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BACKGROUND

Mandated by the Workforce Investment Act (WIA), the Eligible Training Provider List contains a
statewide list of training providers who qualify to receive Individual Training Account (ITA)
funds for their approved programs. An ITA is a voucher given to customers who need training.
The ETPL is designed to provide an all-inclusive listing of all available training to the community,
regardless of their eligibility for WIA funds. Each Local Workforce Investment Board (LWIB) has
the authority to determine what training is listed in the ETPL and eligible for WIA funding as
specified in Technical Advisory TA 06-7.

ITA training services must be recorded in OSOS using an appropriate provider and offering from
the ETPL unless specifically exempted by a State or Federal program. An appropriate provider
in OSOS is identified with an ETP Auto Load or ETP Manual notations.

The current version of the ETPL was launched February 3, 2011. The website address is
https://applications.labor.ny.gov/ETPL/.

ETPL AUTO LOAD INTO OSOS

THE ETPL AUTOLOADED OFFERING

Providers submit on-line ETPL applications for review to their primary LWIB. The primary LWIB
is determined by the geographical area in which the training provider's offering is physically
located by zip code. Out of State providers may select any LWIB from a drop down menu.

No provider will be listed in the ETPL until at least one offering is listed for that provider.

Only offerings that are determined eligible for WIA funding and have the Yes, Funding is
Eligible box checked in ETPL, are auto loaded with the training provider's general, contact and
service information into OSOS. Training offerings that are determined not eligible for WIA
funding by the primary LWIB will not auto load into OSOS.

Funding Options

Funding Eligible Yes, Funding is Eligible Update Eligibility

Check this box if the WIE is willing te fund this offering through WIA or any other funding mechanism.
The course will then be enterad in 0505 and will be listed as currently eligible on the ETP website.

Once approved and determined eligible for WIA funding, the offering is immediately auto
loaded into OSOS.

No data will auto load from OSOS into the ETPL.
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The following ETPL auto loaded data fields are viewable as "ETP Auto load" followed with the
date:

e offering Service Description,
e provider contact info Staff Assigned # DO NOT ALTER THIS DESCRIPTION.
e provider service Description

The ETPL does not populate the offering’s Schedule data fields. OSOS will default to Monday.
Start Dates, End Dates, Total Seats and the Available Seats fields are not auto loaded and
should be left blank to avoid any need to continually create new offerings.

CUSTOMER EMPLOYER

Provider Search Provider Detail Offering Search

Barbering Offering 1D: 106531 @@ 30f3

General Info

— Provider Info
Provider Name | Austin School of Spa Technology |

Senice Categor].r| Training

Senvice T],fpel Ocecupational Skills Training
Semvice Description| ETP Auto load 03/28/2012

— Location — 5]

Location | located in professional offics park =] Start Date | End Date|
Address|355[:ENTHﬁLA‘u’E StartTimel End Timel
| sun. I Mon. ¥ Tue. I wed. [ Thu I Fri. I sat [T

|
|
|
Zip[ 12185 | wiB | Albany/Renssslasr/Schenesl

City | Albany | State | New York
— Additional Info
Cost|=1.00 Total Seatsl Available Seatsl
Description ;I
Sawve Single Save Ongoing | Provider Services | Retum to Search
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THE ETPL AUTOLOADED PROVIDER

The ETPL will automatically populate the training provider’s information in the General Info,
Contact Info and Services tabs.

CUSTOMER EMPLOYER STAFF

Provider Search vidle el Offering Search Offering Detail

Austin School of Spa Technology ID: 74174 1 of 1
LGl Lt Contact info [ Services [ Service Performance | Comments |
— Provider Info — Locations
Provider Status [Actve =] L ocation Name [located in professional offics park
Federal ID (FEIN} | 51-1448822 @Street Address (line 1) | 255 CENTRAL AVE
state D EN[ Strest Address (line2) |
Organization Type | Vocational Techrical =l @City | ALBANY
@Provider Name | Austin School of Spa Technology @ 5tate | New York
Provider Phone [513786-0855 | Bt 1425 ozZip Code[12208
Provider URL | http:/ A austin.edu Location Suﬂ’lxl
Frovider Email Ijoe.mohzen@mildred-elle*,-.edu *WiB I Albary/Fensselaer/Schenectady
— Billing Address Lacation |
@Strest Address (line1) [ 355 CENTRAL AVE [ |located in professional office park =
Street Address (line2) |
@City | ALBANY
@5tate | New York =l
@7Zip Code IW =l
New Locationl elete lioeation | (Sopy, .-'*J:Idressl SHOW, Dele‘fesl

The provider Services Description will be viewable as “ETP Auto load” followed with the date
the offering was auto loaded into OSOS. DO NOT ALTER THIS DESCRIPTION.

