Eligible Provider of Youth Workforce
Bill State: ™ Investment Activities:
Bill Zip: 38188 [ Edit CRS Provider Details ]
Ll ,M"’—\“MK—/

Sample Provider General Tab and Provider Details sections

The General tab is displayed with the information that you saved for the Provider Details and the
CRS Provide Details.

Note: The left navigation access will remain limited until staff review and Activates your user account.

My Provider Workspace (& My Dashboard)

Once a provider user is enabled by staff, the My Provider Workspace menu will display (at the top of the
left Navigation pane) 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 individuals 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.

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.
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Note:

B My Provider Workspace My Provider Dashboard My Provider Account Directory of Services

My Provider Dashboard

My Provider Account

Directory of Services

B Services for Providers Demand Qccupations specific training providers
I —ﬁ and schools.
_— ==+ 1 Read Messages
Manage Institution = - -
9 e Reports N Training and Education
Programs
Programs

Demand Occupations

View Reports

Manage Provider Profile = NEEd he!p sl
information R . 2
. The dashboard items are also accessible n to view
ionage Provider User through the navigation menu options hs
Profile Assistance Center 9 g Y . ancial
Find the answers to your
Education Services 4 gh the

B Other Services
Communication Center L

Assistance Center

Learning Center

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.

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.

[=] Provider User Profile [=] My Messages

-- Training Providers and
Schools
=== Locate information on

View your Personal Profile and o

ou d M
Contact Information ‘ R

Manage Institution Programs o
% Locatea training or

educational program.

-'. I Eligible Training Provider

Enter the Message Center O

/N questions or issues.

Workforce Innovation and

. . Opportunity Act
Note that help is available on most

pages by clicking the question
mark

More Education Services o

[ Configure Dashboard Widgets

Provider User Registration Form (top)
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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 the menu options they will use to manage their own Provider user
profile, manage their institution’s Provider Profile, and manage the institution’s
programs, as well as reviewing In Demand occupations, researching Education
Services, generating Provider Reports, and accessing other communication,
assistance, and training services available to them.

The most common task that the Provider user will perform is maintaining program
information to ensure that the listed program for their institution remain eligible and
approved. That is why Manage Institution Programs is the first menu option in the
Services for Providers menu group. It lets the user create or modify specific courses
and programs that their provider institution offers.

B Services for Providers

Manage Institution
Programs

Demand Occupations
View Reports
Manage Provider Profile

Manage Provider User
Profile

Education Services
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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

la Education and Training Pr ms

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
Cosmetelogy Training (Beginning) A program that prepares individuals to cut trim & style scalp/facial & [v] [v] Approved/Eligible Edit
PS - Approved Provider Training - ITA  body hair, apply some cosmetics perform manicures, and massage the Deactivate
LY GREEN OB 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
L0 G GRreEN JOB Training head/scalp & practice as a licensed cosmetalogist
Hairsyles and Trends Aintro 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 Salen financial and manager roles. Deactivate
[WIOR] Registered Apprenticeship
M 4 page [1]v| of 1 b M Rows |10 [v|

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 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).

e Action — From this column, you can click link to:

= 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 [z showFilter Options  control above the programs list. You can expand this control to
filter longer lists, based on Program Type, Program Name, Review Status, etc. In other words,
you can list only the courses that are Active, or Inactive. You can also can 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).
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Staff assisting Providers will also see tabs of the Portfolio tree, above the programs list, for areas
used only by staff.

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).

Fi Use this folder to manage the Provider's program and service information.
Suuw riner wpuvng

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
Cosmetclegy Training (Beginning) A program that prepares individuals to cut trim & style scalp/facial & (] (] Approved/Eligible Edit

rovider Training - ITA e cosmetics perform may e the Deactivate

PS - Approved Provider Training - ITA  prepal Deactivate
o T at the General Info. Tab.

Sr. Accounting - Cosmetuiuyy anint] This starts the Program Wizard, \ )  Registration Verified e
Rows

M 4 page |1}V of1 b M

Add Education or Training Program,

A4
The E&T Programs List (to view, add, or maintain programs)

10 v

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 3-5, to the Confirmation Tab on page 3-25).

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, tabs will display rather than
the green Progress Bar segments that display during the initial entry.

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

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
programs list), and to complete/edit the other tabs (now or later).
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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

B 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

e 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
Expectations Tab

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.

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.

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
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.)

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.
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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.

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:

e Active or Inactive radio button is disabled. [Staff determine when a program is marked Active.]
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.
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e Education Program Type is a disabled field. [The Type is only entered by staff, after your initial

program submission.]

General Infermabian
——

B General Information

* Status: ® Active U Inactive

Submit for ETPL Approval: & vioo No

Education Program Type: |'.‘-:

&

[ Search for CIP Code |

“CIP Code: 120499 - Cosmetology and Related Personal Grooming Arts Other,

* Education Program Mame:  [liermedate Frusks Counelology Tramneg

Education Program An intormediate program in cosmetology and

Description: related grooming services building on
foundational elements in the Erieda Beginning
Cosmetology course.

*This program of study leads ta:

LI An industry-recognized certrhcate or certification
L) A certificate of completion of an apprenticeship

Ll A license recognized by the State or Federal Govemnment [ Employment

An assoaate degree

& community college cerificate of complet
. Asecondary schoal diploma or its equivaler

= This pragram leads to a ves O Mo T ]
credential or degree — -
MName of Associated [FCCT Level 2 Certificate
Credential:
Ci Level: I hip Programs :l
* Attain Credential: |Cm paticnal Skills certificate or credential ﬂ
Other, Specify: |

Certification / License
Type:
Green Job Training:

*Is this education prograi

in a partnership with
busingss?

partnership in 800
characters or less

. A measurable skills gain leading 1o & creden| (supporting

Certification f License Tithe: |FCCT Level 2 Certificate (Frieda Cosmetology

If 20, pleaze deseribe the

Career Training - Intermediate |

[Mone setected ]
" Yes NO

m Yes No

] A baccalaureate degree A measurable skills gam leading to employr may be
required):
This program leads to a ves ) No LWDE Submitted:
%
Exit Wi

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.)
Enter an Educational Program Name.

Enter/edit the Educational Program Description.

A description is pre-populated from the CIP Code.

Program of Study Leads to:

e Check one or more boxes for each of the

Frparen Froamem Froamm Freanm
oy Keywors e Frawan L Bxdsmmatin b Lacemn L

[l Scarch for a program by keyword(s) 1

Type your keywerds in the bow and click the Search butten.
[recenntng ")

| Ksgamid Search Cxtices |

| click Prg Search for 3 program by keyword(s)

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

field are required.

Here is a list of programs that matched your M’.A:rha table below also indicates |

whether the keyword was found in the tile or description of each program, To select a
Program, chek on its bithe.

Frogram Program o o

Tile  Descripion  Title Description
Assounting and & &
BUSinCsA/MANIgEMEnt, (520305 )
Accounting and Campiter Scitnce, & &
DA
< L
0 Redated Senices 7] [

Dther, (320059}

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.
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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).

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 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.

e Select an LWDB [This is only determined (auto-populated) when program entere bya local staff
user.]

e 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).

(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 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

Provider:

Frieda Brick & Bangs

Edu. Program: Plumbing Apprencticeship
Service |D: 120
CIP Coduc AE05AH

General Information  Registered Appeenticeship

| = indicates required fielde

If program is not an Apprenticeship,
you can just click Next>>
(with the default No selected).

(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):

e Click the Next>> button.

P If the program is an apprenticeship:

e Select the Yes radio button.

This displays a second question, This program is a

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.

B Registened Apprenticeship

" This program is an
Apprenticeship:

B

Bt Wizard

Registered Apprenticeship Tab (Default prompt = No)

Apprenticeship

" This program is an ® Yes O No
Apprenticeship:
* This Education Program is a O Yes @ No

Registered Apprenticeship:

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

Edhu. Program Information =8

Provider:
Edu. vl L]

Frieda Brick & Bangs

Service ID: 1z0
CIP Code: 4605AH

General Information  Registered Apprenticeship
o -

[ 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 & No
Apprenticeship:
“This Education Programis s ® Yes O No L instruction Provider ]
Registered Apprenticeships
* Apprenticeship " Name:
Registration Date: Address 1
* Apprenticeship . Apprenticeship program in Plumbing Address 2:
Deseription:
Mumber of active g “City:
apprentices:
* State:
* Instruction Methed: |in-persen vl
*ZIP Code:
| '"“L"‘m—"“"“"‘_:———___
| it Wizard

In-persan T —

" yps No

N

[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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e Enter the appropriate information for each field:

Registered 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.

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 tab if you selected Gomy | fesiw | famios | G | Oumeiow | Govms | Sosdm
uYeSn for uTeChnlcaI |nStrUCt|On is In[:or:rahon ngpr:nmasmg Etnetialus — — Skills Expectations —
provided by another provider.” The approwas petais commaten
Conflrmatlon Tab W0u|d ShOW messages + Indicates required fields. ©@ For help click the question mark icon next to each section.
as indicate in the sample figure at the RV S
fight. R . oo ssppcaion contmtn

The General tab: For a Registered st aqres to the statement belo:,

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:

e Complete all required entries (at minimum).
e Complete non-required fields where applicable.

Genweal Informatun  Ragriteeed Appeertcechen Aol Deta m

g l Resources Required: ® ves ) N;I\——J/
" Describe any eqE{bment used in Clippers, shears, scissors, curlers, dyes, coloring
this program and i\s adequacy and |chemicals, dryers, heat irons
availability in 800 chigracters or
less:
Either Grievance Procedure or\grievance Procedure URL is required.
Financial Ald Avallable: Pell Grant institutional Scholasship
Federal Loan [ Other * Grievance Procedure File grievance via contact online at Training
* URL of Training Program [tpciveww frieda com (1000 characters max.): URL
(Example: http//site.com):
* Program Prerequisites: [resociote’s Degree ~ Grievance Procedure URL Several fields on this tab are

“ Date Edu. Program First Offered:  |02/192010 5 logay (Example: http://site.com):
Either Refund Policy or Refund Policy

configurable and may not
display on you site.

. " ired
Pleasa provide a reasonable Theatre program in area, and local theatres 15 require

explanation regarding why this I8 opening have shown a positive increass in

a new program: revenue i . P
prog e *Refund Policy Request refunce via contact online at Training
(800 characters m URL
* Minimum Class Size: 3
" Maximum Class Size: 12
* Number Of Instructors: 1
* Describe the qualifications of all | years of experience, 2 years at Frieda . |
instructors in 800 characters or institute, and one year of class teaching %
toss: training / State Use 2: |
I Target Audience: |5 gracts or students with Trade & Theatre intevest I State Use 3: I
" Describe the minimum entry level 3 oo of experience, 1 year at Frieda institute, State Use 4: I
requirements or prerequisites in and 3 manthe year of clase teaching training State Use 5: I
800 characters or less:
Drug/Aleehel Screening Required: ver ® o o
Exit Wizard
_J_r_n:_-;g,ﬁnHes Ne
[ —

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.

= Resources required: Click Yes if any specific resources are required (specific tools, access
to computers, equipment, etc.).
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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.

i Hncodng Daabon Lecaoony. Lelerned Casl Enoder. eronece Lostymatno Booem
L] Detasty Bepeosentatier.
G i Oeoutiony ] Compicton

B mark icon nest fo each section

Sholien  eaes  LoGtess Goosa [ Caminer Cormormane [
Avoeowshr Dt

Goteial Begirdoed A Curc b st Ouumetionl Lotapdctiny
st [ ===t Dt Sy Uperuton:

[ Add Currteulum 1

Curriculum Tab (Adding a Course Code and Title)

Repeat the steps for other Curriculum records as necessary.
Click the Next>> button.

The Occupations tab will display.
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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:
e 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
8 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.
nce of demand for selected occupation(s) not indicated as Bright Outlook Locally

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 Astest - Cnematography (] W
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.

|

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
e 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.

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).
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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:

e Click the Add new occupation program skills link.
Scheduling Duration Locations %s & ﬁm Performance Confirmation Review
General Registered Additional Curriculum Occupations Occupational Completion
Information Apprenticeship Details Skills Expectations
Skill Description Select
|
No records found
[ Add new occupational skilifji-i Delete sel d ional skill(s) ]
Selected Occupational Skills for a Program
e An Occupational Skills Selection Screen displays (as shown in the following figure).
e Select a category from the Additional Skills drop-down.
e Check the boxes for the appropriate skill in that category.
e As needed, repeat the process until you have checked all skills applicable to the program.

Note:
each category stay in memory until you

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

click Save or Cancel.

Add new occupational skill(s)

|

Select a category for
additional skills:

Entertainment & Media V

iNo-;l- Selectod

General Skills
(Computers & Mathematics
Construction

Education & Socal Services

Skill Descrip|

achieve special camera effects
Financial Services
Agriculture & Wildlife
Healthcare
Legal & Protective Services
|Managerment & Office Services
|Scwence & Enganeermg
advise member stations concerning programs u‘gew-_:e 5 Sales

|Skilled Trades
advise retail dealers in use of sales promotion te Transportation

achieve special lighting or scund effects

adjust functioning of musical instrument compa

apply make-up

assess script quality

audition performers

calculate headline size or count

choreograph dance

collect details for stories or articles

compare musical pitch

O

DDDDDD'EEIDDDD

= ith specified pitch of tuning tool

B Add new occupational skill{s)

Select a categery for
additional skills:

Service & Sales i~

| Skill Description

uf

|
| access media advertising services

|
sccommodate requests of passengers

| advise customer on substitution of parts

., . B SIS
‘ understand government alcoholic beverage senvice regulations

understand government health, hotel or food service reguiations

| real gstate sales

st barbering technigues
| use hair, cosmetic, or nal care instruments.

use industry terms o Concapts

|
write advertising copy

| waite sakes oo informational speeches

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 Curmiculum o] Oc ” G | etis
Information  Apprenticeship Details Skills Expectations
Selected Occupational Skills

Skill Description

g
H

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.

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

@ More Notes — Occupation Skills Tab

Skills Categories: The Occupational Skills Selection Screen is an extensive 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 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:

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.
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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 Occupations Occupational Completion Scheduling
Information Details Skills Expectations

N ) X @ For help click the question
+ Indicates required fields. @ P g

Hhegwtng Do lewbom  bdonsd

Berfonmance  Confwmation  Review

. . Gneral Reatored Addition ot Oonmations Commational
Completion Expectations Ieprmation Appeenticeshi Detady il Expectatiom.
» inditates required fiefde
*Credit Earned Program: Yes ® No
e, P
Number of Credits: 3.00 Credits Continuing Education s
Units (CEU):
* Credit Earned Duration: Semester ® Quarter
CEU Granting Institution: |
“Program Goal: Certificate M *Credit Eamed Program:  ® ves O o
. Number of Credits: Credi
* Credentialing Body: Other M " e
Credit Eamned Duration:  ® Semester L Quarter
*Other: Frieda Training System Certificate Cradantialing Body: [Nane Selected ~
Projected Hourly Wage $s 000 v
After Program Completion: ‘
Duration Locations External Cost Performance Confirmation Review
Minimum Expected $s 000 Approvals Details
Placement Wage: General Reqistered Additional 0 Completi
- SEE - = Expectations
Exit Wizard
# Indicates required fields.
2 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, Mode of Delivery.
To complete the Scheduling tab:
e 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.
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Genersl
Intarmation Apprenticestap

||||||||

Seneduling

Course Times
* Class Time:

Lab Time:

Other Time:

© Class Frequency: Sermes! ter

Reporting Information @
* Reporting Program Length ,—nﬂ. Hours

- Clock/Contact Hours:

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

* Reporting Program [1n-person ~ Mode of Delivery is a

Format: 1 configurable field. It ma
Mode of Delivery diisrl ’ . Yy
* Mode of Delivery: 7 craseronm R not display on your site.

Computer Based Instruction ‘

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.

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:

e Click the Add Duration link. A separate box opens above the tab for entry of Duration fields.
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e 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).

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

Provider. e + Duration Title: I Ragulsr Full-Tima
Edu. Program: Itermediate Frig
Primary Duration:
Service ID: 118
QP Code: 120401 * Duration: 0 ]
‘Dunation Type:  [Somestersioms 7] el
Information Appremiceiie PN ¢ Schedule Intensity: & fuiTime O Part-Tune g |
Schodubes | puation | Loxaliom Exterms Bexiew
feptovs " Weekly Schedule: I M-F
* Classes Offered: ¥ Day [ weekend
m— 1 Night [ Summer —_—
- =

1, Add Duration 1|

<< Back Next >>
Registered Additional Curriculum Occupations Occupational Completion
Apprenticeship Details Skills Expectations
Scheduling | p oo | Locations  Extemnal Cost Provider Performance  Confirmation  Review
Approvals  Details  Representative
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.
e 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.

e 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 Address Billing Address Select
|

Frieda - Auxiliary 4520 W. Bridges Ave. 4520 W. Bridges Ave. [

Training Site Memphis, TN 381388 Memphis, TN 38188

Frieda Brick & 1284 W. Nash Blvd 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 institution can also be added or edited from the Locations tab of
the Provider Profile. See the topic Add a Provider Location on page 3-35, for detalils.

External Approvals Tab

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 Asditional Cuiculum p
Infuematicn Apprenlic mhip Details Skills Fapes baticms
Scheduling  Duration  Logations | Cost Provider & Fewiew
Approval | Detalls eprewniame
« Indicates required fields. & For help click the question mark ion next to eech section.
B External Approvals
* State Approving Agency: |Doa'd of € Barber Exami| v EAfe—
e Selected
State Approving Agency Status: |A|: proved |
* State Approving Agency Approval 0372172020 | (mm/ddfyyyy) [ Today Tennessee Board of Regents
Expiration Date: . University of Tennessee System
Southern Association of Colleges and Schools
* Other State Approving Agency Approved ) Yes Mo
Pragrams:
* Deps of e : ® Yes Ho
* Community College Chancellor's Office Yes ® Mo
roved:
| 4P \ Statuses or Dates may be
N configured for other
Exit Wizard Approved fields on this tab.

External Approvals Tab
To complete the External Approvals tab:
e Enter the appropriate information for each displayed field:
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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

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

Cost Structure(s) Amount Action
Please ensure that amounts entered are for costs of the primary duration, 3 Semesters/Terms.

Ne records found

I Add Cost Structure ] Cost Structure: Total CRS Training Costs|V'

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

Ne records found

Tuition/F 5 4,000.00
The privilege to add line items cannot be applied ¢ vition/Fee I -
Total Amount : $0.00 Books IS 500.00
Tools B
The top line is a total of the Othercosts [ 000 |

following fields. No entry is Tools needed by 2nd week.
o 5 0 Comments
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 kbefore
submissienfor each enrollment record. However, submitted costs should be for the
primary duration identified in

the previous Duration tab. A
reminder of this shows at the

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

top Of the Screen' cost details screen.
. . Cost Structure(s) Amount Action
e Click Save. The Cost Details tab
redisp|aysl Showing costs plUS an Total CRS Training Costs $4,800.00 Edit| Delete
Action column (to Edit or Delete Tuition/Fee $4,000.00
costs).
Books $500.00
° When all cost are entered correctly, Tools $300.00
click the Next>> button.
. . . Other Costs £0.00
T_he Provider Representative tab will Comments Tools needed by 2nd week.
dISplay. Total Amount of Cost Structures $4,800.00

[ Add Cost Structure ]

No Cost Structures are currently available.

Line item(s) Amount Action

(@ More Notes — Cost Details Tab

Required Cost Details: Cost details are
required for programs submitted for
ETPL approval (unless itis a
Registered Apprenticeship with no Exit Wizard
technical instruction by another
provider).

No records found

The privilege to add line items cannot be applied to Provider Users.
Total Amount : $4,800.00

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.)

Approvals Details Representative

# Indicates required fields. @ For help click th

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

guestion mark icon next fo each section.

First and Last Names may

be the only required fields.

* First Name: Jay
* Last Name: IFrieda
* Title: IDean of Programs

* Application Signed Date: 01/14/2018  (mm/dd/yyyy) Today

* Application Received Date: [02/24/2012 (mm/dd/yyyy) [ Today

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 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.

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 SSN-Level performance data currently exists for this program. Click Add
to add data for specific indivdiuals (by SSN). Performance Year: |N one Selected j

n
iy
Lk \

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.

Performance Year

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

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 S
SSN Performance Details

n - - *SSN: 528-93-3456
h *Start Date: 09/01/2017
* Status: Completed vl |None Selected
k nrolled
Exit Date: 03/01/2019 'Completed
i Withdrew i
Credential: Yes ﬂ
Employed Q2: Yes ﬂ
An Exit Date must be earlier Employed Qd: [Unknown V]
than the current date, and the
status must be beyond Enrolled.
-

F
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.
5 When all data is entered for each SSN, click the Next>> button.