CUSTOMER EMPLOYER STAFF
Provider Search ovider Deta Offering Search Offering Detail
Austin School of Spa Technology 1D: 74174 1 of 1
SN Services [ Service Performance | Comments |
— Contact Detail
@First Name [ Joseph Phone [518-726-0255  Ext|1423
wLast Name | Moltzen Fax[5184387946
SRR TR | Email |jos mottzen @mildred-slley adu
I Staff Assigned indicates "Admin, ETP" @Staff Assigned | Admin, ETP Change
| Mame | Location | Fhone | Ext. | Fax | Email |
I [Moltzen, Joseph | [518-786-0855 [1420 [518-438-7946 |joe moltzen@mildred-el[=]
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STAFF

CUSTOMER EMPLOYER

Provider Search Offering Search Offering Detail

Austin School of Spa Technology ID: 74174 @@ 3 of 350 6B

[General Info | Contact Info [ [Comments |
— Service Detail
@Senice Category | Training |

@5envice Type | Occupational Skills Training - | SEMVice I

@Senvice Name | Barbering
Description | ETP Auto load 03/28/201

Services Description indicates "ETP Auto load

Service ID | 93142 | ours | Frogrems |
Total Service Length: Weeks [30  Days | Hours |
OMet Title | | | oret Ties |
CIP Code | |FEFcad: | 1
Category | Senice Type | Senice Name | Description /
I [Training |ccupational Skills Training |Barbering |ETF Auto load 02/28/2012  \

REQUESTING MANUAL ENTRY INTO OSOS

Training that is determined not eligible for WIA funding by the primary LWIB will not auto load
into OSOS.

Secondary LWIBs that desire a provider or offering be available in OSQOS, should contact the
primary LWIB to confirm that an on-line application was received and why approval was
withheld. Depending upon the primary LWIB's response, the secondary LWIB may ask the
primary LWIB to reconsider and approve the offering as Funding Eligible.

Lastly, the secondary LWIB may submit a request with the information required to create the
provider, provider service and offering to the ETP Help Desk at ETP@Ilabor.ny.gov.

The provider or offering will be manually entered by NYSDOL ETPL staff into OSOS with the
notation "ETP Manual" followed by the date of entry in the:

e offering Service Description,
e provider contact info Staff Assigned and DO NOT ALTER THESE NOTATIONS
e provider service Description data fields.

New Non-ITA training providers and some special ITA training, along with course offerings must
be manually entered directly into OSOS. A Provider Module Data Entry and Maintenance user
guide is available and the link may be found in the Resources page. The offering's Schedule

data fields will be intentionally left blank to avoid the need to continually create new offerings.

Do not, under any circumstances, delete or change the Provider information of
another LWIB without their consent and cooperation.
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CLEANING UP DUPLICATE OFFERINGS, PROVIDER SERVICES AND
PROVIDERS

A training provider or course offering that is removed from the ETPL by the LWIB will not be
automatically inactivated or deleted in OSOS. The LWIB should change the Active status of a
provider to Inactive or Deleted whenever a training provider or course offering is removed
from the ETPL and will no longer be available.

Additionally, duplicate training providers and course offerings exist within OSOS with different
ID numbers.

e Whenever a customer service has been data entered, that offering, provider service
and provider will continue to exist in OSOS and cannot be deleted. The customer is
said to be "attached" to that offering, provider service and provider.

e When deletion is not possible, then an offering, provider service or provider may be
inactivated.

e LWIBs must inactivate or delete any duplicate or obsolete training provider and
offering.

e |f an LWIB decides to approve a new offering or provider record through the ETPL
dashboard, it may be necessary to inactivate or delete a current record that will now
become obsolete. Every effort should be made to complete a thorough search of
providers and offerings before approving new submissions from a provider.

e Special permission is required to delete or inactivate any offering, provider service
and provider.

SEARCHING FOR AN OFFERING
Inactivating and deleting requires the user to take sequential action; first with the offering, then
the provider service and then the provider.

First, perform a complete search for the offering using one of the following two methods:

1. When the Offering ID # is known, navigate to the Provider module; Offering
Search window; Quick Search tab and enter the ID number or numbers. Then
click the Search button at the bottom of the screen.

CUSTOMER EMPLOYER STAFF

Prowvider Search Provider Detail Offering Search Offering Detail

o2

Offering ID————————
[ o] 2
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2. When the Offering ID # is not known, navigate to the Provider module; Offering
Search window; General Info tab.

e The LWIB of the user that logs in to OSOS will automatically be populated. If not
correct, then change to the appropriate LWIB or the blank space.

e Enter the exact Provider Name if known. When the exact name is not known, the
first few letters of the Provider Name may be entered or it may be left blank.

e Enter the exact Service Name if known. When the exact name is not known, the first
few letters of the Service Name may be entered or it may be left blank.

e Select the Service Type, if known.

e Click the Options button found in the bottom left hand side of the General Info tab.

CUSTOMER

Provider Search

EMPLOYER STAFF

Provider Detail Offering Search Offering Detail

m General Info m

— Location Start Date Range
WiB I.i‘Jbarr}'.-"Rensselaer.-"Schene;I City I |_From I To I
— Provider Information
Provider Name | Hudson valley comm Senvice Name | Program | =l
Provider Status I.Active "I
Semnvice Type | Service Type |
|_| Frovider Mame |F'rovider ID| Service Name | Description | Frov. Off. ID | # 8vcs | Location |
IC | | | | | | | IC

| 2|

§earch| [_Jearl Detail_l Deletel Print:List | [5chiedule

Options
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e The search result information may be customized by clicking the Options button and

removing or adding the desired data fields.

e When searching for an offering to be deleted or inactivated, it is recommended to
click the # Seeker Services and the Provider ID data fields.

e The # Seeker Services will indicate if any customer has been attached to the
offering. If the search result is a zero, then the offering may be deleted. If the
number is anything other than a zero, then the offering may be inactivated.

e The Provider ID will be used later in the process to search for the Provider Service
and Provider.

o C(lick the Save button to save the search options and automatically navigate back to
the General Info tab in the Offering Search window.

Q Offering Search Result Columns -- Webpage P°

Result Columns (7, 450

Two tabs: Result Columns and Sort Options

_-Service Offering-- [~ wed. I-' ZIP Code I! Lacation City ™ WA Eligible Status
¥ Provider Offering ID|5 =11 Thu, ™ Provider Phone I™ Location State ™ CIP Code
I Provider ID [z =/ Fri. [ Ext. I Location ZIP Code [~ O*Net Title
¥ Location [7 =] sat I Provider URL ™ Location WiB " Delete?
™ Provider Service ID ™ Description ™ Provider Email ™ Lecation Delete? ™ Senice Modify Time
™ Cost [~ offering Madify Time I™ Organization Type I™ Location Mod Time
[ Start Date ¥ # Seeker Services |5 | T Provider Status —-Provider Service--
[~ End Date --Provider Information—- | [ Staff Assigned I semice Type
[~ Start Time ¥ Provider Mame I‘I <1/ Frov Greation Time ™ Semice Category
™ End Time ™ Federal ID (FEIN) ™ Prov Madify Time ¥ Service Name [ =]
™ Total Seats ™ State ID (EIN) —Provider Location-- W senvice Description[¢ =]
[~ Available Seats [~ Address 1 ™ Location Suffix ™ Training Credit Hrs
[ Sun. [~ Address 2 ™ Location Mame ™ Hours
™ Wen. [ City ™ Location Addr 4 T Days
[ Tue. [ State ™ Location Addr 2 [ wee

Provider Name Provider 1D Service Mame VieW Of the SElectEd column headers I
1 —
Save Show Defaults | Cancel |
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e The search screen will become visible with the customized data fields that were
selected from the Offering Search Result Columns - - Webpage Dialog.

STAFF

CUSTOMER EMPLOYER

Provider Detail Offering Search Offering Detail

Provider Search

1-1250f125 ®®

m General Info @

— Location Start Date Range
WiB |PJbarr}'.-"Rensselaer.-"Schene;I City | |_Fr0m | To |

— Provider Information

Provider Name |[Hudson Valley Community | Service Name | Program | =]

Provider Status I.-%:tive vI
Senice Type |:I Customized Search Result Columns ! Service Type |

[ Frovider Mame Provider 1D Senice Mame Description Prov. Off. ID | # Sves| L
[T | Hudson Valley Cemmunity C| 41425 Z4-credit Hour Pragram Z24-credit hour completition equy 96712 2