The Confirmation tab will display.

Virtual OneStop — Provider Services User Guide 3-22 V19 - 01/2019



J Geographic
Solutions

desirapBIEeIuTIENS Hom Provider User: Services for Providers

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:

¢ 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: |.JIJ' el

- - B WION Pert Details
Please enter Program Performance information below.
Overall Performance Measures
Edu. Program Information -rparticioants:
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
i . . ) Average Wage at Q4
» Indicates required fields. @ for help click the question mark icon nen.
Performance Year: JNET ed Exiters with Unsubsidized Employment at Q2:
“ n Exiters with Ursubsidized Employment at Q4:
Add Performance Yea( /1 Median Wage for Employed Completers at
I a2
S ' ——
v‘ﬁlm‘\" Cradentiak

The Program Performance P —
Screen first displays two areas Participants: I
(with empty fields). Exiters: I
Completers:
B S

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
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.
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o —— —_
Performance Year: [2017 s - B
WIOA Performance Details Particpants:

I o

Exiters: I o

_ Compl | 0
Participants: I 100

I o

I o

Available for Employment:
Exiters: 99

Completers: I 98

< in a Related O

Exiters with Unsubsidized Employment at Q2: | o
Available for Employment: 97
Exiters with Unsubsidized Employrment st 0d: | L)

Comp in a Related O i o2 Median Wage for Employed WIOA § 0.0
Average Wage at Q2: IW me% T —
Average Wage at Q4 IW —*l'gl' ( - —
Exiters with Unsubsidized Employment at Q2: I—BS Methed:
Exiters with Unsubsidized Employment at Q4: |—94

Skall Attairimsent Rate:

Median Wage for Employed Completers at $6,100.00 Emp et Rkt

[

@ [
Provider Representative Name: |

[

Obtained Credential: 96
Frovider Representative Trile:

|
m Some additional fields on this / oD
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.

— — — o — A You can change values or
—— — fields below the table, by
« Indicates required fields. & For help ciick the question mark o nextto e~ 1. . q
clicking this button.
Parformance Year: IZU!T fhad <
! o mary
on Rate Credentialfate EmploymentRate EmploymentRate  Cmployment Rate  Employment Rate  Median Wage
Q7 AferFxit 04 Aftor Exit {Available for Work) [Available for Wark)
Q2 After Exit 04 Aftor Exit
wica LTES A LY LTS BfA N/ £
Overal 0% T 9% 95.5% 9% 96.5% $6,100
3 ~tadian Wage for Empioyed Completers |ty

Partispanis " Obtained Credential: | —
" E (EEE
Completers: = Participants: |
Compieters in a Related Occupation: or Fuiters: -

Completers: a
Average Wage 3t Q2 [ saomm E—

Completers in a Related Occupation: a
Average Wage ot (- 4850000 Exiters with Unsubsidized Employment at Q2 a
Exiters with Unsubsidized Employmen at 02 o= Exivers with Unsubsidized Employment at 04 a
Exters with Unsubsidized Employmentat Qe [ @ r:fn';':f:; :;:E""‘"’"" e 5 000
Median Wage for Emplayed Completers atQ2: $6,100.00 btained Eredential: I 3

Method:

Ladd / 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 When all data is entered, click the Next>> button.
The Confirmation tab will display
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Confirmation Tab — for WIOA Application Approval

The Confirmation tab is the last tab you will complete for a program, as the provider user. lItis 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:

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. 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 infoermation 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.

[ 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

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

Exit Wizard

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)

| Program 1D: 30681

CIP Code: 120401 - Cosmetology/Cosmetologist, General X

the status of any review (who reviewed it,
and when).

Staff will use the Review tab to adjust the
review status, as they review the

D Date

Change Pending (system-set 911472018 Nk
program/course (e.g., recommend, <8
ma E0 Approved/Tligible G/14/2019 G420

approve or reject).

Records Pev Page  [10

You can click a View link (for each review
or change record) and see details on the
review.

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

Review Location

S/14/2018 1:04
PM

LTeY

1] Southwestern Werkforce
Development Bosrd

Flink, Eliis

9/14/2018 1224
oM

Review Tab (with Staff Approval & User Change Submitted)

e Click the View link in the Action column. A Review screen displays (in VIEW only mode).
e Review data on the screen.
General Registered 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 Ecucation Program Information

Status Date Review  Action

Subsequent Review Last Edit Date

Program:

CIP Code:

Intro to Cosmetology (for Theatre)

120401 - Cosmetology/Cosmetalogist, General

= Provider:  Frieda Brick and Banks
Type Due Date Reviewed Location
Program ID: 30681
Pending (system- 9/14/2019 MN/A 91472018 1217 N/A View [~
sat only) PM |
@ N Review
Raview Type:
Records Per Page |1O . Eligibility Type:

Status:

Subsequent Review Due Date:

Date Reviewed:

As soon as staff reviews the application, any status change (and a

You are in VIEW mode.

1A

Initial

Pending (system-get anty)

871472019

Review Location) is indicated.

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

Review Tab (at end of initial Submission)

e When done, click the Review to Previous Page button.

08/14/2018

09/1472018

Return to Previous Page

3-26

Virtual OneStop — Provider Services User Guide

V19 — 01/2019




@

Geographic
Solutions’

desirapBIEeIuTIENS Hom Provider User: Services for Providers

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

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

PS - Approved Provider Training - ITA  body hair, apply some cosmetics perform manicures, and massage the

Cosmetclogy Training (Beginning) A program that prepares individuals to cut trim & style scalp/facial & [v] (v] ApprovedyEligible Edit ,
;eac;;!‘ %

LY sreen JoB Training head and scalp.
Cosmetology Training (Intermediate) A pregram that prepares individuals to cut/trim . . Eligijffe Edit
PS - Approved Provider Training - ITA  body hair, apply cosmetics, perform manicures, @ opens the PrOgram wizard Deactivate
LY (G Green J0B Training head/scalp & practice as a licensed cosmetalog] tO the General Info. tab.
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 roles. Deactivate
[Wo] Regtered Apprentcesinp

M 4 page 1™ of 1 b M Rows |10 [¥]

The Education and Training Programs List (to edit programs)

P To Edit a Program:

Note:

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.

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 3-3.
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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 the 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 WIOA Reapplication

It will follow the same (i.e., Review, Confirm, and Resubmit the Program)
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:

e |dentify that the program has a [g{=A\gl&d status (on the Education and Training Programs list).
e 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 Reparts Below is a list of occupations considered to be in bright outlook.
Manage Proy North Carelina 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 4 Fcounting (Cosmetology Emphas (] M
42302100 Billing and Posting Clerks 13201102 Auditors = & © 0
43302101 Statement Clerks N
13205100 Financial Analysts - (V] O
43302102 Billing, Cost, and Rate Clerks
| # BRIGHT OUTLOOK LOCALLY | # 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

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:

= |nstitution Detail

. PTUQT%TT Selection Criteria

Location

State: INone Selected
Active Status: ® active O Inactive O all
Application Status: INgne Selected .

Select the type of INone Selected
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 Reports video.

Institution Detail Reports

For more information about use of the provider reports, you can access the
Learning Center training videos. See the topic, “Learning Center (Provider
Courses)” in chapter 4, for more details, or click this link to start the

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), or it can be printed. The following is an example of this report.

Virtual OneStop — Provider Services User Guide 3-30

V19 — 01/2019


http://trainingvideos.geosolinc.com/vos/STAFF/Reports_11.1/23/Reports_23.html

Geographic

Provider User: Services for Providers

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 S—
Caldwell Community College & Technical Institute - Caldwel! ~“Caldwell Community College & Technical Institute - 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 Reviewsd

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: 310803

Date 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:

Rieview Status: Bigible

Last Edit: 08/21/2018

Laven Eefit: 067242016

Last Edit: 06/24/2016

Last Eddit: 06/ 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 scalp, facial & body hair, apply cosmetics, perform ma Frieda Brick & Bangs -

Class Length:
Tuition Cost: §10950
Additional Costss §145
Class Slze Minimum: 3 Class Size Masimum: 12

usls 10 ot im & style scalpfacial & body har, apoly some
Number of Instructors: 30 . arisage e Head And SCHD
mstitste, and one year of class teac Class Frequency: Semaser
Training Instructors Qualification Description: Class Lengths
Tuition Cost: $2000

o Class Size Mawimums 12

g, and 3 monte of class teaching-Faining.

Class Frequencys Semesier
Equipment Used Description: diina 4 icription:

Clippers, shoars, scissors, curlrs, dyes, coloring chemicals, deyers, heal irons

el Requirerments Description:
wience. 1 year #f Frieda instute, and 3 months year of class leaching

Frieda Brick & Bangs

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

Completion Level: & Frieda Brick & Bangs

Program Description: - Mairstybes and Trersls
A program that prepares monvidusls to cuttnmvstie scaip, facal & Dody haw, apply
COEMERCS, perform Mankures/peduier. MasEage NesdscalD & pracice 35 8 boensed
‘coematologist

Date Implemented: 03/21/2017 Class Length:
Tuition Casts $10950

Other Time:
Additlonal Costs: $1450

Class Size Minimum:

Class Size Mudmum: 12 Bate Implementes Class Lengthc
Number of Irnstrus Other Timez 0 Tuition Cost: §2000
Additional Coste §500
Class Size Minimum: 1 Class Size Maximum: 10
L

Class Frequery: Semaite

eseription:

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:
High Schaal Diploma & GED

ks mi—

Equipment Used Drscription:

Program Detail Report
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Manage Provider Profile

The Manage Provider Profile menu option (from left navigation) lets a provider user
review and change some of the basic detail 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).

This information is presented on the General tab, in two sections which have Details
links to access the sections. Provider users can highlight specific fields, delete the
information, and replace with updated information (as shown in the following figure for
the General tab).

Provider Information

Note:

Hame:

Provider ID:

*Status:

*LWIA Region:
Linked Employer:

"Vendor ID:

“FEID/SSN:

*Provider Name 1:
Provider Name 2:

" Address 1:

Address 2:

" City:
" State:
" Zip:

URL:

Type of Business:

*This provider is an
accredited

education instigutians

19

® Active O Inactive

IState ﬂ
[ search For Employer |
NC30

328971894
IFrleda Brick & Bangs Institute

[1268 W. Raleigh Bivd

Note: By entering the Zip Code first, the system

will automatically populate the City and State
fields.

[Raleigh

North Carolina V|
fren

|

Enter URL e.g. (http://www.companysite.com)

IPost—Secondary Educational Institution - Priva

© Yes O No

State 1=t

Some fields, such as Vendor ID,
or FEID, are not editable for
managing a previously-entered
provider, after reaistration.

Sample Provider Institution’s Profile

Institution Code:

“Institution Area:
“Institution Type:
“Institution Ownership:

“Type of Entity:

Years in Business:
Disnbled Aszons:
ADA Compliant:

Source of Funding:

Inatitution Description:

“Main Telephone Number:

TTO/TTY Telephone Humber:

Main Emall Address:

Is this a Communlty Collags?

“Display Online to the public?

“Aecreditation

Accrediting Body:
Carger Asssssmant Available

Career Counseling Available

Jobs Placement Assistanee Available

Tuterial Services Available

ESL Courses Avallable

On.site Child Care Avallable

"State Approving Agency

“State Approving Agency Recaipt Latter on File

Financial Aid Available

Eligible Provider of Youth Workforce Investment

Activities:

Registered Apprenticeship Provider

Frieda Brick & Bangs Institute

NC3D
waks County v

B Services for Providers

Manage Institution
Programs

Demand Occupations
View Reports
Manage Provider Prgiile

Manage Provider User
Profile

Education Services

[casmetciegyarer Training Provider

[Private for peofit insttutian |

Migher £d: Associase’s Degree ~|

B

D characters max)

- |UJL.- |Ik.'0.

—-r—

® e
Me

Mo

[ ccrodiing

® Mo

Council for Accrediting Association of Bible Co ||

The General tab also includes a section for Provider Type Details, which defines the general
types of programs and services with which the provider can be associated. This area is “view
only” for the provider users — only staff can set and change the institution’s Provider Types. The
section does not show here.

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.

From the Locations tab, you can:
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e Filter the locations shown for active or inactive locations.

e Click the Add Location button to enter required and optional location data in a detailed Provider
Location screen. For details, refer to the “Adding an Employer Location” topic on the next page.

General Locations Contacks Documents

Provider: Frieda Brick & Bangs Institute
Status:

IActive ﬂ

Provider's Location Details ~
Location 1D Location Name Primary Address Contacts i
29 Fried Brick & Bangs (Durham Annex) 1017 Durham Ave. Paula Frieda Active Edit
Raleigh NC 27621 Contacts
23 Frieda Brick & Bangs Institute 1268 W. Raleigh Blvd  Mone Listed ive Edit
Raleigh NC 27601 Contacts

You can add locations, edit

Add Location them, or add existing contacts
to locations from this tab.

\ J

Locations Tab

e 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.

e 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:

Provider Location Information

Location ID: 23
*Status: ® Active O Inactive -;m,",g Address | Provider's Main Address| .
R O — Billing Address 1: 1262 W. Raleigh Blvd
Vendor ID: NC13 [ Populate with Provider's Vendor ID | o
. - - Billing Address 2:
Location Name 1: Frieda Brick & Bangs Institute [ " 5
Billing City: Raleigh
Location Name 2: R 1]
 Address 1 - Billing State: North Carolina ]
ress 1: 1268 W. Raleigh Blvd * Billing Zip: 27601
. Address 2: * Attention: Accounts Receivable
City: Raleigh
*State: North Carolina v Mailing Address Information
*Zip: 27601
URL: Populate the Mailing Address from: Above Address | Above Billing Address
Create User: F['\edai John[3277] F:r;:lnd‘zrs M':ZldAddres‘ls ‘ Provider’s Billing Address I Provider's Mailing Address
Create Date: 06/10/2014 Maf‘?ng Addr’ess 2. 1262 W. Raleigh Blvd
i X ailin ress 2:
Edit User: Frieda, Jayl3263]  ring 5 -
£ditD 081972014 Mailing City: Raleigh
it Date: . S|
*Mailing State: North Carolina ﬂ
— " Mailing Zip: 27601
Billing Address Information M -
Mailing Attention: Registration Office
Populate the Billing Address from:
Above Address | Provider's Main Address | Provider's Billing Address
* D SN [
Billina, Addrx 1252 W, Raleigh Blvd
q— @

Edit Location and Change Primary Location Screens

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.
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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 following figure displays a partial Add Location screen.

Provider Location Information

You cannot identify a newly added

Above Address | Provider’s Main Address I Provider's Billing Address

*Billing Address 1: |

Dl

* Mail
" Mail
*Mail
" Mail

Provider's Main Address | Provider's Billing Address |
* Maili
Maili

Status: L Adtive © Inactive location as the primary location.
Vendor ID: [ Populate with Provider's Vendor ID ]
" Location Name 1:
Location Name 2: = ~uulEss | Provider's Main Auuie..,
* Address 1: *Billing Address 1:
Address 2: Billing Address 2:
"City: *Billing City:
" State: None Selected j “Billing State: None Selected j
"Zip: *Billing Zip:
URL: " Attention:
Populate the Billing Address from: Populate the Mailing Address from: Above Address | Above Billing Address

Provider's Mailing Address

ing Address 1:

ing Address 2:
ing City:
ing State:

None Selected j
ing Zip:

ing Attention:

@ Cancel

Add Location Screen

At a minimum, complete all required items on this screen, and click Save.
You can modify this information at any time.

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

Note:

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” title manually in each.

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).
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General Locations Contacts Documents

Provider: Frieda Brick & Bangs Institute
Location Status:
A location must be selected

IAC‘EiVE ﬂ before the contact is added.

Display contacts associated with the selected location of:

Any Location j

|Any Location

FRIEDA BRICKS AND BANGS ~ RICKMOND CAMPUS ~ 1007 Richmond St. Raleigh NC 27601
LOCATION TWO - ALTERNATE ANNEX COURSES - 1008 Local-Two St. Raleigh NC 27601

Provider's Contact Details

Contact ID Contact Name Location Telephone Location Status Action

15 Paula Frizda F[:* LT T01-234-2152  Active Edit
(Durham Annex) - -
Administrative Locations
21 Jorge Frieda  FlesEikmbne 703-123-1234  Active Edit
Locations

Administrative

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.

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

e 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)

The following figure displays a sample Edit Contact screen:
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Provider User: Services for Providers

Contact Information

*Status:
" First Name:
Middle:

® Active O Inactive

Jorge

“Last Name:
Contact Title:

Frieda

Main Campus Cours Admin

Secondary E-mail:  |rfrieda2@geosolinc.com

“Telephone: 703 - |123 - Ext:
— Confirm |
Fax: -
Secondary
Selected Location ID Location Name Location Address Contact Type E-mail Address:
53] 23 Frieda Brick & Bangs Institute 1268 W. Raleigh Blvd | administrative Y
Raleigh, NC 27601 || MNotes (2,000 characters max) Read Our Email Security Policy
Some HTML tags such as embedded videos are not allowed in this text box and will not be saved.
O 29 Fried Brick & Bangs (Durham Annex) 1011 Durham Ave. Primary A
Raleigh, NC 27621
B I UL|z=s =82 z:/=0M
E-mail Address Format - | Font ~ | Size - A E | 4« @ e

Primary E-mail: |rfrieda@geosolinc.com

Resend E-mail Confirmation Motice

Identify the appropriate contact
type for each location you select

[ 5pell Check | Clear Text | Remove All Formatting |

@ 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
drop-down at the top of the page.

If a location is not selected when you click the Add Contact !
button, a pop-up will display.

The following figure displays a sample Add Contact screen,
which include fields to definite the following:

Message from webpage x

Please select a location from the pull down above in which to
associate a new contact with before you continue,

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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* Status:

Middle:

M-

Contact Information

* First Name:

* Last Mame:
Contact Title:

*Telephone: [ - l_— Ext: |
—

® Active O Inactive

Fax: - -
Selected Location ID Location Name
1 23 Frieda Brick & Bangs Institute
¥ 29 Fried Brick & Bangs (Durham Annex)
E-mail\Address

Location Address Contact Type

1268 W. Raleigh Bivd  [primary v
Raleigh, NC 27601

1011 Durham Ave. Primary ﬂ
Raleigh, NC 27621

secondary
E-mail Address:

max)

Select at least one location or
the record will not save.

Some HTML tags such as embedded videos are not allowed in this text box and will net be saved.

I
i
L}
|
2
H

B I UIL =

4
@
I
&
4
>
4

I
€

Format - | Font

)

[Spell Check | Clear Text | Remove All Formatting

Notes (2,000 characters Read Qur Email Security Policy

@ Cancel

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.
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Manage Provider User Profile

The Manage Provider user 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):

e 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.

e Institution Identification: This section is only for informational purposes. Any items in this area
that need to be changed must be changed by a staff member after the provider institution is
created and activated.

e Institution Primary Location: This section is only for informational purposes. The provider user
can change the location they are associated with, but only from the Provider Profile (as described
in the previous topic).

e Contact Information: The provider user can change any of their basic contact information from
this screen. However, they must use the Provider Profile (as described in the previous topic) if
they want to make changes further changes, such as changing the location with which they are
associated as a contact.

[ Login Information
Registration Date 0715/2014
User Name GSIFRIEDAREP1284
Password: Click here to change password Enter Pazsword (8 - 18 charscters,
and must include st lesst one
[Q uppercase lstier, one lowercase
leiter, one number and one
special character. Allowable
sharasters are (1), (@), (£),(51.(5%),
LU
* Security Question |What is your mother's maiden name? j ™ o
B o prmay Locao
* Security Question o Hint to help if you have forg
Response your password * Address 1: 1007 Richmond St
Address 2
el Institution ldentification = City Raleigh
* Institution Name Frieda Bricks and Bangs - Richmond Campus * State: NC
Institution Code/BPA# (if you are a current  NC70 *Zip 27601
provider):
* Institution Type: |Cosmetologlearber Training Provider —
* Institution Ownership: |F'ub|ic mstity j Provider User Access: Active
Title |Accuum Manager
S Institution Primary Location
* First name: |Jay
* Address 1 1007 Richmond 8t Middle Initial D
Address Z: * Last Mame - (include suffix e.qg. IF[ieda
* City Raleigh Jr, Sr, PhD, etc):
- State: NC = Contact Phone Number. |m4 _|123 _|4557 Ex1|
«z7ip 27601 Contact Cell Phone [ ] ]
‘-—__.____‘___‘__—__._____ Contact Fax Phone Number | _I _|
Email Address [
. . . . . . Preferred Notification Method ||merna| Message j
Once a prOVIder institution is actlvated,
X N ; Institution URL |
items in this area should only be Enter URL =.g (hi oo compampuebaite.com)
changed by appropriate provider staff,
)

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:

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.