[ | Hudson Valley Community C| 19489 AAS-Computer Information Systems 21377 27

[ | Hudson Valley Community C| 19489 AAS-Computer Information Systems 31431 7

[T | Hudson Valley Cemmunity C| 19489 AAS-Computer Information Systems 21378 2

[T | Hudson Valley Community C| 19489 Adolescent Education - A2, Program| Associates in Science in Adoleg 91475 G

[T | Hudson Valley Coemmunity C| 74020 AEE Cerfification for Energy Auditors | ETP Auto lead 07/09/2013 106657 ]

I-I Hudenn Vallay & ammuonite & FAQ020 LAFE madifiratinn for Enarme A.llrlillnre ETP &iutn lnad OF7MNOMPN0172 ANR218 n

4 »
Optionsl Search I [_Jearl et I Deletel Print List | Schedile

DELETING AN OFFERING

e Select the check box to highlight the offering to be deleted. Only one offering may
be deleted at a time.

e With appropriate OSOS permissions and if no customer is attached to the offering,
the Delete button will become accessible. The number of customer services
indicates if any customer is attached to the offering.

e C(lick the Delete button and then the Save button.

e |f the Delete button is not accessible, follow the directions for inactivating offerings.

[ Provider Name Provider ID Senvice MName Prov. Off ID | # Svcs Description Loca

1 FILSUTT v Iy W UTTTTTTLTTIY [ =] FIidrTidiy TeLrmeidrt JULUT 1 U T urelid TUUTTnp Fudsurt v aire
[T | Hudson valley Community 4 19489 Radioclogic Technology - AA.S| 96852 1 Gradyates of this 2 year p| Hudson Vallg
[T | Hudson \.-EI||E)- CDIﬂIﬂLIHIh 2128 Respiratory Care Training F'm 84141 7 i 2 s =

| 50 Vz ( 19489 rstem : iate 108628 |0 # of customer services

- Huu:lsun Valley Community § 184588 System and Netwnrlf Associat] 80735 1 Wm—
[T | Hudson Valley Community § 2128 Weh Page Design and Develo| 32229 5] Weh Page Desian and Dg Hudson Vallel
[T | Hudson Valley Community § 2128 Windows 2000 MCSE 21401 4 Cerification program for 4 Hudson Valle|
q | 2l
Optionsl Search I Qearl Dietail I Dielete Delete

0OSOS Guide - ETPL -9- 8/20/2013




>0

One-Stop Operating System

DELETING A PROVIDER SERVICE AND PROVIDER

There are two ways to search for the Provider Service and Provider:

1. The Provider ID number may be entered into the Quick Search tab when the
number of provider services is zero (0).
2. Enter information into the data fields within the General Info tab.

Using the Provider Search ID number is the easiest and most accurate. The number may be
located during the offering search:

CUSTOMER

Provider Search

EMPLOYER STAFF

Provider Detail Offering Search Offering Detail

1-340f34 0B
GeneralInfo. ((1777,)
— Location Start Date Range
WIB I.-'-‘Jbarr}'.-"Hensselaer.-"Schene;I City I |_Fr0m I To I
— Provider Information
Provider Mame | Hudson Vallsy Senice Name | Program | =l
Provider Status |.£J:tive vI
Senvice Type | Service Type |
[ Provider Mame Pravider ID Sernvice Name Prov. Off. ID | # Sves Description Loca
1 FILUUS U v dITEY W UTTITTTLTITEY [Fi=] FIiarigly TeLimeidr UL I T TIALT urelia TUUTTT T LA Urn v aire
[ | Hudsan Valley Comjggunity § 19489 Radiclogic Technology - AA S| 95852 1 Graggetes of this 2 year p| Hudson Valle:
[ NG {2128 Respiratory Care Training Pra{ 84141 7T g~k
| Provider ID # 19489 [ System and Network Associaty 108628 |0 Zero customer services I
r Wﬁf 19489 System and MNetwork Associat{ 807385 1 - v
[T | Hudson Valley Community § 2128 Web Page Design and Develo| 32229 ] Weh Fage Design and Dg Hudson Valle|
[ | Hudson Valley Community § 2128 Windows 2000 MCSE 21401 4 Certification program for ¢ Hudson Valle|
4| | 2l
Optionsl Search I Qearl Detail I Deletr:l Prnt List | Scheduls
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Navigate to the Provider Search window; Quick Search tab and enter the Provider ID number

Click the Search button.