=

.

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

) =

( 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.

Adult Education Services

Tennessee Adult Education division delivePsggucational 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 leveljof 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  [sponsibie for the

aversight and compliance of testing-centers a items (via 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 quality of the workforce and establish a common language between Education, Workforce Development
Businesses and Training Organizations

CRC - Career Readiness Certificates

Education Services Options Screen
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Links on the screen let you access the following options:

e Training Providers and Schools — lets you search for information about specific training
providers.

e Training and Education Programs — lets you search for training or educational programs that
meet your requirements.

e Education Program Completers — lets you view the number of participants who successfully
completed training for the selected occupation.

e 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.

e 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.

e 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.

Provider Provider
Search Listing

You may enter any combination of search criteria below. When you have completed entering your search criteria
information, click the Search button.

Provider Provider
Area (click to change): North Caroling
Search Results
Keyword (e.g. State Uni 4 l— . - 5
ore (g & University) Here is a list of providers that matched your keyword search. To select a provider, click on its title.
Keyword Search Opt N -
[henne veh Qoriore Provider Address City State Zip Code
Provider Type: All Providers
Adaptive Construction Solutions, Inc, - 1110 E Charlotte Ave Mount NC 28120
Provider Cwnership: Any Ownership Primary Suite A Holly
Workforce Innovation & Opportunity Act Alamance Academy LLC - Primary 605 S Church 5t Burlington  NC 27215
Eligible Training Provider: [Eligible Providers [ 3
. . Alamand er Institute - Prima 2260 South Church Street Burlington ~ NC 27215
Suite 503
Location Type: )
vp None Selected 2 Ala e Community College - Primary PO Box 8000 Graham NC 27253
Program provides training for Green Jobs? |None Selected | ™
J erican Academy of Healthcare, LLC - 4822 Albemarle Road Charlotte NC 28205
Primary Suite 110
Search
. M 4 Page|1 v| of 25 b M Rows |5 | V|
[ Change search criteria ]

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

Provider Mame: Alamance Community College - Primary

@) For help click the question mark icon.

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

Name/Title Phone Fax Email

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

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.
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i For help click the question mark fcon
This program is eligible for financial assistance under the Workforce Innovation & Opportunity Act (WIOA) Tuitiaes 5556900
Click here for program scholarship i Othr Cost indhading tocs Mot Available
books, etc
Tota Program €t ss51800
(@) For help click the | Log | Bublom |
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 act L g
control, tax accounting, legal aspects of accounting, auditing, reporting procedures, statement analysis, planr N BERT A
consulting, business information systems, accounting research methods, professional standards and ethics, an| "
specific for-profit, public, and non-profit organizations. 5
Credential Attained: Assodiate’s Degree '
Grievance Procedure: [ Tow | Butiom ]
Refund Policy:
[Top | Bsttom ]
B For help Click e Questio Mark ion.
Centifed by the fobowing Local Regional Partnership Workdorce Development Boasd
Program / Service Locations ‘Werkdoree ivesteent Areas Triangle South Workdoree Development Board
" " | Jow | Bottom |
Location Address City State
Alamance Community College - Primary PO Box 8000 Granam, NC 4~
SlEwI e EE &9 For help click the Question mark icon.
Nl Availabile
[Top | Bottom ] DMA 010,020,031, 040, 050, 060, 070 AMD DRE 097, DRE 098
Mot Availabic
Program Length
Nacwrns
- Accountants 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 w Budget Analysts
Penluess Teachers, NS mmp—
Other Time, including lab: Not Available — ;
Total Time: 3 Hours Tax \KJMIM!\.IM L.Olle(lﬂ‘. N RE\.CNW( Agents
Trach coumem in b sdministration s mang
Classes Offered: Day, Night, Weekend {To0 | Betsom |
[Top | Bottom ]
(I Prrfarmance data is ol curreeily svailsble for this sdocations] program.

Accounting
A C ity College - A cC

To view  list of skills the student will obtain from attending this program, click the program itle,

| 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

Note:

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.

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

Compare programs at Alamance Community Collegealamance CC that are like the Accounting CRITET
program at Alamance Community College, ;
Option 2 - Compare different programs from the same institution

Compare different programs at Alamance Community Collegealamance CC to the Accounting I
program at Alamance Community CollegeAlamance CC. pa
Option 3 - Compare this program with like programs from other institutions

Compare the Accounting program offered at Alamance Community CollegeAlamance CC to CERITERE
Accounting programs offered by ather training providers in the selected area. ;
Option 4 - Compare this program to the state averages

Compare the Accounting program offered by Alamance Community CollegeAlamance CC to the
State average for programs offered by all providers.

Return to Program Information

Program Comparison Options Screen

From this screen, you can select the four comparison options which are briefly described in the topics that
follow:

Compare

@ ® @ ®

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. i]l]n.> MNext
I —
Accounting

Accounting Cemﬁcﬁe

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

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

Program Length Information

Measure Accounting Accounting Certificate
Duration 69 Hours 3 Semesters/Terms
Class Frequency Daily Daily
Day or Night Classes Day and Night Day and Night
Class Time, Other Time, 3 Hours 3 Hours
including lab

Program Cost Information

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

Class Information

Measure Accounting Accounting Certificate
Minimum Class Size 3 3
Maximum Class Size 25 20
Number of Instructors T T

Additional Information

Measure Accounting Accounting Certificate
Credential Attained Associate's Degree Postsec. Awards/Cert./Diplomas; < 1
yr.

Qualifications of Instructors Not Available Not Available

Program Prerequisites DMA 010,020,031, 040, 050, 060, 070 DMA 010, 020, 030, and DRE 097,
AND DRE 097,DRE 098 ACC 115and 120,121

Equipment Used in Program Mot Available Mot Available

Target Qccupations Accountants Accountants
Accountants and Auditors Accountants and Auditors
Analyze credit data and financial Analyze credit data and financial
Budget Analysts Business Teachers, Postsecondary
Business Teachers, Postsecondary Credit Analysts
Credit Analysts Determine tax liability or collect taxes
Determine tax liability or collect taxes  Rayenue Agents
Financial Examiners Teach courses in business
Tax Examiners and Collectors, and Revenue Agents

Revenue Agents

Program may lead to obtaining Mo No

a Green Job
Choose Another Comparison Option

Program Comparison Screen
Option 3: Comparing a Program to a Similar Program at Other Institutions

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.
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Compare A ing at Al [ ity College Al CC with ...
To sert on any column, click a column title,
P N.
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  CA
American Society for Quality-Charlotte 1S09001:2008 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

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.

Program Length Information

Measure Alamance Community College Alamance CC
Accounting

Duration 69 Hours

Class Frequency Daily

Day or Night Classes Day and Night

AQS Management Systems, Inc.

RABQSA Certified 1SO 9001:2008 3Day Intrnl Auditor

3 Days
Not Available

Day and Night

Class Time, Other Time, including lab 3 Hours 0 Hours
Measure Alamance Community College Alamance CC AQS Management Systems, Inc.
Accounting RABQSA Certified 1SO 9001:2008 3Day Intrnl Auditor
Tuition $5,589.00 Not Available
Other Cost, including tools, books, etc.  Not Available $1,195.00
Total Program Cost §5,589.00 $1,195.00
Measure Alamance Community College Alamance CC AQS Management Systems, Inc.
Accounting RABQSA Certified ISO 9001:2008 3Day Intrnl Auditor
Minimum Class Size 8 1
Maximum Class Size 25 Not Available
Number of Instructors 7 0

Measure Alamance Community College Alamance CC
Accounting

Credential Attained Associate'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
Targst Occupations Accountants

Accountants and Auditars

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

AQS Management Systems, Inc.
RABQSA Certified 1SO 9001:2008 3Day Intrnl Auditor

Postsec. Awards/Cert /Diplomas; < 1yr.
Not Available

Not Available

Not Available

Accountants

Accountants and Auditors

Analyze financial informatien and prepare financia
Auditors

Enforce 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
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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.

Comparing Accounting at Alamance Community College Alamance CC
to The State Average

-::t:)::- 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
Minimurmn Class Size ] Mot Available
Maximum Class Size 25 Not Available
Mumber 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
Search

Program
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 Program
Area (click to change): MNaorth Carolina Search Listing
Keyword (e.g. Accounting): accounting Search Results
[ Keyword Search Options ] Hera is a list of education programs that matched your search criteria, To select 3 pregram, click on the Program Name,
o Classificat Results View: Summary | Detailed
rogram Classiication: N .
Any Group Program Name Program Leads To Provider Name State Zip Code Program Key
[ Select specific program ]
Cost  Match
Program of Study Leads To: Any Qualification N .
Y Accounting An associate Durham Technical 1637 Lawson Durham NC 27703 $5,100.00 1
(! C it Street
Maximum Total Cost: Any Cost ﬂ ok egree CZ;;Z:T‘P{\WGW ree
. . . NC
Program is eligible for financial
Essman,(e under the Wc,"krm(e Accounting An associate Forsyth Technical ~ 2100 Silas Creek Winston- NC 27103 $0.00 1
Innovation & Oppartunity Act d ¢ t parkw sal
WIOA None Selscted | ¥ woa legree ommunity arkway alem
College -Main
Eligible Training Provider List Campus - Primary
NC
Location Type: None Selected ﬂ
Accounting An associate Gaston College - 201 Highway 321 Dallas NC 28034 §7,165.70 1
Program provides training for li WIoA degree Primary South
Green Jobs? None Selectedﬂ NC
Classes Offered: i - .
o Pay o Night U wee Accounting An associate Halifax 100 College Drive  Welden NC 27890  §1,868.00 1
el g gy o
Program Format Online, E-learning, or Distance Leal N
Search Accounting An industry- Haywood 185 Freedlander Clyde NC 28721 $0.00 1
S WIOA recognized Community Drive
rartificato or Callene - Primary

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.

Search Criteria

Area (click to change): Morth Caro\maf

Select New Area:

ISlate INorth Carolina

=8
U

Economic Development Region (2003)
Metropolitan Statistical Area (2013)
Prosperity Zones

bup v|

Workforce Area

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.

Any Qualification ﬂ

Keywerd (e.g. Accounting): Iaccounting

Type of keyword search

O Begins with ® Contains

Fields to search for these words

W program Title W] Program Description

Select Program by Keyword
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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

. . Program Classification:
finding the CIP code using a separate .

Any Grou i
[ Select specific program ] Yy P

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:

Any Group

AGRICULTURE, AGRICULTURE OPERATIONS, & RELATED SCIENCES
ARCHITECTURE AND RELATED SERVICES

AREA, ETHNIC, CULTURAL, AND GENDER STUDIES

BASIC SKILLS

BIOLOGICAL AND BIOMEDICAL SCIENCES

BUSINESS, MANAGEMENT, MARKETING, & RELATED SUPPORT SERVICES
CITIZENSHIP ACTIVITIES

COMMUNICATION, JOURMNALISM, AND RELATED PROGRAMS

COMPUTER AND INFORMATION SCIENCES AND SUPPORT SERVICES
CONSTRUCTION TRADES

EDUCATION

ENGINEERING

ENGINEERING TECHNOLOGIES/TECHNICIANS

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

COMMUNICATIONS TECHNOLOGIES/TECHNICIANS AMD SUPPORT SERVICES

Select Program by Classification Dropdown

[F'rogram Clasmﬁcatlo_n: Any Group
Program: MNone Selected
[ Select pregram classification | [ {l»,.,) | Fiear soleded
Programs Programs Program Programs Programs Programs
by Keyword by Program Listing by Occupation by Career by Program
Area Cluster Code
; P Proar Proa; Proay Pror: Prog
Search for a program by keyword(s) by Keyword & ::“ rogam o ﬁ :E:rsn

Type your keywords in the box and click the Search button.

Search for a program by keyword(s) -

accounting

[ Eeyword Search Options |

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) (& (& %

L) L) L) L)
Accounting & Business/Management [Z] [Z] [Z] @
520305 )

Accounting & Finance (520304 ) (7] -] (] [

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 10| Programs Programs Programs
by Keyword by Program Listing by Occupation by Career by Program
Area Qluster 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 SCIEMCES

[03) NATURAL RESOURCES & COMSERVATION
(04) ARCHITECTURE & RELATED SERVICES
= (05) AREA, ETHMIC, CULTURAL, GENDER

(0501) Area Studies

(0502) Ethngijultural Minority, Gender,
(09) COMMUMNICATION, JOURMNALISM, & RELATE
(10) COMMUNICATIONS TECHNOLOGIES/TECH
(11) COMPUTER & INFORMATION SCIEMCES AND
(12) PERSOMAL 8 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
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Programs by Program Listing
Click the appropriate program classification to populate the main Program Search screen and continue.

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 Programs Program 0g al ]
by Keyword by Program Listing by Occupation Career by Program
Area Cluster Code
Search for a program by occupation
Programs Programs Program Programs Programs Programs
. 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
ABCDEEGHIJKLMNOPQR
Search for a program by occupation
Qccu pations Select a letter below to see occupations in the system that begin with that letter.
Here is a list of occupations that matched your search criteria ABCDEEGHIJKLMNOPOQRSIUYWZ
on its fitle. Programs
Occupation
Selected Occupation: Accountants
Accountants, Here is a list of programs that matched your search criteria. To select a program, click on its title.
Actors @
Accounting (520301
Actuaries
Accounting & Business/Management (520305,
Acupuncturists
Accounting & Computer Science (301601)
Acute Care Nurses
Accounting & Finance (520304
Adapted Physical Education Specialists
Auditing (520303
Adhesive Bonding Machine Operators and Tenders
Financial Forensics & Fraud Investi {430117)
Administrative Law Judges, Adjudicators_and Hearing Officel
Taxation (521601

iye Services Managers #
L -
. [ Change occupation ]

Programs 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 select a program by its career cluster title. The screen itself
is a cascading tree. Click the “+” boxes and 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.

Programs Programs Program Programs Programs Programs
by Keyword by Program Listing by Occupation by Career by Program
Area CQluster Code

Search for a program by career cluster

Search for a program by clicking "+" or by clicking the cluster or pathway title.
= Career Clusters

= Agriculture, Food and Natural Resource Cluster [

Agribusiness Systems Pathway

Animal Systems Pathway

(= Environmental Service Systems Pathway
Environmental Engineering Tech/Envi (150507)

Environmental/Environmental Health {141401)
Geotechnical & Geoenvironmental Eng (140802)
Hazardous Materials Information Sys (150704}

Physical Science Technologies/Techn {410333)

Water Quality & Wastewater Treatmen (150506
Food Products and Processing Systems Pathway

Matural Resources Systems Pathway
Plant Systems Pathway

- d Construction Cluster |
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Select a Program by Career Cluster
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 Dccupation 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.

IHDE 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 titles.

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 Career by Program
Area Cluster Code

Search for a program by program code (CIP) N

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.

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.

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 (WIA)?

Yes
Program provides training for
Green Jobs?

Any Qualification

A certificate of completion of%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

Mone Selected |~ |

MNone Selected

Program of Study Leads To - Drop-Down

%500 or less
$1,000 or less
$2,000 or less
$3,000 or less
$4,000 or less
$5,000 or less
$10,000 or less
415,000 or less
$25,000 or less
$30,000 or less
$40,000 or less
$50,000 or less

Maximum Total Cost
Drop-Down

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.

Program Search by Day or Night Classes

Individuals can search for programs based on the time of
day classes are offered by checking boxes.

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 Format

Individuals can search for programs that are Classroom and Online,
Classroom only, or Online only by making a selection from the drop-

down.

Classes Offered: M Day ¥ Night (] Weekend [J Summer

Day and Night Classes Selection

Program Type:

Classroom
Online

Program Type Search Options

Mone Selected
In-person

Hybrid or Blendels Program
Program Format Search Options
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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.

Program Program
Search Listing
Program Listing
Area (click to change): Cherokee County, NC
Program Type: Classroom and Online V|

Select a character below to see programs in the system that begin with that character.

Results View: Summary | Detailed

Program Name Program | eads To Provider Name Address

Accounting Tri-County Community College - 4600 Hwy 64
Primary East
NC
Air Conditioning, Tri-County Community College - 4600 Hwy 64
Heating, Refrigeration Primary East
Tech, NC
Wioh
Associate in Arts Tri-County Community College - 4600 Hwy 64
Primary East
NC
Associate in Arts Tri-County Community College - 4600 Hwy 64
Nursing Primary East
WA NC
Associate in Arts Tri-County Community College - 4600 Hwy 64
Speech/Communication Primary East
NC
Associate in General Tri-County Community College - 4600 Hwy 64
Education Primary East

NC

M 4 page 1| of 2 b M

Murphy

Murphy

Murphy

Murphy

Murphy

Murphy

NC 28906
NC 28906
NC 28906
NC 28906
NC 28906
NC 28906
Rows |1O hdt

Program Listing — Partial Display

Viewing Education Program Completers

P To view education and training program completers:

e Select Education Services » Education Program Completers from the Navigation menu.

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 Occupations
by Keyword by Group. Listing by Education Dy Military by Occupatior
Program Spedialty Eih Occupations Occupations Occupation Occupations Occupations Occupations Occupations
by Keyword by Group Listing by Education by Military by Occupation by License
Program Specialty Code

Avrea (click to change): North Carolina

[ Display only Occupations with a Bright Qutlook [ Display Green Qccupations o

Search for an occupation by keyword(s)

Type a job title or occupational keywerds in the box and click the Search button. (e.g. Acc

medical 3| x

Medical and Clinical Laboratory
Technicians

Medical and Clinical Laboratory
Technolagists

Medical and Health Services Managers

Keyword Search Options

Medical Appliance Technicians

Medical Assistants
Click Occupation Listing to see an a\phabet\( ist of all available occupation titles.

&= Click Occupations by Military Specialty to enter a military occupational classificatiol

her Education Service

Area (click to change): North Carolina

i} Display only Occupations with a Bright Qutlook [ Display Green Occupations only

Search for an occup: n by keyword(s)

Here is a list of occupations that matched your keyword search. Occupations are ranked based on how
well they matched the keyword. The table below also indicates whether the keyword was found in the
title, related job titles, or description of each occupation.

You may click on the matched indicator in the Re\ated:Eob Titles and Occupation Description columns
to view the corresponding matches. To select an occupation, click on its title.

Occupation  Related Occupati
Job Titles  Descri
100% Medical Records and Health Information (7] () (7]
Technicians

71% Medical Secretaries Q Q Q

62% Medical Transcriptionists (%] (] (]

59% Medical and Health Services Managers # o Q Q

43% Medical Assistants @ @ Q

37% Ambulance Drivers and Attendants, Except [Z] (]

Emergency Medical Technicians

Occupation Search Screen

Once the occupation title is selected, the screen will display a list of completers (similar to the

following figure):

Displayed below are completers for Allied Health and Medical Assisting Services,

Other in North Carolina for the year 2015
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 8 Medical Secretary - Postsec. Awards/Cert,/Diplomas; 1-2 yrs. 4
Medical Insurance Coding Specialist/Coder (NEW) - Associate's Degree 38
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/Cer‘t.,’Diplomas; 1-2 yrs. 807
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 @
[ Choose another Occupation |

Education Program Completers Screen
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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.

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 about...

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.

¢\ Alison

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 ar work colleagues.

Alizon may charge the learner a nominal cost for certificates or parchments related to course completions.

WORKPLACE SKILLS T T0P

GCFLearnFree.org - Funded by the Goodwill Community Foundation, GCFLearnFree.org provides free computer, technclogy,
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 is a directory that provides links to online
resources for career exploration, career and education, work opportunities, trade and technical schools, and career-related
references.

— - “/m -—m,,/m ‘ .‘.,/“- ——_

common TFr. -af) L0 the ufite. 1131, 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, ltalian) to the uncommon (Arabic,
Armenian, Hebrew).

MISCELLANEOUS + Top

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

Communications Center
Assistance Center ....
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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.

B My Provider Workspace General Courses | Provider Courses

My Provider Dashboard

General Courses

My Provider Account How to Use These Videos - Learn how to use the videc player to view the training videos. There are various control options available to help you

manage these self-paced tutorials.
Directory of Services
How to Conduct an Occupation Search - Learn how to search for and select a desired cccupation. The system uses the O*NET program, the nation's
primary source of detailed occupational information. Transcript -

B Services for Providers

How to Cond industry using the North American Industry Classification System
Manage Institution A . Fedg hments. Transcript -

Other Services will only display after
staff enables the Provider Rep.

Programs

Demand Occupations

3 peicazainay

Provider Courses

How Provider Repr ives Work - (37:54) This video is an overview designed for provider repi How and where do provider
representatives register? What tasks can they do before their account is activated? What are the steps a representative can take to submit a course for
WIOA eligibility? These questions will be answered in this easy-to-follow video.

View Reports

Manage Provider Profi

Manage Provider User

Profile . 5 . . ) .
Registration Process - (7:19) Provider Representatives must register in the system before they can enter information on courses or submit courses for

Education Services WIOA eligibility. This brief video will explain the registration process from start to finish.

Apply for WIOA Program Certification - (73:27) Provider Representatives may wish to submit some courses to workforce staff for WIOA eligibility.

_ This video will explain how the process works from the provider's perspective.
B Other Services

Apply for Region Program Certification - (3:53) Provider Representatives must make a decision whether their programs will be regional or statewide.

Communication Center This decision has implications as they pertain to WIOA eligibility. This short video will discuss the differences between region and statewide.

Assistance Center Manage All Programs - (5:30) Some informaticn on provider courses can be edited. This video will discuss how course information can be changed

by provider representatives, and what flags appear to allow staff to review those changes.

Reapplication Process (each calendar year) - (5:07) Courses approved for WIOA eligibility must be reviewed each calendar year. This video will
explain the reapplication process.

Learning Center

Comparing Programs or Institutions - (8:34) The Education Services directory allows provider representatives to compare institutions and their
programs. This video will explain how the compare feature can assist provider representatives in creating courses that are competitive with other
institutions.

Services for Provider Reps Menu

Note: 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 configuration, 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.

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

¥ &Gt Folders IR Msg Date
= N el Provider 16ps can open and

@) Deleted = POSTMASTER | Provider User Access Righls Change Notification D;E;(?::f rep|y to messages from staff.
{7 Drafts
. b POSTMASTER Provider User Access Rights Changg Notification 020872018
{ig Junk 01:26 AM
L3 Sent = POSTMASTER 0210712013
@ Purged " 02:25 PM

Lois McGovern

-t My Folders M4 1 P M pagesze: |10 db

FROM: POSTMASTER
CREATED BY: POSTMASTER
SENT: 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 or|
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
staff members from this option). 1€ Print Message ]

My Messages Screen

4 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:

= 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.
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= 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.

= FoJCE] E

Assistance Center Options Screen

About this Site — Select this option to view additional information about this site, and its services.
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.

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.
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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,
workforce professionals, and others seeking benefits and services. The system provides fast access to a complete set of
employment tools in one 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...

With all of the words:

lengineer

This exact wording or
phrase:

Search the following areas:

[ Check all | Uncheck all |

But don't show items that ha ¥ Articles M Jobs W Gceupations
¥ Industries Areas Wl Employers
Any of these unwanted ¥ Training Programs M Training providers W pages

words:

One or more of these words: ol
Limit 1 word per box. Search Areas “\—\_—_4_/‘4

Select one of the following time frames:

M Title

I Search Areas

Fields to search:

@® Anytime
O within last 3 months
O within last year

Within last month
ithin last 6 months

A,

Return to Directory of Services“

Site Search (Sample Page)

My Preferences

Sop fomem

Girnen Jobs Dafinition

U on 4TEE0TT

Option 1; Theve s no official ral defi 4 & there is a fair f the
charactenstics of Green Jobs or, 84 they ane sametimes referred 1o, Geoen Collar Jobs Examples of Green
Saibt include-Sustinatile Maratacturing

Online Learnineg Resowroes
(e
E LEARNING RESOURCES Thes page contans bnks to websites that offer a vanety of ool

ming and traning courses that you can use bo expand your knawledge and skils. The bnks are
Grougd intos the following sedtions: ALISON Onliee.

HAdrge ([Fot1bkH

R o

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:

®) Web Theme - for users with average speed internet/intranet access with all images.

A

O Text Theme - for users who want maximum perfermance with less images.

O Sscreen 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 iterns for site navigation.

Languages:
In English
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 settings for your system and software.

@ Close Window

My Preferences Options Screen
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Email Your Questions

Click the Email Your Questions link to access an online form that allows you to submit a question to
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 ta provide accurate information so we can promptly contact you. Please only send us one email

per problem.
* Account Type: © Individual O Employer C Analyst ® Provider
Subject: [Forgot Password

* First Name: pon |

*Last Name: Smith

*Zip Code: 34683 (99399-9995)

*Contact Phone: lﬁ rlﬁ - |s7e8 Ext:|7—
Your Email: Jsm\'chOlBk@gmaiI.cum X

Providing your email address will ensure @ prompt response to your request.
Create Email Account  Read our Email Security Polic

* 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.

[ Spell Check ]
12000 characters max)

Current Characters: 98

@ Cancel

Email Your Questions Screen

Contact Us Directly

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:

et Dk Lication Search Mg of Locat A Locat I

Search for an Clhce Location

" Search By: [7ip Cade [¥]

*enter a Zip Cote: [Grrzz F—— T
" [ 5 T

+ Llick here for m. i

Radius From Zip Code

o TH Career Center - Alcoa Phone: [865)379-5525 41T mi
s, CE i L pontied G S aet € 100 Wy O 230 Wiy 366 Glascock, Suite 100 Emaitbassing@geasaling com
Alcoa, TH 37701 Days/Hours of operation:
i Mag Address
HRiesults View: Summary | (etailed .l e for i i}
Ta s0dt on any column, click a column title.

03 TN Career Center - Knawville Phone: (865)584-5500 432 mi
2700 Middlebrook Pike 15t Floor Emaitidassing@gecsaling.oom

02 TH Career Center - Sevienvilie Phone: (B65)453-4437 1wami [ Kricxville, TN 37921 Days/Hours of operation:
1218 Graduate Drive Emaitistassing @ gegsolne.com
Sevierville, TH 37062 Days/Hanrs of operation: 5
i Map Address
% Click here for more Office details
F Clck here for more Oftice details L AIeSE
Mag
m TH Career Conter - Talbott Phome: (423)331-1060 254 md

BO5T West Andrew Johnson Email:pdassing & geosohnc.com
Highway, Suite 64 Days/Mawrs of aperation:
Tahott, TN 37877

Map Adidress

Contact Us Directly — Office Near You Tab — ZIP Code Search

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.
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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 provider
reps. These self-paced tutorials present detailed demonstrations to help provider reps take advantage of
the various system resources available.

B My Provider Workspace General Courses | Provider Courses
My Provider Dashboard
My Provider Account How to Use These Videos - Learn how to use the video player to view the training videos. There are various control options available to help you

manage these self-paced tutorials.
Directory of Services
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 )

B Services for Providers

How to Conduct an Industry Search - Learn how to search for and select a desired industry using the North American Industry Classification System

Manage Institution (MAICS). Federal statistical agencies employ this standard to classify business establishments. Transeript -
Programs
Demand Occupations [ Top | Bottom ]

How Provider Representatives Work - (37:54) This video is an overview designed for provider representatives. How and where do provider
representatives register? What tasks can they do before their account is activated? What are the steps a representative can take to submit a course for
Manage Provider User WIOA eligibility? These guestions will be answered in this easy-to-follow video.

Profile

Manage Provider Profile

Registration Process - (7:79) Provider Representatives must register in the system before they can enter information on courses or submit courses for

Education Services WIOA eligibility. This brief video will explain the registration process from start to finish.

Apply for WIOA Program Certification - (73:27) Provider Representatives may wish to submit some courses to workforce staff for WIOA eligibility.
This video will explain how the process works from the provider's perspective.

B Other Services
Apply for Region Program Certification - (3:53) Provider Representatives must make a decision whether their programs will be regional or statewide,

Communication Center This decision has implications as they pertain to WIOA eligibility. This short video will discuss the differences between region and statewide.

Assistance Center Manage All Programs - (5:30) Some information on provider courses can be edited. This video will discuss how course information can be changed
by provider representatives, and what flags appear to allow staff to review those changes.

Learning Center
Reapplication Process (each calendar year) - (5:07) Courses approved for WIOA eligibility must be reviewed each calendar year. This video will
explain the reapplication process.

Comparing Programs or Institutions - (8:34) The Education Services directory allows provider representatives to compare institutions and their
programs. This video will explain how the compare feature can assist provider representatives in creating courses that are competitive with other
institutions.

Learning Center — Provider Courses

The first video in the Provider Courses group is a general video on how provider representatives work.
Videos such as this are regularly added to the Learning Center, as well as added to the Learning Center.
They are also reference with link, within the user guides, where practical, as indicated below.

The first video in the Provider Courses group discusses the Provider Representatives
as key personnel associated with a given college or educational entity. This
video helps explain many parts of the Representatives’ capabilities. Click the
link, How Provider Representatives Work to start the video, or view it from
the Learning Center.

The courses listed on the right in the figure above, are recent, and may not be available yet in all
providers’ Learning Center lists. Therefore, they are also linked below as a further aid to provider
representatives.

Provider Representative Registration — The video discusses the unique User Group called Provider
Representatives, and how these key personnel are associated with a given college or educational

entity. Provider Representatives are assigned the task of creating general provider profile information,
course information (as well as tuition cost details), and other details. These provider representatives can
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register in the system much like individuals and employers, and perform many of the functions that were
once assigned to staff. This video will explain this initial process.

Creating Provider Institution Programs — This video discusses the lengthy process of creating
courses and programs associated with the new institution. Once a provider representative has been
enabled by an LWIA staff member, they can enter the system and create courses and programs related
to their assigned institution. This video will examine the information-gathering fields that make up this
step. What if the provider representative wants to submit a course for WIOA eligibility? What additional
steps are involved in this process? This video will explain the WIOA eligibility process in detail.

Approving a Course for WIOA Eligibility — This video will show how workforce staff members can
approve a course for WIOA eligibility after the provider representative has created it. If a provider
representative submits a course for WIOA eligibility, what does a staff member do? What steps comprise
the eligibility process? What settings will allow eligibility to happen, and which settings will deny
eligibility? Once a course is approved, are there additional steps that are necessary before an individual
can enroll in that course?

WIOA Reapplication Process — This video takes the eligibility process, and then looks forward. All
WIOA eligible courses must be reviewed again at timely intervals. What is involved in the reapplication
process, and how does the system notify staff members when a course is due for a new eligibility review?
This video will examine that process.

Education Services — This video reviews another part of the California system called Education
Services. Not all courses created by provider representatives are WIOA eligible. Course details can be
created in the system for purely informational purposes. All course information created will become part
of Education Services, a directory of educational institutions and the programs they offer. Individuals and
employers who register in the system have access to this feature and can use it to make smart decisions
on returning to school, or training priorities. This video will review this useful feature.
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5: Initial Staff Provider Access

‘ Chapter Contents ‘
Provider Staff Privileges Set by AdMiNIiStration.............oooiioiiiiiiii e 5-1
Summary of Manage Provider IMENU OPLIONS. .......ccuiiiuieiiie ittt eiee ettt et e e s be e eaeessneee 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

B Services for

Assist a Provider Workforce Staff

Create a Provider

IManage Provider Access
Manage Provider Users - Assist

Manage Provider Users - Create Ives. MEFIEIQE Resumés L4 Mana ge Program
o 9

ices - Rea cation
i ™™ | vanage o5 Orders PP

Provider Certification

Manage Individuals 3 Create a Provider

Manage Employers + A -
g play Assist a Provider

Local Provider CRS Services - Duplicate IYE'S.

Exchange

Manage Provider/Program Certification Yes o

(Optin/Optout) Program Certification

Manage Activities 3

Manage Providers v |

Manage Case
Assignment

Administrator’s Provider Settings (through Staff Administration)
and Staff Provider’s corresponding Manage Provider Menu Options

Create a Provider User

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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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

B Services for

A N o X - - Workforce Staff

creating, managing, and/or assisting provider institutions and Create a Provider
provider users. Manage Individuals

. . .. . . . . Assist a Provider
Even for sites with a minimal configuration for provider services, Manage Employers
when case management is part of Virtual OneStop, Manage - Manage Program
Providers will include the first two options, which are used the D i Reapplication
most (t_o enable provider settings and_manage the prowder _ Manage Job Orders I
institution’s programs): Create a Provider, and Assist a Provider. Provider Certification

. . L M Lab
Below is a brief description of each feature. All features are Exchange Program Certification
covered in more detail in the following chapters.
. . . . . Manage Activities _ -
e Create a Provider (Institution) — This option lets staff S Sl

create an institution — which is the first step that must 4

occur before the institution can be enabled by staff and

. . . . Manage Case
tied to a provider user (as part of enabling the provider e
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:

Manage Providers

= 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
(Section 2) (CS), 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 Search For ® providers O provider Users

the provider institution, and they may

even assist the provider to create and

manage all of their programs and

services.

You have 0 saved Provider lists in My Saved Lists.
For more details on creating the initial provider Here are the 5 most recent Providers you assisteck Asist
institution, see Chapter 6: Create a Provider enessee Senool of Flumbing
(Inst|tut|0n) Jpﬁ:lja?zt(egica:g:unit)ﬂ College |
e Assist a Provider — This option is a quick, e 7 Ative 1 nactie (€1 NoSeection

search tool to let staff select the provider Provider
institution, or the provider user, they want to Frovider FED:
assist (i.e., it is where staff goes to activate the Vendor Cod:
provider institutions and the provider users FWIA S Region: None Seleced ]
associated with them). Itis also a powerful R
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Initial Staff Provider Access

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.g.,
enrollments, invoices, and vouchers).

= Selecting a provider B scarch Mode .
user (representative) — | Search For, Providers ® Pravider Users ]
staff can review and o
adjust the provider user’'s -
access rights from the

iR Provider User Criteria

User Access Status: Pending Access ||

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.

Address Status Action

User Name Institution

GSIFRIEDAREP1284  Jay Frieda Brick & Bangs

Frieda - Linked

1284 W. Nash Blvd State Pending

Memphis, TN 38188 Access P

GSIFRIEDAREP1288  Jane Frieda Brick & Bangs 1284 W. Nash Blvd. Qut-of-State Ssist
Frieda - Registered Memphis, TN 38188 Provider Access

Staff can also select the
provider user/rep and use
the same drop-downs as
the provider user to
control and manage the
institution.

P& Provider User Access Rights

IFrieda Brick & Bangs

Institution Access:

[ Search for Institution | Remove |
(Provider User Registration included Institution Details)

*Access Rights: Pending Access|V

None Selected

Active “

*Comments:

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.

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.

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).
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
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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 enroliments in the Tampa LWIA.

For more details, see Chapter 10: Program Certification (Opt In/Out).

e 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)

Steps to Create the Provider Institution
Reviewing the Provider Profile Folders

‘ Chapter Contents ‘
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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 Achivities
| | General 3 [ | Program Sarvices Enrollments
[ Locations Prov!der Details ) [5] Support Services [£] 1nvoices
— Provider Type Details - —
-1 Contacks CRS Provider Details |=] Contracts |- Vouchers
[ | Case Notes | Education and Training Programs

[ | Documents

The institution must first be created with entries for three General Tab sections:

= Provider Details
(Section 1)

= Provider Type
Details (Section 2)

= CRS Provider Details

This includes basic information including: active/inactive status, FEID/SSN,
name and type of business, physical, billing and mailing addresses.

The tree structure lets staff select types of Contract Services (CS), Program
Services (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

(Section 3) is automatically selected when PS - Approved Provider Training -
Training 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:

created.

This section is required if a Provider Type PS - Public Display is selected. This

ITA, PS -

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.
Select the LWIA Region (select State if any courses are to be WIOA eligible).
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Create a Provider (Institution)

Note:

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.

= Enter a Vendor ID.
= Enter a FEID or SSN number.

= Review the fields in the Provider Information area (and make changes if needed).

None Selected
* Status: ® Active O Inactive
. Southwestern orce Development Board
*LWIA Region: Southwestern Workforcs
Linked Employer: [ Search For Employer |
*Vendeor ID: se 4
*FEID/SSN: Select State if programs State Use 5:
¢ Provider Name 1+ are to be WIOA approved.
Provider Name 2: ,— Billing Address Information
* Address 1: [
* Billi -
Address 2: I Billing Address 1:
Note: By entering the Zip Code first, the system will Billing Address 2:
automatically populate the City and State fields.
" City: I Billing City:
* Billing State:
*State: None Selected vl lling State:
"Zip: ,— Billing Zip:

URL: [
Enter URL e.g. (hittpy//www.companysite.com)

* Attention:

Populate the Billing Address from: Provider's Main Address

—

[None Selected ﬂ

Type of Business: INQne Selectad

* This provider is an O Yes O No
accredited postsecondary
education institution:

State Use 1:

State Use 2:

Mailing Address Information

" Mailing Address 1:

Mailing Address 2:

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

Y

I * Mailing City: [
State Use 3: * Mails
[ Mailing State: None Selected | V|
State Use 4:
ate Use I * Mailing Zip:
State Use 5: [
* Mailing [
Billing Address Information
Populate the Billing Address from: Provider's Main Address
. Cancel
+Billing Address 1: [
| &

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, and they will have access to the folder and files after

creation. Staff-only fields on screens are disabled or 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.

Virtual OneStop — Provider Services User Guide

V19 — 01/2019



7

) Geographic
J Solutions’

geegraphicsolutions.com

Create a Provider (Institution)

Provider Type Details
© Provider Type Details 3 provider Type Details Staff can expand provider types and
* Contract Services (CS)  Contract Services (CS) select types related to specific programs
* Program Services (PS) ' Program Services (PS) and services created.
@Sup&n Services (S5) ~IPS - Approved Emvider Trainring
416 Youth Occupational Skills Training - on ETPL

300 Occupational Skills Training - on ETPL

/I PS - Non-ITA Occupational Skills

by State
02 Entrepreneurial Training

310 Occupational Skills Training - for Special Grants (on ETE,

30 Youth Occupational Skills Training - Not on ETPL
28 Occupational Skills Training - Not on ETPL
35 TAA - Approved Qccupational Skills Training - Approved

[ Ps - Office Services
GO ERkmSandisss, Provided
SHLTAA 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.

P RS Provider information

Institution Mame: Frieda Bricks & Bangs Institute
Institution Code: The Instituition code will be created,
* Institution Ares: [WakeCounty V]
* Institution Type: |Cosmetology/Barber Training Provider v
* Institution Gwnership: Private for-profit institution | %
* Type of Entity: [Higher Ed: nssociate's Degree v
Years In Business: B
Disabled Access: & Yes Ma

ADA Compliant: ® Yes O No

Source of Funding:

Institution Deseription:

(2000 characters ma)
* Main Telephone Number: [ - p - [
- F -

TTDY/TTY Telephone Number:

Main Email Address:

Is this a Community College? Yes ® No
* Display Online to the pullic? & Yes Ma
* Accreditation " Yes Ne
Accrediting Body: MNone Selected
Career Assessment Available Yes ® No
Career Counseling Available ) Yer N
Job Placement Assistance Available ® Yes Mo
Tuterial Services Available & Yes Na
On site Child Care Available Yes ® No
* State Approving Agency Exemption ® Yes () No
Certificate on File
* State Approving Agency Receipt Letter on File Tes O No
Financial Aid Available B Yes Na
Eligible Provider of Youth Werkforca Yes Ne
Investment Activities:
Registered Apprenticeship Provider: ey 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: Linking the provider user to their institution is part of providing access rights to the provider users

(as indicated in the previous chapter).
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A Training Video for “Creating a Provider ” is also available.” See the topic, Learning Center
(Provider Courses) in Chapter 4.

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.

= 2 ging [7] Brovider Profile [ Provider Programs [] Provider Activities

[2) Brearam Servicss [2) Enrgliments

FRIEDA BRICK & BA... [) Support Services [) Invoices

[£1 Contracts [£1 Youchers

) Educstion and Training Progrsms

Release Provider

Assist 3 new Provider General Locations Contacts Case Notes Documents

vider: Frieda Brick & Bangs Institute
When staff creates a

provider, the provider
portfolio displays and Status: Active
the menu indicates the [ LWIA Region: State
institution that staff is

) Linked Employer: N/A
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:

L 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 VVouchers 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 @ Provider INSHIEULION ..........uiiiiiiiii ittt ettt e e e e snbe e e bee e anee s 7-1
ENGDIING @ PrOVIEr USEITS ACCESS. .. .eeiuteiiieiesitieaitieatee ettt e stteeasbe e e bt e e ste e e asbeeaabeeabeeesbbeessbeearbeeaabeeesnbeesnbeeanees 7-3
Additional NOteS 0N ACCESS RIGNES .....euviiiiiiiieiieie ettt ettt e st este e e steenteaseesreeaeaneesreens 7-4
When to Perform Reviews / Verifications for Provider USEIS...........cc.oiviiiiiiiiiiiiiiscse e 7-5

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.

User Name Institution Address

. . GSIFRIEDAREP1296  Joane Frieda Brick and Banks - Linked 1284 W. Nash Blvd State Pending Assist
This search is used both to: Frieda Asheville, NC 28801 Access
e Provide Access — Staff can CBMCDONN Carol The Friday Center for UNC-Chapel Hill CB# 1020, State Active st
. . . McDonnell  Continuing Education - Linked ~ The Friday Center Access
assist a provider to quickly Carol Chapel Hill NC 27599
review and/or activate the Mepomel
institution, or they can assSiSt a | MORGAN2KEN Jean Friday's Place Health Education 2352 Dallas Cherryville Hwy ~ State Under Review  Assist
. Friday & Training - Linked Gastonia Access
provider user to enable Jean Gastania, NC 28034
access rights for that user (as ki
shown in the sample search

at right).
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 these distinct capabilities from this search, 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: The same initial search for assisting a provider is used in the next chapter, as the beginning of
the abilities of managing programs and series for the provider.

Activating a Provider Institution

The steps for verifying and enabling a registered provider user are simple:
e Select Assist a Provider to open the Provider Search screen.
e Enter a search criteria, to list the providers needing activation (e.g., search for Inactive status).
e From search results, click on a provider to open their Profile and their General tab.
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Search For: ® Providers O Provider Users

Staff can select a recently
assisted provider, or search by
% access, and other criteria.
==y '
You have 1 saved Provider lists in My Saved Lists. /
Here are the 2 most recent Providers you assisted: IFriefricks & Bangs Instituteﬂ Assist
. A aai @ § * Indicates required fields. (&) For help click the guestion mark icon. .
Status: (U Active @ Inactive () No Selection
D Name Address Vendor Region Status Action Select
Provider ID: ||
Provider FEID:
3687 Frieda 1284 W. Nash Blvd ~ TN1577 State Inactive Profile O
Vendor Code: Brick Asheville, NC 28301 Programs
. and Activities
LWIA / Region: |wa Selected W Banks

Provider Name 1: Inm

3688 Frieda 1268 W. Raleigh NC2461 State  Inactive
Provider Name 2! | Bankster  Blvd
Institute  Raleigh, NC 27601

|

Service Name: |
[ Save Selected Providers ]

Provider Type: |Nonc Selected v| i

Agreement Number: Clicking a Profile link opens the General |

Green Job Training: O ves O No ® No Selection tab in the Provider folder (where status
can be changed).

Local Area Certified: O Certified (O Not Certified @ No Selection

Institution Code: J

Searching for Inactive Providers (with Partial Provider Name)

e Open Provider Details, click the Active radio button, and then save the changes.
The following steps elaborate on the four basic tasks indicated above.

P To Find and Activate a Provider Institution

1 Select Manage Providers » Assist a Provider (from the left navigation menu).
2 From the search screen, identify the search criteria in the General Criteria section.

For example, select Inactive in the first field, Provider Status, when you know the provider is
inactive (as shown in the previous figure, along with a partial Vendor Name).

3 Click Search.

A list of provider institutions is displayed, including vendor code, region, and current status.
4 Click the Profile link (in the Action column) for the provider you want to activate.
5 From the displayed General Tab (shown in the next figure):

¢ Click the Edit Profile Details link to open and adjust Provider Information for the institution.
¢ Select a status of Active (click the Active radio button).
¢ Make any other needed changes in the Provider Information area.
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General Locations Contacts Case Notes Documents

Provider: Frieda Bankster Institute Provider Information

Provider Details Provider ID: 3688
[* Status: oy ® Active O Inactive ]
Status: nactive .
LWIA Region: State Lwi lon: IStair: ﬂ
Linked Employer: N/A Linked Employer: I [ Search For Employer |
Vendor ID: NC2461
*Vendor ID: INC2461
Provider Name 1: Frieda Bankster Institute
T i * FEID/SSN: 128184230
R S Status is the first of the |
different fields that staff can * Provider Name 1: IFrieda Bankster Institute
Mailing crey: Ral dit the G Itab
Mailing State: NC €edit on the General tab. Provider Name 2: |
Mailing Zip Code: 27601 *Address 1: |1268 W. Raleigh Bivd
Mailing Attention: Registration Office MNote: By entering the Zip Code first, the system will
automatically populate the City and State fields.
[ Edit Provider Details ] .
n Ea 4

Activating a Provider: Changing the Status in the General Tab
6 Click Save (at the bottom of the screen).
The data is saved and the General tab of Provider Profile is redisplayed.

Enabling a Provider User’s Access
After a provider user registers, the next step is for staff to verify the registration information of the new
provider user.
The steps for verifying and enabling a registered provider user are simple:
1 Select Assist a Provider to search and locate the provider user(s) pending access.
2 Click the Edit link for a provider user select from search results.

3 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 Select Providers » Assist a Provider (from the left navigation menu).

2 From the search screen, select the Provider Users radio button (this changes fields to Provider
User criteria).

3 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” until they
have a linked institution.

4 Click Search.

A list of users meeting your criteria is displayed, including their institution name and current
access status.
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Search Mode
Staff can search users by
Search For: Providers ® Provider Users access StatUS by InStItUtIOﬂ
'
r name, or other criteria....
User Access Status: r‘en:l ing Access “" H
. and click Access to change the
User Name: .
access rights for a selected user.
Institution: fri
First Name: [ rrere— ituti
rreme User Name ame Institution Address
Last Name:
GSIFRIEDAREP1296  Joane Frieda Brick and Banks - Linked 1284 W. Nash Bivd Slate Pending Bgsial
Provider FEID: | Frieda Asheville, NC 26801 Access )
Eml: |
| CBMCDONN Carcl The Friday Center for UNC-Chapel Hill CB# 1020, State Active @)
Phornes: McDonnell  Continuing Education - Linked  The Friday Center i3
Carol Chapel Hill, NC 27599
MeDannell
MORGAMNZKEN lean Friday's Place Health Education 2352 Dallas Cherryville Hwy State Under Review  Assist
Friday & Training - Linked Gastonia Access
Jean Gastoni, NC 28034
Fricay

New Search 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.

|. FProvider User Information

Prowvider Username:  GSIFRIEDAREF1043

Institution Name: Frieda Brick & Bangs
Institution Code/BPAFTH12E4

Cantact Name: Vidal Saseen
Current Access fughts:

Access Rights Date:

‘ [ Moew registration | Beset Provider User Information ]

None Selected

B Pronder User Access Haghts

Institution Accees:  |Frieds Brck & Bang:
l *Access Rights: ctv Pending Access

*Comments: Vi rang|Under Review

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

7  Enter applicable comments.
8 Click the Save button.

The data is saved and the Services for Provider screen is displayed for the provider user (i.e., the
same as if staff had clicked on the username from search results in assisting a provider).

Note: From the displayed Access Rights area, (shown below) 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:
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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.

e . Thisfield is required if Access Rights are set to Active.

e 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 notifications 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 for newly registered provider
users may look 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 Pending Access, Under Review, or
Inactive).

From: Employ Florida 14.0 [mailto:systemalert@geosolinc.com]
Sent: Friday, August 18, 2014 3:26 PM

To: Ellis B. Flink x552

Subject: Provider User Registration Motification

The Emplov Florida system has registered the new providers listed below.

New Provider(s)

e s

3278 Accounting No 05/22/2014
Bob Fob U
123 Main St.

Dunedin, FL 34698
(222) 555-5555

2897 ACA No 01/08/2014
Ace Train Training
321 Oak Dr.

Dunedin, FL 34698

Staff needs to set up provider access and give appropriate privilege settings.

You are receiving this email, because you are a registered member of Employ Forida14.0, and you were
selected as a recipient for an email from another member, staff, or an automated process. If you would
like to unsubscribe to all emails from Employ Florida 14.0, Click Here.

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)

Adding/Managing Programs/Courses
Adding a New Program (as Staff)
General Information Tab
Apprenticeship Tab
Additional Details Tab
Curriculum Tab
Occupations Tab
Occupation Skills Tab
Completion Expectations Tab
Scheduling Tab
Duration Tab
Locations Tab
External Approvals Tab
Cost Details Tab
Provider Representative Tab
Performance Tab
Confirmation Tab — for WIOA Application Approval
Review Tab — Status and Staff Approval
Program/Service Reapplication Approval
Editing a Program (via the Edit link and E&T tabs)

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 (viathe E&T Programs Tab)

Whether you are a staff member who is creating a new program for a provider, editing a program, or

reviewing a program to change its status (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. This is a tab
under the Provider Programs folder in a provider’s portfolio.

The Education & Training Programs tab displays all the 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 tab lists any programs approved or in progress for approval, and

figure).

P

rovider Programs

[} Program Services

[ Support Services

[ Contracts

[£] Education & Training Fruqrﬁ

has an Add Education of Training Program button to create any new programs (as shown in the next

Staff can access the E&T tab in two ways. Both ways start with selecting the menu option, Manage
Providers » Assist a Provider. Then staff searches for and selects the provider, and then opens the

E&T tab, to manage their programs.
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¥

In other words, the two paths to access the programs are:

Staff User: Assist a Provider — Managing Programs

e Assist a Provider » Providers Search Mode (Institutions) » Click Program s link » Click on
Education & Training Programs tab ] Worklies &
If staff enters a search criteria for provider institutions, the providers in the Eumgn ndividual
search results will display a Programs link. This opens the Provider | Manage Employer] =L Fravide
Programs tabs, and staff can then click on the E&T tab. | Mansge Résuméa gPhage Program

| Reapsfication

e Assist a Provider » Provider Users Search Mode » Click Assist link Manage Job G e o
» Click on Manage Institution Programs menu option i Proven Cemeatan
If staff enter a search criteria for provider users, then the provider users in | Mg rreven fee
the search results display an Assist link. This displays the Services for | foorsate 3 Provider User
Provider Users menu. Staff can click on the Manage Institution Manage Providers
Programs option to go to the E&T tab. s

Note: See Chapter 1, Overview & Quick Summary, for more on how you can find

provider institutions, or provider users, and access options for them.

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 SSEP 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

question mark icon.

Staff assisting Providers will see tabs above
the list. Provider Users do not see the tabs.

Frieda Brick & Bangs
Show Filter Options

Education and Training Programs

[WoA] Registered Apprenticeship

M 4 page [1¥ of1 b M

Add Education or Training Program,

Rows |10 ﬂ

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 Previder Training - ITA  gecgraphy, focused on relationships te hair/cosmetic changes. Deactivate
Cosmetalogy Training (Beginning) A program that prepares individuals to cut trim & style scalp/facial & (] (] Approved/Eligible Edit
rovider Training - ITA e cosmetics perform maj e the Deactivate J
I
Sr. Accounting - CosmMetuiuyy An integrated course in actuw ey and business management to o Registration Verified run
PS - Approved Provider Training - ITA  prepare individuals Salon financial and manager roles. Deactivate

AL

The E&T Programs List (to view, add, or maintain 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 RELIRGEIER ANl alle}). or a program nearing its [{=Agd 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.

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 =hewFitter Ontions  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 Programs list) starts the creation of a new
program. The screens and sections work the same for both creating and editing programs.

Frieda Brick 8 Bangs
Show Filter Options

)3 Education and Training Programs

Program Name Program Description Changes Active Review Status Action
Submitted
. . - - s =
Ancient Studies & Cultural Cosmetics  An intre course to western & global cultures, as topics in art history & (~] In Progress Edit
PS - Approved Provider Training - ITA  geocgraphy, focused on relationships to hair/fcesmetic changes, Deactivate
Cosmetclogy Training (Beginning) 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 massage the Deactivate
LY sreEn JoB Training head and scalp.
Cosmetology Training (Intermediate) A program that prepares individuals to cut/trim/style scalp, facial & (v] Approvedy/Eligible Edit
PS - Approved Provider Training - ITA  body hair, apply cosmetics, perform manicures/pedicures, massage Deactivate
G GG SREEN JOB Training heady/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 (] Registration Verified Edit
PS - Approved Provider Training - ITA  prep. Deactivate
[Wiok| Registered Apprenticeship | This starts the Program wizard,
at the General Information Tab.
[ Rows  [10 [v|

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

P 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.
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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 SSEP Program Tabs table (from the
General Information Tab on page 8-6, to the Confirmation Tab on page 8-25).

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.

8-1 Tabs of the E&T Program Wizard

General Information This tab lets provider users enter basic data about the program, associate it with a CIP
Tab 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
programes list), and to complete/edit the other tabs (now or later).

Apprenticeship Tab 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 B 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 always includes other State Use fields).

Curriculum Tab e 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.

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 from the training program.
Selection is from a standard 14-category list of standard O*NET occupation skills.
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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.

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.

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 when the site is configured to require duration.

Locations Tab

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).

External Approvals
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.)

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 but may be set to $0.00.

Provider
Representative Tab

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.)

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.
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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 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.

New wizard note: If you are familiar with the previous forms for adding a program, butnew tothe 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

Information,

Additional Details, Scheduling, and Duration tabs).

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.

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 ves ) No — —
credential or degree

Mame of Assaciated [FCCT Level 2 Centificate
Credential:

General Information

* Sentus: ®) Active Inactive * Attain Credential: |Cc(.;:~a'.ic,.1al Skills certificate or credential ﬂ

Submit for ETPL Approval: & vioo No

= Level: |Agprenticeship Programs

|<

Other, Specify: |

Education Program Type: |

*CIP Code: 120499 - Cosmetoloqy and Related Persona
[ Search for

Certification f License Titbe: |FCCT Level 2 Certificate (Frieda Cosmetology
llIaree.’ Training - Intermediate )

*Education Program Name: [fermeri o Traning Cartification / License [Mone Selected ]
. [ | Type:
Education Program An intormediate program in cosmetology and
Description: related grooming services building on Green Job Training: W ves No
toundational elements m the Freda Beginning What is 3 green job?
Cosmetology course. * Is this education program Yes Mo
- . In a partnership with
*This program of study leads ta: busdness? »
An industry-recognized certificate or certification A inity college cerificate of completi
If 20, pleaze deseribe the

A certificate of completion of an apprenticeship

Alicense recognized by the State
An associate degree

A baccalaureate degree

This program leads to a

B S

y schaal diploma o its e e
hacl diploma ot its equivaler] L hip In 800

or Federal Govermment
characters or less

A measur

skills gain leading 12 3 creden|  (supporting
& measurable skills gam beading to employ doeumentation may be
required):
Yes No LWDE Submitted:

. —— I -
Exit Wizard

General Information Tab (Base Program Classification Details)
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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 R v v s s
code title and description will display in the

appropriate fields. (See @, for more notes.)
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.

KK 1D -

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.
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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.

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):

Click the Next>> button.

P If the program is an apprenticeship:

Select the Yes radio button.

This displays a second prompt, This program is a
Registered Apprenticeship

If no, click the Next>> button.

Edu Prograw: Isformanon

Frieda Brick f Bangs

Flumbing Apprencticeship

Provider:
Edu. Pregram:

Senvice 10: e
CIF Code: 46054H
General Informatien  Regbtered Apgrerdceship
If program is not an Apprenticeship,
click Next>> (with the default No
& Andivutes eyl T,
Lo R Kl
“ This program is an \"gm J
Apprantlceshlp: -
Exit Vizard

I

= 4
Registered Apprenticeship Tab (Default prompt = No)

Apprenticeship

“This program is an ® Yes O No

Apprenticeship:

* This Education Program is a 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 fields, most of which are required.
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Edu. Program Informatson

Provider: Frieda Brick & Bangs
Edu. Program: Plumbing Apprencticeship
Service ID: 120
CIP Code: 4605AH
rrrrrrrr Infarmation  Reges e
o e
* Instruction Method:
* Instruction Length in
Woeks:
* Technical instrustion is ® ves O wo
provided by anather
+ Incicates required flefds. & ror help click the questio provider
Registered Apprenticeship
" Ihi programis an ® ves O no L rsrcton rovoe
Appranticesip: o
“This Education Program isa  ® Yes O No * Name:
Registered Apprenticeship:
o * Address 1; 3570 Coral Landing 6fvd
* Apprenticeship o1,/01/2010 | 15 Tachr
Registration Date: Address 2:
* Apprenticeship Ir. Apprentic lumbeng - '
Description:
" City: o
MNumber of active |‘. * State: Rarda w
apprentices: *ZIP Code: [
* Instruction Methad: [in-persan v
Exit Wizard
* Instru

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.

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.
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The top of that tab will indicate any

required information still needed. For e | pomidesd | AMBMM | Quoafons | Ouwpdteal | Compon | Sohedung
example, an Occupation is always Dustion  logtions  Edemal Cost POWEE | confirmation | Beview
Approvals Details

required, and Cost Details are required if
you selected “Yes” for “Technical
instruction is provided by another
provider.” The Confirmation Tab would

# Indicates required fields.

* Missing reguired data cn Occupations tab
* Missing reguired data cn Cost Details tab

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

Edu. Program Reapplication Confirmation

gust agree to the statement below.

show messages as indicate in the
sample figure at the right.

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.

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 Imiormaton  Regrtered Apprenticeship  Adaonal Detai
5 5

IREwurces Required: ® ves O Nu—1\———/

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

* Describe any equipmint used in
this program and its afeq
availability in 800 charagters or
less:

B Additional Details

) Either Grievance Procedure or Gljevance Procedure URL is required.
Financial Ald Available: 1 ngtitutional Scholarship

Other

0 pell Grant

Federal Laan * Grievance Procedure

(1000 characters max.):

File grievance via contact online at Training
URL

* URL of Training Pragram
(Example: http:///site.com]:

[tz hrvecta.com

* Program Prerequisites: [Assaciate’s Degree I~

Several fields on this tab are

Grievance Procedure URL

* Date Edu. Program First Offered:

* Please provide a reasonable
explanation regarding why this is
2 new program:

* Minimum Class Size:

* Maximum Class Size:

* Number Of Instructors:

* Deseribe the qualifications of all
instructors in 800 characters or

e [ Today
Theatre program in area, and local theatres
opening have shown a positive increase in

evenue

J1]

€ years of experience. 2 years at Frieda

o

InstitULe, and one year of Class teaching
lesa: training
I'r..gn Audience: [H5 grads on staders with Trace & Theatre mterest I

* Describe the minimum entry level
requirements or prereuisites in
800 characters or less:

“ Rescurces

DrugfAlcahol Screening Required:

3 years of experience. 1 year at Frieda institute

and 3 months year of class teaching training
Yes ® No

- Yer No

(Example: http://site.com):

Either Refund Policy or Refund Poliggf@RL is requi

*Refund Policy
(800 characters myfx.):

Request refunce via contact online at Training

configurable, and may not to
display on you site.

State Use 2:

State Use 4

|
|
State Use 3: |
|
|

State Use 5:

Exit Wizard

Additional Details Tab (Base Program Classification Details)

selection, but a selection is required.

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
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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).

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.

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.

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.

a 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 table.
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b Dt Lotow (o G e L |
s Oeil  Beoeentave ;
Soner otaeres ationg Pre— [rr— Sholed  Dees  Liess Lo [ Caminer Cormormane [
. Approwat Dty Represootater
Mo i | O Cnmationd Comeletin
"‘“"W"| mnmatin == Ortate S meristons
P |+ ingictes requined fields. @ For hetp next to pach section.
=
e Cade Coursa Title Ation
1 CES1043-01  Cosmetology for Theatre
CEEI041-02  Casmarsingy for Thaatre (Tvening class)
[ Add Currteulum 1
|
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).

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).

It Extermal st Provider Prrformance Lontimatien Baview
Aspriaty [y [ ——
Gengral Asgroniiceibin Aditional Occupations Osupationsl Sshechuling Duration
Infssmation Detalty skl

B Ecucation Program Information

Provider: Frieda Brick & Bangs ' g Ci I Training

Program ID: 80 CIP Code: 120401 - Cosmetology/Cosmetologist, General

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

B Related and Selected Occupations

Occupation Title Provider's Alternate Occupation Title CIP Code  Sebect

Relsted
39501200 i Hairstylists, and C log (] et
39509100 Makeup Artists, Theatrical and Perfarmance Make Up Artist - Ginematography ] =
39509200 Manicurists and Pedicunsts o

350400 Skincare Specialists <

[ Select Occupation From OMET Table ]
If any salected accupation s not noted as in local bright cutloak abave, pi ne avidence Yhat it is in demand.
-

Multi-year film preduction has begun in area, with related job postings.
| If needed Occupation codes are
Exit Wizard not listed, you can click the O*Net

@ selection tool to add them.

Sample Related Occupation Codes and Bright Outlook Occupations
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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
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 Reqistered Additional Curriculum Occupations Occupational Completion
Information Apprenticeship Details Skills Expectations
PR Selected Occupational Skills
Skill Description Select
|
Mo records found
[ Add new occupational skill(s} | Delete sel d ional skill(s) ]

e i
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.
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Add new occupational skillls)

Select a category for
additicnal skills:

achivee special camera effects

achieve special lighting or sound effects

IEntenainment & Media v

|Mone Selected

Healthcare

Legal & Protecty

At rew occupational skill(s)

Select a category for
additional salls:

Service B Sales ]

Skill Description

access media advertising senvices

sccomimodate requests of passengers

adviso custamar an substitution of pars

adjust functicning of musical instrument OBy 1y 0ement & Otfice Services

|Sc-erﬂ & Engineering
advise member stations concerming programs oSergice & Sales

|Skililed Trades

ion te Transpartation

=it T
, - .,

advise retail dealers in use of sales understand govemment dahalic beverage senice requlations.

understand govemment health, hotel or food service regulations
apply make-up L v

g real gstate sakes reg
asses seript quality
use barbering techniques
audition perfarmers
use hair, cosmatic, of nail care instruments

calculate headline size or count
use Industry terms or concepts

chareagragh dance
wrap products
collect details for stories or articles »
wite advertising copy

compara musical pitch

o specilied prich of tunang tool o |

Occupational Skills Selection Screen (14 Categories) Program

write sales of informatonsl speeches

e 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 Locations M:B ﬁs mP::i'::rﬁ" Performance Confirmation  Review
General Reagistered Adoitional  Curriculum  OCQUPBNONS  (ccypational  SOMBletion
Information ~ Apprenticeship  Details sidls | Expectations

Skill Description Select

|

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 O

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).
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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).

a 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.
Duration Locations External Cost Performance Confirmation Review
Approvals Details
General Apprenticeship Additional Oceupations Scheduling

Information

Details

@ For help click the question

Completion
Expectations

. . . . " " tun
+ Indicates required fields. Mbedtng  Duatios  Loctions ﬁ ‘;i ﬁ!ﬂ! Beformance  Confemation  Review
3 3 el Featrtered Aditiznal iy Ocmmation Cxmmatinal
Completion Expectations Information Acceenticene Detas Sty Expectitions
» Indicares required fiefde
* Credit Earned Program: Yes ® No
e P
Number of Credits: 3.00 Credits Continuing Education T Jum
. Units (CEU):
Credit Earned Duration: Semester ® Quarter
CEU Granting Institution: |
*Program Goal: Certificate M * Credit Earned Program: ® ves O No
L Number of Credits: Credi
" Credentialing Body: Other M " e
Credit Eamed Duration: ® semester O Quarter
* Other: Frieda Training System Certificate Credentialing Bady: |Nme Selected ﬂ
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 Ocaupational | gompletion |~ Scheduling
i i Details Skills Expectations
Exit Wizard
+ Indicates required fields.
R 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.
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Scheduling Tab

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

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.
General Registered Audditional Cusricuham
Intormatio Apprenticeship Detas Sl apectatio
Scheduling | Luratio Locations External Cost Provid Review
Approval Details
o Indecetes required fields, 8 For help click the question mavk icon next to each section.|
P Scheduling
. hone Selected
Course Times Daily
® Class Time: 1200 | Hours. '
Lab Time: 200 | Hours
Other Time: Hours
“ Class Frequency: Semester [}
Reporting Information @

* Reporting Program Length 1400 | Hours
- Clock/Contact Hours:

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

* Reperting Program [in-persan ~] Mode of Delivery is a

Format: s configurable field. It may

Mode of Delivery not display on your site.

* Mode of Delivery: ™ Classroom L Broadcast
1 Internet [ Computer Based Instruction

Comespondence

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.
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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.

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.

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.

= 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 course is offered/available, from the drop-down
(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.

* Duration Title:
Edu. Program: Itermediate Frig
Primary Duration:
Service 1Dz 18
* Duration:
A e Additional  Curriculum Completion
* Duration Type: Details Expectations
= Esantered it ¥pe
Inteamation Aagremicesio B - Senedule Intensity: @ FusTime Part-Time External Cost Provider Perform, Confirmation  Review
Scheduing Duration | Loitiom Extemal ) Approvals Detail Representativ
Apmd * Weekly Schedule: [ r
* Classes Offered: A Day Waeskend
W ——————— MNight [ Summer
uratio Duration Primary Duration Schedule ‘Weekly Classes Action
g Title Duration Intensity Schedule ‘Offered
1, Add Duratian | Regular Full- Yes 4 Full-Time ~ M-F Day Edit |
e ime Semesters/Terms Delete
e Wka h Summer No 16 Weeks Part-Time M-F(300to  Summer Edit |
<< Back i Intensive 5:30) Delete
[ Add Duration ]
Exit Wizard

Duration Tab (for Multiple Duration Types)
e Repeat the steps for other Duration records as necessary.
e 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 istered Additional Curriculum ‘Occupations O C
Information iceship Details Skills ectations
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 Address Billing Address Select
|

Frieda - Auxiliary 4520 W. Bridges Ave. 4520 W. Bridges Ave.
Training Site Memphis, TN 38188 Memphis, TN 38188

Frieda Brick & 1284 W. Nash Blvd 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.

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.

Note:

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.

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 Anditional Cisrieuium

Infuemuaticn Apprenti rbip Deetails. "
Scheduling Duration Locations — Cost Provider o Rewew
Approvals Dbty e
o Indicates required fields. W For help click the quistion mark icon next to each section.
AT
* State Approving Agency: [Board of € gy/Barker Exami VAL
Stats Approving Agency Status: [approved

* State Approving Agency Appraval oz/21/2020 | (mm/ddAyyyy) [ Today

University of Tennessee System

Expiration Date: Southern Association of Colleges and Schoals
* Other State Approving Agency Approved ) Yes Mo
Pragrams:
* Deps of e : ® Yes Ho
* Community College Chancellor's Office Yes ® Mo
| Approved L. Statuses or Dates may be

N configured for other
Approved fields on this tab.

|

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 pevritied fos cost fuelis in the Self Servece Edudation Services cost detads soreen.
Cost Structure: Total CRS Training Costs|V'
N recoeds found . \
R Cost Details
| A Cost Strusture | @ ‘
Total CRS Training Costs §|5 4,800.00
” )
Tuition/Fee S 4,000.00
No recceds found
Books S 500.00
Frivilege 1o add line if applicd 1o Provi
Total Amount - §0.00 Tools s 30000
Total Amount
The top line is a total of Other Costs |5 0.00
the following fields. No Tools needed by 2nd week.
X i X . Comments
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. '

Hakz $.00 b5 pami el %or cost Mckds 1 tre Educabion and Traindag Progronis cast detal sreen,

 If necessary, click the Add Line Item link to | [

open a separate box for Line Item costs. T e
=  Select the type of Line Item . Hzen
= Enter the dollar amount for the line Fusks

item. Staff may be able to also

. Taz add line items to the cost
= Click Save. field.

A row for the Amount is added to the i
Line Iltems table (bottom of the screen).

e Click Save. The Cost Details tab
redisplays, showing costs, plus an Action
column (to Edit or Delete costs).

e When all cost are entered correctly, click
the Next>> button. elect s Line e

Grrens FRLIRSK B (7] e
Tatal Amearrd 2l Cosd Slragures 5430m

[ £dd Cost Structura |
He: aaitioral Cost Soruct ares are purrerty available

el wation [22
The Provider Representative tab will et f ke @

display. Jti

Exci Wizard

(@ 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 tosts needed by 204 w25 | Added line items will display in a table
Total Amount of Cast Structures. ssaco0 | and be added to the Total Amount.

[ Add Cost Structure ] T —

Mo additional Cost Structures are currently avallable.
Select a Line Item: W’;
Amaunt: s o.oo .':'--' ekl

icensing Fee
|Other E 58 = Frogram Service
Total Amount of Lina Items 580.00 4 Post Tra E

Fre-Testing

Registration Fee

[ Add Line Itgis ]
standardized Testing Fee
Total Amount : $5280.00 Supplies

Test Fees
Uniforms

Application 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.

0

General Registered Additional

Curmiculum

Occupations

Occupational Completion
Skills Expectations

Performance Confirmation Review

Juestion mark icon next to each section,
First and Last Names m

ay

be the only required fields.

* Application Signed Date:

Information Apprenticeship Details

Scheduling ~ Duration  Locations External Cost Provider
i Details .

+ Indicates required fields. @ For help click thy
Provider Representative

*First Name: Jay

*Last Name: [Frieda

* Title: IDeaﬂ of Programs

01/14/2018 | (mm/dd/yyyy) [ Today
* Application Received Date: |02/24/2012 (mm/dd/yyyy) [ Today

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

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.)

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 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 performance data.

Performance Year: |None Selected |V

M
Add Performance Year s,
{ﬂThl_

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.

1 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

seese.3456  03/01/2007 Completed 090172017 Yes Yes Yes alit Dedete
""" 4560 03/01/2007 Completed 09/01/2017 Yes Unknawn — S
n NL *SSN: 528-93-3456
- *Start Date: 09/01/2017
* Status: Completed vl |None Selected
k nrolled
Exit Date: 03/01/2019 '‘Completed
. Withdrew \
Credential: ves ﬂ Transferred
Employed Q2: Yes ﬂ
An Exit Date must be earlier Employed Qa: [Unknown ¥
than the current date, and the
status must be beyond Enrolled.
-

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

Virtual OneStop — Provider Services User Guide 8-22 V19 — 01/2019



7

W

Geographic
Solutions’

geegraphicsolutions.com

Staff User: Assist a Provider — Managing Programs

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 I’ear.l)(n 7

WIOA Performance Details

[

[Please enter Program Performance information below.

Edu. Program Information

Frieda Brick & Bangs

Provider:
Edu. Program: Itermediate Frieda Cosmetology Training
118

120401

Service ID:

CIP Code:

# Indicates required fields. @ For help click the question mark icon nen.

Performance Year: [\, ﬁ %
2 “ Add Performance Year, ] n

The Program Performance
Screen first displays two areas
(with empty fields).

Overall Performance Measures
Mrarticipants: l—
Exiters:
Completens: ,—
Avwailable for Employment: l—
Completers in a Related Occupation: li
Average Wage at Q2 ,—
Average Wage at O %
Exiters with Unsubsidized Employment st [ |
Exiters with Unsubsidized Employment at Q4 l—
Median Wage for Employed Completers at %
o
ystamm Credentiat [
'WIOA Porformance Measures
Participants: %
Exiters: ,—
Complet 1

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
Keep in mind that performance data is

the field, as shown in the following figure.
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.
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Performance Year: IZO‘\ 7

Available for Employment:

C in a Related O

Average Wage at Q2:

Exiters with Unsubsidized Employment at Q2: | 05
Exiters with Unsubsidized Employment at Qd: [ o4

Average Wage at Q4:

Median Wage for Employed Completers at
Q2

Obtained Credential:

WIOA Performance Details Particpants: I o
B T N I :
Compl | 0

Participants: | 100
Available for Employment: I—n

Exiters: ,—99
< in a Related O I o

Completers: | a8

Exiters with Unsubsidized Employment at Q2: | o
Exiters with Unsubsidized Employment at 0 [ o

Medsan Wage for Emplayid WIOA $ 000
Completers at Q2 —_—
o [

o

Method:

Shll Attairmsent Flabe:

Provider Representative Name:

|
Empleymant Retention Rate: [
[
[

Fravider Representative Trtle:

Date Sigred:

e -

E Some additional fields on this
screen are configurable (e.g., those
in the Common Fields area).

/oo

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.

Qesupaticns Depmationsl Lempicion Sheguting
kit Gapsctations
Gl T Contistion wme | YOU can change values or
fields below the table, by
1§ Fev help enek the quechan mart: iean next gl sach et P .
/ clicking this button.
CredontialRats EmploymentRate EmploymentRate Employment Rt Median Wage
Q2 Afer Exlt Q4 Aftor Exit | Avadiablo for Work)
i Q4 After Exit
wioa A HiA HiA HiA A hia 0
i i P i BN —Niian wage for Employed Completer st T, —
. Q2 T T
m Obtained Credential: 96
Pasticipants: | 100
Exters: [ % Particinants: 3
Completers: I n Biters: a
Completers in & Relsted Occupation: [ o completers: N
‘Completers in a Related Occupation: a
Hoage ety [ S00000, Exiters with Unsubsicized Employment at Q2: o
Average Wage at Q4 $6,500.00 Exiters with Unsubsidized Employment at Q4: o
i i %2 3 Median Wage for Employed WIOA $ o000
Exiters with Unsubsicized Employment at 62 [ % Medan Wase
Exiters with Unsubisidzed Emplcyment at Q4 | ™ Obtained Credentiak: | ]
Median Wage for Emalcyed Compieters at 0: [ 35,100,00
Obtained Credenal [ ™ (
o
=

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).

The Confirmation tab will display.

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

* 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. 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 fpasd Lot thic i
This box is only enabled after a staff
review and approval of the program for
WIOA has occurred (e.g., if changes were
Exit Wizard made after WIOA approval).

Z Submit changes for Review and Approval.

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.
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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.qg., 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?”

P To confirm and submit an

Apprenticeship program: el | i | adiou | Ocwskes | O | Shohi | Do
Locations External Cost Provider Performance Confirmation Review
e Select Yes, to have staff Aoprovals  Detais Representative
apprOVe-/ |nC|L-.|de the » Indicates required fields. ‘ww the question mark icon next to each section.
ApprentlceShlp Program on Edu. Program Application Confirmation |

the Eligible Training Provider
List (ETPL).

e Select No, if you only want to
continue and save all data
entered so far. Exit Wizard

e Click Next. The Review tab
displays (and the

Apprenticeship course is
submitted for staff approval).

Reguest inclusion on % ves O No A Registered Apprenticeship will
ETPL? usually have no red messages
for Required Fields displayed.

Submit changes for Review and Approval.

Confirmation Tab for Registered Apprenticeship Program

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.

General Apprenticeship Additional Occupations Occupational Scheduling Duration
. . . . Information Details Skills
Depending on other information in the _ ) _
Locations External Cost Provider Performance G - Review

program'’s description, and in each Approvais i Representative
tab, the non-ITA program may display

R + Indicates required fields. @ For help click the question mark icon next to each section.
the S_ame red meS_SﬁgeS, for mlSSlng + Missing required data on Completion Expectations tab A Non-ITA program will
for an ETPL program. However, the

or an program. However, the ( : confirmation tab.
g#fesr_té?]? OII: thl? OCr]?nf;rSn;a‘t‘lgnbtl’?’]btWI” be Submit Education Program for Review and Approval. / ‘
| . Wi Yy ) u |

Education Program for Review and Exit Wisard
Approval.” It will not mention ETPL. P -
<< Back
P To confirm and submit an a non- %
ITA program for staff review: Confirmation Tab for Non-ITA Education Program

e Select Yes, if you want to
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
wizard is the Review tab, which is
primarily for staff users. (Provider
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.

General
Information

Locations

Apprenticeship Additional Occupations Occupational Scheduling Duration
Details Skills
External Cost Provider Performance Confirmation Review
Approvals Details Representative

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

Change

ITA

Pending (system-set only)

LY Approved/Eligible

Subsequent Review Due Date Date Reviewed Last Edit Date

2/4/2019 N/A

2/4/2019 8/1472018

Records Per Page |10 v

9/7/2018 11:38 AM N/A Edit
9/7/2018 9:00 AM LWDA 09 View
Flink, Ellis

Review Location Action

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.

General istered Additional Occupations Occupational
Information renticeshi Details Skills
Duration Locations External Cost Performance
rovals Details

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

Subsequent Review
Due Date

Review

Pending (system- 47972019

set only)

Date
Reviewed

N/A
PM

Last Edit Date

4/9/2018 3:25

Completion Scheduling
Expectations
Confirmation Review
Review Type: ITA
Eligibility Type: Initial
Review  Action * Status: Approved,Eligible
Location
*Subsequent Review Due Date:  [04/09/2019 Toda
N/A Edit . None Selected
. B = * Date Reviewed: 04/10/2018 [T .
Flink, Ellis Approved,Eligible

Date
Reviewed

Subsequent Review
Due Date

Last Edit Date

@ Rejected
Staff Information On Hold
" Recommended

Review

Create Date: 04/09/2018

Elected not to participate

Location

(e Type
— Created By: Flink, Ellis[GSIEF
4/9/2019 4/10/2018  4/10/2018105  LWDAO9  Edit Last Edit Date: 04/09/2018
Approved/Eligible [ Flink, Ellis Last Edited By: Flink, Ellis[GSIEF

Records Per Page |10 |V,

LINK]

LINK]

[Add New Case Note | Print Selected Case Notes ]

+ Show Filter Criteria

You currently have no saved case notes

As soon as staff approves the
application, the status displays as
“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)

Select a Status from the drop-down list (in
Enter the Date Reviewed.

a b WON

Note:

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.

Sites may also be configured to require review by both local staff and state staff.
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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 Ocupations Occupational Completion Scheduling
Information Details Skills Expectations @
Duration Locations External 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

Review Type Stat Date Reviewed Last Edit Date Review Location Action k " Date Reviewed: l|1 1/05/2018 Toda @
D y L il loday
Non-ITA Pending (system-set only) N/A 11/5/2018 5:23 PM N/A Edit
Records Per Page |10 |V Create Date: 11/05/2018
Created By: Flink, Ellis[GSIEFLINK]

@ Last Edit Date: 11/05/2018
Last Edited By: Flink, ENlis[GSIEFLINK]

Review Type Status Date Reviewed Last Edit Date Review Location Ac

MNon-ITA Approved 11/5/2018 11/5/2018 6:01 PM Lawton, TN
Flink, Ellis —
|V

Records Per Page  [10 As soon as staff approves the ITA application,
the status displays as “Approved” (on this tab

{ ‘ and in program lists)

pmmm—— . 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 ipti Changes Active Review Status
Submitted

Cosmetalogy Training A program that prepares individuals to cut trim & style (] &  Approved/Eligible Edit
(Beginning) scalp/facial & body hair, apply some cesmetics 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 ceen 108 Training ReApp, the status will once again indicate “Pending”.
Cosmetology Training A program that prepares individuals to cut/trim/style scalp, facial & | ApprovedyEligible, 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

[ (0 ik oreEn 108 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.

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
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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 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 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

Education and Training Programs

Program Name Prog 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

PS - Approved Provider Training - ITA  body hair, apply some cosmetics perform manicures, and massage the

Cosmetclogy Training (Beginning) A program that prepares individuals to cut trim & style scalp/facial & [v] (v] ApprovedyEligible Edit ,
;eac;l;!‘ %

LY sreen JoB Training head and scalp.
Cosmetology Training (Intermediate) A pregram that prepares individuals to cut/trim . . Eligijffe Edit
PS - Approved Provider Training - ITA  body hair, apply cosmetics, perform manicures, @ opens the PrOgram wizard Deactivate
LY (G Green J0B Training head/scalp & practice as a licensed cosmetalog] tO the General Information tab.
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 - Cosmetalogy An integrated course in accounting and business management to (] Registration Verified Edit
PS - Approved Provider Training - ITA  prepare individuals Salon financial and manager roles. Deactivate
[WOA] Regisered Appreniceship

M 4 page |1]¥] of 1 b M Rows |10 [¥|

The Education and Training Programs List (to edit programs)
P To Edit a Program:

e Click the Edit link from the action column.
The wizard opens to the General Information tab.
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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 changes, 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.
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9: Managing Program Reapplication

‘ Chapter Contents ‘

Listing Programs due for REAPPIHCALION ..........ccueiieiiiiieiesese ettt st sttt st st stesaeneas 9-1
Filter Criteria for Program ReappliCation SCrEEN .........eeiuiiiiiieiiiie ittt esee e eneens 9-2
Filter Criteria for Program ReappliCation SCrEEN .........ceeiviiiiiieiiie ettt esee e eneens 9-3
Provider User REAPPIICALION STEPS ......iiueeieeiiiieiie et see ettt sttt sttt e st e et esteeneeareenteaneesseenseaneenneens 9-3

When a staff member approves a program for ETPL eligibility (on staff’s edit screen from the Review tab),
a WIOA icon will display to provider users. When a program is approved, the icon displays on the
Education and Training Programs list (under the program name). The staff approval also includes a
Subsequent Review Due date (which is normally one year from staff’s intial approval date).

When the program nears the ,

Subsequent Review Due date
(e.g., is within 30 days) both

rovlder users and Staff see a Cosmetology Training A program that prepares individuals to cut trim & st (] (] Approved/Eligible Edit

m . . (Beginning) scalp/facial & body hair, apply some cosmetics perform Deactivate
icon and a IR\ icon. PS - Approved Provider Training manicures, and massage the head and scalp.
At that point, the provider user Uy cresmscaeins
Should make any needed Changes Cosmetology Training A program that prepares individuals to cut/trim/style scalp, &  Approved/Eligible Edit
L. (Intermediate) & body hair, apply cosmetics, perform manicures/pedicure: Deactivate

tO deSCI‘I pthI’]S fOI‘ the program, as PS - Approved Provider Training massage head/scalp & practice as a licensed cosmetologist
part of renewing the application for mmww
another year. @
However, staff may need to — : :
view/manage providers with Sample Program Due for WIOA Reapplication (Provider User View)

programs about to be due for
reapplication, or programs that are overdue (i.e., programs that have past their Subsequent Review Due
date without a submitted reapplication from the provider user).

Create a Provider Assist a Provider
Select this option to create a Provider Select this option to assist a Provider.
account.

Wanage Program Reapplication Create a Provider User
Select this option to manage Program Select this option to create a registered
Reapplications. Provider Account.

Listing Programs due for Reapplication

Staff can open the Manage Program Reapplication screen to view programs nearing reapplication
anytime they want to view the list and see the programs. They can decide how far in advance they want
to look at the program, and then they can use the Edit link (in the Action column) to open the program.
When they click Edit, the program will open with the same multi-tab Program wizard that is used to edit
the programs initially.

Staff can keep track of multiple providers that have programs due for reapplication by clicking the Manage
Program Reapplication screen from the Services for Staff > Manage Providers menu.

P To Generate a List of Programs Due for Reapplication:

e Select the Manage Program Reapplication from the Manage Provider fly-out menu, in the
Services for Staff menu group.
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The Manage Program Reapplication Screen displays (as shown below).
Review the listed programs for the default number of days (e.g. 30 days).
Change the defaults, as desired.

Click the Eilter link to redisplay the list for the new defaults.

The Manage Program Reapplication Screen redisplays.

e Click the Edit link from the action column, to open a program and see each of the tabs for the
program.

Hide Filter Options

Reapplication Criteria

Salect Number of day, aw Due Date:

30 days ﬂ Greater Than 90 days

Expired = —
i . Providers
Select a Provider: Frieda Brick & Bangs
IAII Providers ﬂ GSI ETPL Provider 1028

GSI LM ETPL Provider
GSI State AU Test171

Lois McGovern Business and Technical College

FCiltcr MNcact Filter

The fellewing Providers have programs due for review in 30 Days

Provider Name Program/Service Name Subsequent Review  Action
Due Date

Frieda Brick & Bangs Cosmetology Training {Intermediate) - An industry- 10/01/2018
recognized certificate or certification h ’

GSI ETPL Provider 1028 Phlebotomy - An associate degree 10/28/2018 Edit

G5 LTPL Provider 1020 Accounting Technology An associate degree 1072072010 Ldit

GSI LM ETPL Provider 426351 Accounting Technology ITA - An associate degree 9/30/2018 Edit

G5l State AU Test171 Accounting | - A baccalaureate degree 10/12/2018 Edit

GSI State AU Tesf172 Computer Programming | - A baccalaureate degree 10/20/2018 Edit

Manage Program Reapplication Screen

Filter Criteria for Program Reapplication Screen

The Reapplication Criteria section allows staff to filter by the number of days from the Subsequent
Review Due Date) (also referred to as the Reapplication Date). Staff can choose from filtering for
programs within 30 days of requiring reapplication, to programs greater than 90 days (or those already
expired).

Using the drop down for days (from the Subsequent Review Due date), they can select

30 days (which is the default when the screen opens). They can also pick 45, 60,75, - j:ﬁ
90, or greather than 90, to see any programs for one or multiple providers, which are 75 days

further out from the needed reapplication date, but which may need attention. Staff 90 days
. . . Greater Than 90 days
can also select Exprired to see a list of all programs past the Subsequent Review Due Expired
date (i.e., programs which are no longer WIOA eligible or available for WIOA ITA
enrollments after the subsequent review due date, due to not reapplying for approval, or not passing

reapproval).

Based on this filter, a list of providers display in a table, which includes the Program due for reapplication,

the Subsequent Review Due Date, and an Edit link in the Action column. The Edit link will take staff to the
provider information, along with the link in the Provider Name column (see example below.) Staff can use

this screen to quickly see a list of all programs that are due for reapplication, may be due soon, or that are
overdue (based on the Subsequent Review Due date).
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Filter Criteria for Program Reapplication Screen

Provider users who are due for Program Reapplication can reapply from the Confirmation tab on the
Program wizard. If Provider Users do not reapply via the Confirmation tab, when they see the
icon, staff can reapply for them. The Confirmation tab will be available to provider users following their
initial WIOA approval by staff.

Staff can also use the Manage Program Reapplication option, to identify users they may contact to notify
them of the need to reapply.

Provider User Reapplication Steps

Provider users will reapply by using the Program Wizard, editing the program with the status, and
making any changes or updates on tabs that are necessary (e.g., more recent programs descriptions,
program costs, or new performance data from the Performance tab). Then the users will use the same
Confirmation tab that they initially used for confirming the application for WIOA Approval.

General Apprenticeship Additional Occupations Occupational Completion Scheduling
Information Details Skills Expectations
Duration Locations External Cost Performance Confirmation Review
Approvals Details
1B Education Program Information
Provider: Frieda Brick & Bangs Program: Cosmetology Training (Intermediate)
Program ID: 820 CIP Code: 120401 - C logy/Cc logist, General.

i 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.

lagree o complele the information required on the web sile al the lime of my approval request. This includes

the completion information of all students registered in the program for the last and current Program Year.

® Yes, | agree to the above statement. Please submit this educational program for WIOA
Approval.
O No, do not submit this educational program for WIOA Approval at this time.

Submit changes for Review and Approval.

Exit Wizard

Program/ Service Re-Application Confirmation
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‘ Chapter Contents

Changing Provider Certification Locally ...........cccoiiiiiiiniiiiiiciieeene
Important Notes for Provider Certification .............cccccooieiiiiniieniiennn.

The Manage Providers component lets authorized staff identify providers as WIOA Eligible Training
Providers, at a state level, adding them to an Eligible Training Providers List (ETPL). Authorized staff can
also create, modify, and approve the programs for those providers’ WIOA Eligible programs. Typically,
when staff authorize and enable a provider institution (as an ETPL provider), the institution is available as

a certified ETPL Provider, at all state and local levels. Similarly,
when staff approves an ETPL provider’s programs as WIOA-
Eligible, those programs are certified as WIOA-Eligible programs for
state and local use.

However, depending on your state rules, site configuration, and staff
privileges for the Managing Providers options, you may also see
separate options for Provider Certification and Program Certification.
These options let non-state staff Opt In or Opt Out of providers’
certifications (and specific programs’ certifications) at local levels. In
other words they can view and switch existing certifications for
LWDB, and Opt In or Opt Out of the provider’s individual program
certifications at local LWIA levels.

If you have this ability, then when you access the Manage Providers
fly-out menu options, they will include access for Provider
Certification and Program Certification.

With the Provider Certification option, local staff members (not state
staff) can view a list of provider institutions which are approved in

B Services for

Workforce Staff
Create a Provider

Manage Individuals

Assist a Provider
Manage Employers

Manage Program
Manage Resumes | Reapplication

Manage Job Orderd Provider Certification

Manage Lahar Program Certification
Exchange

Create a Provider User

Manage Activities —-—1

Manage Providers

- |

Manage Case
Assignment

J

the system, and have WIOA eligible programs. Then, although the provider is approved at the state level,
the staff can opt-in or opt-out of a certification for the provider for the local workforce region associated

with that staff member.

Changing Provider Certification Locally

Staff (other than state staff) who have privileges for local certification can open a search screen to view
available providers. From the list of displayed providers, they can select providers whose certification
they want to change, and then switch the certification for those providers for their LWIA.

P To Change a Provider’s Certification:

1 Select Manage Providers » Provider Certification from the Left Navigation menu.

Two tabs display to let you see providers in one of two ways: by search criteria or by an

alphabetical listing.

2 Use either method to display a Providers Certification Listing that includes the providers whose
certification you want to switch (as shown in the following figure).

10-1
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Puowides Proider
Seanch Listing
You may enter any combination of search criteria below. When you have completed entering

your search criteria information, click the Search button.

Provider Certification Search Criteria

Area [dlick to change):

Morth Caroling

Provider Ownership:

Private for profit institution =

Brogram provides training for
Green Jobs?
Add indicator for providers
recently sdded within the pest:
——
Search

Provider
Search

Provider Certification Listing

MNorth Caroling

B I'I N Q

Area [chick to change):

551 CinemaTachnical Raleigh  NC 27611 x
551 LM Business and Technical School Durham  WC 27713 x
35| Test Institution Asheville NC 26801 x
switch Certification for LWD8
| Page ’_| of 1 Rows | 10

Example of the Two Provider Certification Tabs

= Provider Search tab — lets you select or enter search criteria to find and list provider
matching the criteria. This can include searching by:

¢+ Area: This lets you select the area type of area, and then use a drop-down to select a specific
area. For example, select Workforce Area and then Durham County WDB.

+ Keyword: A word used in the provider's name. E.g., the word university may find many
providers, while full name of the institution, Florida State, may only find one provider.

¢+ Provider Ownership: A drop-down list lets you limit results to an ownership type — Private for

Profit, Private Non-Profit, Public.

¢+ Indicator for providers recently added: A drop-down list lets you limit results to recently
added providers within a recent time frame — 2 weeks, 3 weeks, 1 month, 3 months, 6 months.

= Provider Listing tab — lets you select a provider from a list of providers that is sorted

alphabetically.

3 From the displayed provider listing, check boxes in the Select column for providers to be

switched.

Click the Switch Certification for LWDB link.

The certification for the selected providers changes in the Cert column (uncertified, a red x, will
change to certified, a green check mark, and vice versa) .

e

Search Results

The status will toggle when

Here i 2 Bt of providers th

Chardatze NC 28262
Ralegh HC

Rabeigh NC

Durham NC

Ashiville NE

High B !

Faleigh NE

Page | ol 1

[ Change search criteria |

hat matched your keyword search, To select a provider, d

you click the link to switch
certifications for your LWDB.

ich Results

& st of pro ed search. To select a provider, dick on s title.

$ate DpCede Cart Select

ning and education providers

Example of Adding Certification for Multiple Provider
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Important Notes for Provider Certification

The default for certification is “uncertified”: Sites with this local Provider Certification option, will
start as “uncertified” once they are approved at a state level. That means that even though
providers are approved/enabled at a state level, they will show as “uncertified” (as a red x) until
they are certified locally by staff in your workforce area.

Switch Cert for LWDB: Clicking the Switch Certification for LWDB link changes the certification of
the provider, only at the local workforce area associated with you as staff. Another staff member
with the same LWDB will see the change, while others will not.

For example, if you are a staff member, in Florida, for a Miami LWDB, and you toggle a provider
from uncertified to certified, other local staff in the Miami LWDB would also see it a certified.
Local staff in the Tallahassee LWDB will see it as uncertified, until local staff in that LWDB certify
the provider.

A Provider Certification affects all their Programs: If you decertify a provider, it will also
automatically decertify all their programs, for your workforce area. You should consider selecting
each provider separately, if you want opt out of all their newly-added programs.

If you certify provider, it will automatically certify all their Select each provider to opt out of particular programs
WIOA approved programs, as well. You will have to “
decertify (opt out) of individual programs, by selecting

the provider, to see the Program Certification list for the program. They you can decertify specific
programs. A confirmation box will indicated this when you click the link to decertify programs.

Providers must have WIOA-approve programs to display in the list: Providers that are created
and approved as providers will not show in the Provider Certification Tabs until at least one
program for them is a WIOA-approved program.
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‘ Chapter Contents

Changing Program Certification Locally ...........ccccooiiiiiiiiiiniiciieee,
Important Notes for Program Certification ..............cccoovieeiiieniieiiiennn.

As mentioned in chapter 10, for Provider Certification, the Manage Providers component lets authorized

staff identify providers as WIOA Eligible Training Providers, at a state

level, adding them to an Eligible Training Providers List (ETPL).
Authorized staff can also create, modify, and approve the programs
for those providers’ WIOA Eligible programs. Typically, when staff
approves these WIOA Eligible programs, they are certified as WIOA-
Eligible programs for state and local use.

However, depending on your state rules, site configuration, and staff
privileges for the Managing Providers options, you may also see
separate options for Provider Certification and for Program
Certification (as shown at right).

These options let non-state staff Opt In or Opt Out of specific
programs’ certifications at local levels. In other words they can view
and switch existing certifications for LWDB, and Opt In or Opt Out of
individual program certifications at local LWIA levels.

If you have this ability, then when you access the Manage Providers
fly-out menu options, the options will include access for Provider
Certification and Program Certification.

E Services for

Workforce Staff
Create a Provider

Manage Individuals

Assist a Provider
Manage Employers

Manage Program
Manage Resumés | Reapplication

Manage Job Orders Provider Certification

Manage Labor Program Certification

Exchange
Create a Provider User

Manage Activities —.—1
J

9

Manage Providers

Manage Case
Assignment

With the Program Certification option, local staff members (not state staff) can view a list of approved,
approved, WIOA-eligible programs. Then, although these programs for a provider are WIOA-approved at
the state level, the staff can opt-in or opt-out of a certification for the program at the local level, for the

local workforce region associated with that staff member.
Note:

The screens for certifying programs will operate in the same manner as they do for providers.

You can review chapter 10, Provider Certification (Opt In/Out) for more on how provider

certification is related.

Changing Program Certification Locally

Staff (other than state staff) who have privileges for local certification can open a search screen to view
available programs. From the list of displayed programs, they can select programs whose certification
they want to change, and then switch the certification for those programs for their LWIA.

P To Change a Program’s Certification:

1 Select Manage Providers » Program Certification from the Left Navigation menu.
Two tabs display to let you see programs in one of two ways: by search criteria or by an

alphabetical listing.

2 Use either method to display a Programs Certification Listing that includes the programs whose
certification you want to switch (as shown in the following figure).

111
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You may enter any combination of search eriteria below. When you have completed enarch creda
information, elick the Search button, E Q I.E. l I . tinu
Program Certification Search Criteria
Area [dick to change): Morth Carpling
Area (cli hange): orth Caroli :
Area (click t2 change) tath Caraling Select a character below to see programs in the system that begin with that character.

Program Classification:

| Ay Group bl |

| Ssiectanesits oo §

Program of Study Leads To: I An industry-recognized certificate or certification - I
Accoynting Technology G5! LM Business and Durham NC 13208200, 43303100 *
e Technical Schaal

Maximum Total Cost: NE

. - ancient Studies & Cultural  Frieda Brick & Ba Raleigh  NC 119159901, 11919904,

Program provides training for BnaenLiudiet & LUMUGL - FredaBack & Eangs oy ¢ .

Geaan Jobs? Cometics Institute 19305100

AOEN JODS! L NC

Day or Night Classes: noient S1ud Cyltursl  Frieda Brick & Bangs Raleigh NC 11919901, 11919904, 3
Coemetics Institute 19309100
- NC

Add indicatar for programs

recently added within the past: qwitch Certification for LWDE

i Conar
- P 1
omorn ]

Example of the Two Program Certification Tabs

= Program Search tab — lets you select or enter search criteria to find and list programs
matching the criteria. This can include searching by:

+ Area: This lets you select the area type of area, and then use a drop-down to select a
specific area. For example, select Workforce Area and then Durham County WDB.

+ Keyword: A word used in the program’s name. E.g., the word accounting may find many
programs, while a larger name of accounting technology, along with other criteria, may
only find one program.

¢+ Program Classification: A drop-down list lets you limit results to an ownership
classification, which is a Classification of Instructional Programs (CIP) code. The drop-
down list the program codes.

Note: There is also a Select program classification link, which opens a separate window,
with tab/tools that can be used to find the appropriate classification. This is the
same tool used elsewhere in the system for selecting a CIP code.

¢+ Program of Study Leads to: A drop-down [, I
. o ny Qualification
list lets you limit results to one of the types An industry-recognized certificate or certification
of certification, license, degree, or diploma :ﬁﬂ”i"catﬂ of c?mg‘;tict: O;ta': aPPfelm"dceshiE ol @ .
that the program Wl” Iead tO, ThlS |S based ICENsE recognize: Yy the >tate involved or the Frederal avernmen

An associate degree

on the same sections that are used as part A baccalaureate degree

of a program’s creation and approva| A community college certificate of completion
. ’ . A secondary school diploma or its equivalent
¢+ Maximum Total Cost: A drop-down list Employment

F H A measurable skills gain leading to a credential
lets you limit results to a maximum cost for A measurable skills gain leading to employment
the program.

+ Indicator for programs recently added within the past: A drop-down list lets you limit
results to an added program within a recent time frame — 1 week, 2 weeks, 3 weeks, 1
month, 3 months, 6 months.

= Program Listing tab — lets you select a provider from a list of providers that is sorted
alphabetically.

3 From the displayed program listing, check boxes in the Select column for programs to be
switched.

4 Click the Switch Certification for LWDB link.
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(Insert for v16.3) Program Certification (Opt In/Out)

The certification for the selected programs changes in the Cert column (uncertified, a red x, will
change to certified, a green check mark, and vice versa) .

Program Frosam
search L

Program Eroanm

[ET
Seatsn ] T Stalus will toggle when

] \/OU click the link to switch
Prhucims Sk G I et lece ‘ certification for your LWDB.

Results View: S4

ct a provider, click on it's title,

Program Namg Program Leads To Proviger Nameg oy
GSILMBuunessand  Duham  NC 13208200,
Techeieal Schoel PRI L
NC
Accounting GEI LM Butiness and  Durham MO 13208200, x
vy-recogeized cerdficale  FredaBrkk & Bangs  Falgh MO 11919900, x 2 Technalogy Technical Schoal 43302100
e k¢ e 181000, - M
college certicate of compbetion 19309100
o gustry-secogrized and  Frieda Drick & lamgs  Ralaigh  NC 11819901, -
5 TR CRMSATACHIORCMY S Aol M. * = © i callege Institute RMEIE]
= certificate of completion NC 19309100
[ teei e wgh M 10 A Cméma Produdion  An industry recognized 51 CinemaTechnical  Maleigh  NC
NE Point 1501100, Cangams for IMAY centificate or certification NE
185105100 = D
g Anindusty-recogeited teftficale  Freda Brick & Bingi  Raleigh MO 30S0MI0 = = Computer Hetwork 1T Technical Instste High NC 11302100, x
or certification Institute 39506100, Sustems o ME Bt 15401100,
e ETEEE) -
v Cosmetology Training  An industry-recognized Frieds Brick & Bangs  Raleigh  NC 39501200, -
[Ecginning! certificate oF certification  Institute 39509100, g
an o1 LYDR - NC 20509400

St Cesticato
| Change search criteria |

| Change search criteria |

Example of Adding Certification for Multiple Provider

Important Notes for Program Certification

The default for certification is “uncertified”: Sites with this local Program Certification option, will
start as “uncertified” once they are approved at a state level. That means that even though
programs are approved/enabled at a state level, they will show as “uncertified” (as a red x) until
they are certified locally by staff in your workforce area.

Switch Cert for LWDB: Clicking the Switch Certification for LWDB link changes the certification of
the program, only at the local workforce area associated with you as staff. Another staff member
with the same LWDB will see the change, while others will not.

For example, if you are a staff member, in Florida, for a Miami LWDB, and you toggle a program
from uncertified to certified, other local staff in the Miami LWDB would also see it a certified.
Local staff in the Tallahassee LWDB will see it as uncertified, until local staff in that LWDB certify
the program.

A Provider Certification affects all their Programs: If you certify a program, and you or another
staff member in your same LWDB decertifies the provider, it will also automatically decertify all
their programs, for your workforce area.

Conversely, if you or other staff in your same LWDB certifies the provider, it will automatically
certify all their WIOA approved programs.
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12: Creating a Provider User

‘ Chapter Contents ‘
Staff RegiStering @ ProVIAEr USEK ........c.uiiiiiiiiie ittt ae e e saee e nnne e 12-1
Next Steps After Staff REGISTErS the USEE .........ii it 12-3

The steps for staff creating/registering a provider user are the same as those for the user registering
themselves. However, staff will usually check to ensure the institution exists before creating the provider
user.

Staff Registering a Provider User
When staff create a provider user they will:

e (Goto Manage Providers » Create a Provider User.
e Follow the same steps as a provider user would follow in their registration.

Note: The staff member should verify the provider institution exists before creating a provider user
that will be associated with the institution. Normally the institution is created first.

Depending on system configuration, staff registering for the provider user may receive a
prompt to indicate if they also want to e
create a new institution account at the

end Of the user reglstratlon, Staff Wl” ?:1;::s\tf\;ztr‘zrl:seexri\:,t‘.:rgv::?;::l;.an educational institution (school, university, etc) and wish to be added to
Often Create the InStItUtIOﬂ flrst, and HEVJ ::’[r;ur:f:fe,:: i:;ti\ct::;f:ran educational institution (school, university, etc) and need to create a
enable the provider user immediately

following their registration.

To create a Provider User:

1 Create a unique User Name that falls within the guidelines noted.
2 Create a Password that falls within the specific guidelines as noted in the text next to the field.

*User Name: GSIFEDT789
*Password: eesserrene
Very Strong!
*Confirm Passwold% ssssssse
*Security Question ‘Whal is your mother's maiden name? \
*Security Question Response: Mary
P E—— Be sure to confirm the user |
*Federal Employer ID No: or Social 234567 name and password Wlth
Security Number: the provider user, who will
Type of Identification: © Social Security Number need them to loa in.
® Federal Employer Identification Number
*Institution Name: IFredua Brick & Bangs
Institution Code/BPA# (if you are a TN123
current provider):
W

Provider User Registration Form (top)
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Note:

Confirm the Password by typing it again in the textbox.

Choose a Security Question from the drop-down list.

Enter a Security Question Response.

Enter a Federal Employer ID or Social Security Number and select the Type of Identification.
Enter the Institution Name.

If the provider user who is registering is associated with an existing institution, enter the Institution
Name, Code/BPA # (if known), and select the Institution Type from the drop-down list.

Enter the Primary Location’s address in the Institution Primary Location fields.

Enter the provider’s primary contact person’s title, name, and contact information in the Contact
Information section.

pa. Institution Primary Location

*Address 1: 423 Mash Bhva
Address 2: |
*City: Jantioch
*State: Tennessee )
*Zip: IW [Ene B coa
T
Salutation: Mr. il
*Title: [school Administrator
*First name: b IRabert
Micldle Initial: [
*Last Name - (include suffix e.g. Jr, 5r, ISrmlh
PhD, etc):
*Contact Phone Number: |7— l— l— Extl—
Cell Phone 11
Contact Fax Phone Number l— l— l—
Email Address: I
Preferred Notification Method \Intemal Message
Institution URL: |
Create Email Account Read Our Email Security Policy

Provider User Registration Form (bottom)

Click the Save button to save the registration form.
A Welcome message displays indicating that the registration was complete.

Once a staff member =D

performs the reQIStratlon for Thank you for registering. Your access request will be reviewed and you will be contacted once your information
the prOV|de|’ user, and the has been verified. Once your access is approved you will be able to add and maintain your institution's programs.

For assistance please contact the Department of Labor at 615-741-1031
Welcome message P "
d. |a taﬁ . or Toll Free at 1-800-255-5872.
isplays, staff is
automatically assisting the
provider user.

Staff still needs to enable the provider user. They can immediately go to Manage Providers
» Assist a Provider,( or click on the Provider User’s name in the Currently Managing group at
the top of the left nav menu), to find and enable the provider user who they registered.
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Next Steps After Staff Registers the User

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

The basic steps for staff to enable a provider user (after they create a user) are:

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 patrtial Institution
name).

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

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

For more details, see the topic, Enabling a Provider User’'s
Access, in chapter 7.

For more information about registering as a provider user, you can also access training
videos in the Learning Center, such as a training video on the Registration Process.

Search Made

Search For Providers ® Provider Users

User Access Status:  [Pending Access| v

User Masme: :
Pronider Liser Information

stituion: Frovider Username:  GSIFRIEDAREP1043

First Name: Institution Mame: Frieda Brick B Bangs
Institution Code/BFASTN12

Last Mase: stitution Code/BPAS 1284

Pravider FEID:
Email:

Phone:

Contact Name: Vidal Sasoon
Current Access Hights
Access Rights Date:

| Wiew registration | Resed Provider User Information )

T

L gl Ly

Institution Access [Frieda Brick & Bangs

*Aecess Rights:
*Comments

hange of courses, to ‘

hedp ensure certificatan is met
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13: Viewing Provider Reports

‘ Chapter Contents ‘

Provider Reports (fOr STAff) .......ooiiiiiii e 13-1
Eligible Training (CRS) REPOIS .......cviieieieieieieteste ettt et et et et e te st e aesaesaestestessestessestestessestentesaeneas 13-1
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Provider Reports (for Staff)

The Reports section available to staff contains Provider Reports under the Detailed Reports area; these
reports are divided into two categories — Eligible Training Provider (CRS) Reports, and general Provider
Reports. The access screen looks similar to the following example. Staff with questions on other reports
may wish to consult the latest edition of the Virtual OneStop Staff User Guide.

Provider Reports

Provider

Display Provider Reports

Detailed Reports Screen — Provider Reports Section

Eligible Training (CRS) Reports

The Eligible Training Provider Reports are divided into seven different categories: by Program, by
Programs Status, by Provider, by Provider with ETPL Applications, by Program Performance, by Program
Summary (with locations), and by Program Contact. The menu screen looks similar to the following
example.

Eligible Training
(CRS):
TAdvanced
+ by Program + by Program Performance
+ by Program Status + by Program Summary (with Locations)
+ by Provider + by Provider Contact
+ by Provider with ETPL Applications

Provider Reports Screen Categories — Eligible Training Provider Reports
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For more information about use of these CRS reports, you can access the training
video in the Learning Center, or click this link to start the Eligible Training
Provider (CRS) Reports video.

By Program Reports

Click on the by Program link in the Eligible Training Provider (CRS) category. Most of the information for
this report is taken from general information entered pertaining to a provider’s programs.

When the screen refreshes, staff can select a program by location, LWIA/Region, institution type (Two-
year University, Public Adult School, etc.), provider status, provider name, whether it is a youth provider,
program status, state approving agency, state approving agency status, and provider certification.

The filter screen appears in the following example.

State: |Florida V|
Provider/Program

Closest |None Selected V‘
LWIA/Region:
Institution Type: |None Selected V
Provider Status: ® aActive O Inactive O All
Provider Name: MNene Selected ~
Youth Provider: Oves O Ne ® an
Program Status: ® active O Inactive O all
State Approving |None Selected b
Agency:
State Approving Mone Selected hd
Agency Status:
Provid -

rov_l.er ® all (_} Certified Only
Certification:

Sample By Program Report Filters

Click the Run Report button located at the bottom of the screen. The report will appear based on your
filters. You can save this report in XML (file with report data), CSV (Comma Separated Value), PDF,
Excel, or Word formats. You can also email the report by clicking the Staff Email Search export button.
The following is an example of a by Program report.
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Viewing Provider Reports

Staff Email Search IQ‘
H 4 ofs b Pl @& -
| XML file with report data | _ -~ N
| —— i Eligible Training Providers — By Program - Summary
C5V (comma delimited) i
N Program Staus: Active
PDF Youth Provider: All
Excel Provider Certfication: Al
< < Word . . . . . . . ~ .
State State
Approvin Approving
Provider Program a Agency Program Completion Credential Lwia
Provider Name Code Program Title 1D CIP Code CIP Title Agency Status Service Type Level Type Duration Total Cost Certified
. . Board of PS - Approved
Belleview Culinary Science/Culinol Bachelor’ 1
Seleview, 434344 Culinary Ats 101|167 120509 uinary Seience/Culinology Cosmetology/Barber | Approved | Provider Training - o' | BABS Degres $1355.00  Yes
University. (NEW) § Degree SemestersTerms
Examiners ma
] ] i Board of PS - Non-TA Gecupational
Bobby's Culinary Cooki .
Bobbs Guinany. |15, Cookingschool |, 120500 ing and Related Culnary | ¢ vt oiogy/Barber | Approved | Occupational Skills certficate or |10 Weeks 600000 Mo
School Salad Prep Arts, General. § : =
Examiners Skills credential
e HVAG ::;"";' Hﬁ::“"m"“"'"g ™ eard of Oceupational
R AC training 32 150501 g Cosmetology/Barber Approved | Not Applicable Skills cerfificate or |16 Months $15000.00 Mo
School Technology/Techin , ,
Examiners credential
o Ancient Studies PS - Approved " !
E::‘:m TN1285 | & Cultural 901 450204 | Gultural Anthropology. (NEW) Provider Training - ;sf;ms gl:ﬁ:‘ia;"::i 0 Weeks 527000 Mo
et Gosmetics ma d
. Gosmetology Cosmetology/Cosmetclogist, | Board of PS - Approved e
Frieda Brick & Associat 0
ﬁ TN1285 | Training 821 120401 | General Cosmetology/Barber Provider Training - D:“; e eamestoraTams| $460090 | Ho
gands (Beginning) Examiners ITA 9
o Gosmetology Cosmetology/Cosmelologist, PS - Approved i
Erieda Brick & Certificate < 1 0
CredaBiek® 1285 | Training 820 120401 | General Provider Training - | oAt € $12400.00  No
Bangs fliy year Semesters/Terms
[
4_—___
1 Comput
Computar Pr m:):r:r[mng«‘Pm rammer, PS - fipbro Bachelors
GSI ETPL Provider | GSI2018U | Programming | 841 110201 o g " Provider Training - 0Weeks S1050.00  No
" General Degree
Basics ma
. ) PS - Approved )
Elect Elect Apprenticeshi
GSIETPL Provider GSI2018U | ooroan 9 460302 ectrician Provider Training - "0 o oeS P e 0 555000 Mo
Apprenticeship i Programs.
Comput
\Web Pr m:):r:r[mng«‘Pm rammer, PS - Approved
GSI ETPL Provider | GSI2018U | Programming | 843 110201 G:fer o g " Provider Training - 0 50.00 Mo
Agprenticeship : A
Accounting
) . PS - Approved o
GSI ETPL Provider | TNGSI0001 | Accounting 5 soozgz | TechmologyTechnician and Provider Traning - 5502 4 sio1s 00 |ves
1028 Technology Bookkeeping i Degree: Semesters/Terms
Entrepreneurship/Entrepreneurial | Tennessee Higher PS - NonTA e
GSI ETPL Provider | TNGSI0001 Associat 4
GSIETFL Provider | Entreprencurship| 485 520701 | Studies. Education Approved | Occupational SOCIAlES | AAAS Degree 5995000 Mo
1028 ton . Degree Semesters/Terms
Commission Skills
Provider Name Provider Program Title Program CIP Code CIP Title State State Program Completion Credential Duration Total Cost  LWIA
Code D Approvin Approving  Service Type Level Type Certified
a Agency
Agency Status
Total Rows: 270

By Program Status Reports
Click on the By Program Status link in the Eligible Training Provider (CRS) category. Most of the

information contained in this report is gleaned from staff information as it pertains to the current WIOA
eligibility status of any given provider program. The report will generate results based on the Type of
Program Status: Not Reviewed, Eligible, Rejected, On Hold, Recommended, Re-applied, and Elected to

no longer participate.

When the screen refreshes, staff can select a program by format (view by Group Format or Column
Format), location, LWIA/Region, institution type (Two-year University, Public Adult School, etc.), provider
status, provider name, whether it is a youth provider, program status, state approving agency, state
approving agency status, application status (Not Applied For, WIOA Approved, and Applied For),
application review status (Elected to no longer participate, Eligible, Not Reviewed, On Hold, Re-applied,
Recommended and Rejected), eligibility type, reapplication status, and provider certification.

The filter screen appears in the following example.
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Viewing Provider Reports

Report ® Group Farmat () Column Format
Format:

State: None Selected v

Closest |None Selected V‘
LWIA/Region:

Institution |None Selected V‘
Type:

Provider ® active O Inactive O all

Status:

Provider None Selected v
Name:

Youth Oves One ®an

Provider:

Program ® active O Inactive O All

Status:

State [none selected

State ‘None Selected
Approving
Agency:
state
Approving
Agency
Status:
Application
Applied For
Not Applied For
WIOA Approved
Application
Review Elected to no longer participate
Status: Eligible
(Press Cirl 1o select Not Reviewed
multiple rems)
Eligibility None Selacted
Type: Transition Eligibility
Prescrmzees||nitial Eligibility
mukigle tems)

Continued Eligibility .

Reapplication None Selected v

Status:

Provider

@® Al O centified Only
Certification:

Apply Date ® Ne O ves
Filter:

Run Report

Provider/Program

v
L gt \_/
W

By Program Status Report, Criteria/Filter Screen

Click the Run Report button located at the bottom of the screen. The report will appear based on your
filters. You can save this report in XML (file with report data), CSV (Comma Separated Value), PDF,
Excel, or Word formats. You can also email the report by clicking the Staff Email Search export button.

The following is an example of a by Program Status report.
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The following is an example of the report.

+ Sl B St w
| A kM ¢ EH-
| Eligible Training Providers - By Program Status
Flrpert Fermal Greup Femmal
Program Slahes Ackhor
“Fouth Provides. AN
Papider Carthcaton: 21
Provides Name: Saielity Sorvices Provider Code: TH2 Provider Area: Davidson County
App. App
Prog Complelion | Creste App Review  Review Reviewed Reapp  Respp  Cligibility Expiration  Lsst Cdit
Program Title 1D CIP Cose CIP Title Level Date | Status | Staws | Date By Uate  Status Type Date Date
Massage
Massage. Mot
|| heeamtnacapaine 9 gaser  TemeThemeestc  Cembam il |4, IMM et s Apphed iz ff
Mastage years o . For
| Mawsags =]
| [ herapeuse TheraiTherapeetic  Cenieain 1.7 Nt Agried | Nist
. W s1s0 ey oAz - (™ n;w LTS
Provider Nama: Provider Codn: THE ooy, v firmssieinr Arnac_ Darvidgon County
ip ITA T e —
N X ;p-m}'i'rm 879 |460302 | 07H s . L__ﬁ_
Phiebotormy/Phiebotormist | ot Applied | Not |
| Wrog Complal| 431301 Phicbotomy | 850 (511009 06052018 | - a A
441340 Test Elecirician.
| Appiied
Appreniiceship Not | 890 | 460302 | 0811072018 :: :" !NIA
Registered |
Accounting L
a0 Testhel ooy | szoane ::mdowfremm:m usrrarorg | o Aoeted ot A
Apprenticeship & " For Revieved

| 08102018

Reset Search Criteria / Update Search Criteria

Sample Program Status Report

By Provider Reports

Click on the by Provider link in the Eligible Training Provider (CRS) category. Most of the information
for this report is taken from the institution’s general profile.

When the screen refreshes, staff can select a provider by location, LWIA/Region, provider type (Two-year
University, Public Adult School, etc.), status, provider name, whether it is a youth provider, registered

apprentice and provider certification.

The filter screen appears in the following example.

Florida N

State:

Closest ‘ None Selected Vl
LWIA/Region:

Institution ‘ None Selected

Type:

Provider ® acive O Inactive O all

Status:

Provider Name: ‘ None Selected hd
Youth Provider: Oves O Ne ® al

Registerad O ves ONe @ al
Apprenticeship:

Provid C

rovicer @ al O Certified Only

Certification:

Run Report

Sample by Provider Report Filters
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Click the Run Report button located at the bottom of the screen. The report will appear based on your
filters. You can save this report in XML (file with report data), CSV (Comma Separated Value), PDF,
Excel, or Word formats. You can also email the report by clicking the Staff Email Search export button.
The following is an example of a by Provider report.

Staff Email Search L2J
14 |1 of1 b Pl & -
L\\) Eligible Training Providers — By Provider - Summary
State: Florida

Youth Provider: All
Registered Apprenticeship: All
Provider Cerificafion: All

FIPS
Provider Years In Institution Institution Provider Area |Disabled
Provider Name Code Provider Address Web Address | Business Type Ownership Area Code | Access
Private Business
. 2570 Coral Landings Blvd . Private for profit
3463882 LM Eligibl FLODOOO d Tech I . N,
e Palm Harbor, FL 34654 #ne TSEIMEinstitution °
Schools
- Private Business
346882 LM None 2570 Coral Landings Blvd . Private for profit
346882NoAp and Technical L Yes
Approved Palm Harbor, FL 34554 institution
Schools
. _ Privale Business
346282 Registered 346882RA 2570 Coral Landings Blvd and Technical Private for profit No
Apprenticeship Cnly Palm Harbor, FL 34554 institution
Schools
Public Adult
123 Main St Palm Harbor, FL Schools with Private ofit
AE Provider 1245 et cnoocss wl PIvESTOTRIOM | pycon County (000043 | No
_———--._._____________ occupational institution
NF h%
- 123 Main 51 Palm Harbor, FL
5i Test Registration |0 Joionti T ]
R ——
Two-year,
Kevin"s School of 0 123 Main St. Palm Harbor, 1 Technical and Private non-profit No
Tomfoolery FL 34683 Community institution
Colleges
TEST 0 123 Dunedin, FL 34655 Apprenticestip | ot available No
Programs
Provider Name Provider Provider Address Web Address | Years In Institution Institution Provider FIPS |Disabled
Code Business Type Ownership Area Area Access
Code
Total Rows: T

Reset Search Criteria / Update Search Criteria

Sample Provider Report

Click the Select Another Provider Report button to view another CRS report, or click the Return to
Manage Reports button to return to the reports menu screen.
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Note:

At the top of the report screen, you may see a blue question mark and a link, which states: “This

website wants to install the following add-on: ‘MeadCo’s ScriptX’ from ‘Mead & Company
Limited'. If you trust the website and the add-on and want to install it, click here...” Installing this
software is unnecessary, and you can ignore it.

By Provider Contact Reports
Click on the By Provider Contact link in the Eligible Training Provider (CRS) category. Most of the

information for this report is taken from provider user registration.

This report will show all the registered provider users. Provider, Provider Sub-Name, Address, City,
State, Zip, Contact Name, Title, Telephone, Fax, Email and Web Address are displayed if completed in

the Provider Profile.

Eligible Training Providers — By Provider Contact
State: Florida
YVouth Provider: All
Provider Certification: All
Provide Contac
Provider r Location Location Primary Web Primary Contact i Contact Contact Contact
Name Code Name Address Location | Address Phone Name Title Type Phone Fax Email
123 Main 3t HNo Location
AE Provider 1245 AE Provider Palm Harbor, FL Yes (111} 111-1111 | Contact
34685 Provided
2570 Coral Landings -
No Location
348382 LM Bivd
346882 LM Eligible | FLO0D001 o v Yes (888) 835-8888 | Contact
Eligible Palm Harbor, FL Provided
34634
2570 Coral Landings No Location
346882 LM Mone 346852NaAp 346332 LM None | Blvd Yes (588) 555-5558 | Contacl
Approved Approved Palm Harbor, FL Provided
34624 %
346882 2570 Coral Landings No Location
346882 Reistered |, ppyp, |Registered - Bivd Yes (555) 555-5555 | Contact
Apprenticeship Only Apprenticeship Palm Harbor, FL Provided
Only 34634
Provider Provide Location Location Primary Web Primary Contact Title Contac Contact Contact Contact
Name r Name Address Location Address Phone Name t Phone Fax Email
Code Type
Total Rows: 4

Sample by Provider Contacts Report

This report can be saved in XML (file with report data), CSV (Comma Separated Value), PDF, Excel, or
Word formats. You can also email the report by clicking the Staff Email Search export button.

Provider Reports

The Provider Reports under the Detailed Reports section are divided into three different categories: by
Contact, by Providers, and by Program. The menu screen looks similar to the following example.

Provider:

TAdvanced

+ by Contact
» by Providers

+ by Program

Provider Reports Screen Categories — Provider Reports
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Viewing Provider Reports

These reports provide details on providers in general.

For more information about use of these provider reports, you can access the
training video in the Learning Center, or click this link to start the Provider
Reports video.

FAQs

Q: |see three Add buttons on a Provider’'s Contracts tab. When I click the Add button for creating these
contracts, some of them tell me | do not have the correct provider type. Is this a staff privilege | need, or
a problem with setting up the provider institution?

A: If you see the message, then it is a problem with the set-up of Program Services types and Contract
Services types for the provider. A pop-up message should indicate what types are still needed. For
example, to add a new OJT contract, the provider must have the correct profile types for Contract
Services (CS-OJT) as well as Program Services (PS-OJT) set up, in the Provider Type Details area. This
is defined on the Provider Profile, General tab, in the Provider Type Details section (as shown below).

Note that there must also be services defined for the Program Services type (in Admin) in order for
enrollments to occur related to that provider and contract.

mm Provider Type Details
Provider Type Desc

PS - Work Experience
. o ma Provider Type Details
PS - Approved Provider Training - [TA
P OJT I3 Provider Type Details
rd om =--Contract Services {CS)
- Other
TS OdT
PS§- Non-ITA Occupational Skills / F%S - Project
SSE Transportation Y 7 €S - Work Experience
CSk Work Experience El-Program Services (PS)
psl CRS """ ¥ PS - Approved Provider Training - ITA
300 Occupational Skills Training - Approved Provider List (ITA)
L 324 Adult Educ wi/ Occ. Skills Training -Approved Provider List (ITA)
[EditPy o4 i kills Training - Approved Provider List

"~ FOE Career developmen
. FO7 Assistance with JobAWork Rela

"’ ¥ ps-oJt
Contracts need both the | 3010n-The-Job Training
corresponding CS and .| 428 Youth On-the-Job Training
the PS provider types set . 7 pS.Other
for the institution. . 003Se ice Registration
: an On Training Providers, Performance O

Both CS and PS types are needed to add
contracts.
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