CUSTOMER

EMPLOYER STAFF
Offering Search

Provider Detail Offering Detail

Quick Search [0 1)) m

Provider ID—————————
I Provider ID # ID 1 [13283 =

o2
o3[

=
m Search I C_Jearl et I WElete Selection | Bt List I Commerds' C-:rrespond' Show Cu:-rrtacts' New I

The second method, when no Provider ID is known, requires the use of the General Info tab.

e Navigate to the Provider module; Provider Search window; General Info tab.
e Enter the WIB.

e Enter the Provider Name from the offering that was just deleted.

CUSTOMER

EMPLOYER
Offering Search

STAFF

Offering Detail

Provider Detail

General Info m
Statusl.hmive vI

wiB I Albany/Rensselaer/Schenec =
Provider Name | Hudson vallsy comm Organization Type | =]
Cil]-'l Federal Provider ID (FEIN)l
Senvice Category| =l State Provider 1D (EIN)
Sernvice Type| | Service Type |
CIP Code| | cipcode |
|_| Fravider ID | Frovider Mame | City | Created | Offering Ct |
O] | | | | =
I
Options C_Jearl et | [ElEtE SelEction | Frinit st | Lomments | Cu:.rrespc.ndl Stiow Cantacts | New |
e Click the Options button and remove or add the desired data fields.
°

It is recommended to include the Creation Time and Offering Count.

0OSOS Guide - ETPL
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o The Creation Time will indicate which Provider Service is the most
recent. The older duplicate Provider Service is usually the one to be
deleted.
o The Offering Count will indicate if any customer has been attached to the

Provider Service. If the Offering Count is a zero, then the Provider
Service may be deleted.

9 Provider Search Reszult Columns - Webpage Dialog

I{sort Options

--Provider Information-- |~ Address 1 I Provider Phone I Provider Status
¥ Provider ID [ =" address 2 [ Ext. [ staff Assigned
¥ Provider Name |2 ~1| ¥ city |3 <1/ Provider URL ¥ Creation Time |5 =
™ Federal ID (FEIN) ™ state ™ Provider Email ™ Modify Time
[ state ID (EIN) ™ ZIP Code ™ Crganization Type ¥ offering Count [¢ =]
FProvider ID FProvider Mame City Qffering Ct Created

I Save >Save| Show Defaults | Eancell
v

e Click the Save button.

e Clicking the Save button to save the search options and automatically navigate back
to the General Info tab in the Provider Search window.

e Click the Search button in the Provider Search screen.

e The search screen will become visible with the customized data fields that were
selected from the Provider Search Result Columns - - Webpage Dialog.
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CUSTOMER EMPLOYER STAFF

Provider Search Provider Detail Offering Search Dffering Detail

1-140f14 @
Status|Active =] WiB| =l
Provider Name | Hudson Vallsy Comm Organization Type | ~]
Cit].r| Federal Provider ID (FEIN}l
Senice Category| =l State Provider ID (EIN)
Senvice T],rpe| | Service Type |
CIP Code| | cipcode |
| Provider ID Provider Mame I-I_%K | Offering Ct Created |
I | 77865 Hudson Valley Community College | Zero Offerings o 07/25/2013 =
| 27871 Hudson Valley Community College e 1 110172002
| 27792 Hudson Valley Community College Troy 3 09/23/2002
[ | 41425 Hudson Valley Community Caollege Tray 2 1012112004 1=
[ 21699 Hudson Valley Community Caollege Tray 1 05/16/2002
[ | 19489 Hudson Valley Community Caollege Tray 12 0211942002
[ | 25683 Hudson Valley Coghmunity College Tray 3 06/2912002
Options | 5 Search ElEcton | Print List I Eomments | omespond | Show Contacts | New I

e The Provider may not be directly deleted when the Delete Selection button is visible
and the offering count is equal to zero. The offering count indicates that there are
no customers attached to the provider in any offering or other provider service. All
provider services must first be deleted.

e Select the check the box to highlight the provider that is associated with the
Provider Service that is to be deleted. Only a single provider may be selected at a
time.

e Click the Detail button to navigate to the Provider record.

| Provider D Frovider Mame | it Offering Ct Created
L REETednaes s Offering Count is zero 0 07/25/2013

[ | 27871 Hudson Valley Community College ey 1 11/01/2002

[T |27792 Hudson Valley Community College Troy 3 0923/2002

[ | 41425 Hudson Valley Community College Troy 2 1002112004

[T | 21689 Hudson Valley Community College Troy 1 08162002

[ | 19489 Hudsan Valley Community College Troy 12 02M8e/2002

[T | 25683 Hudson "v"alleyﬁmml.lnity‘ College Troy 3 06/29/2002 LI

— | saamn Ee—— ren s v b o L v | !

Options | Detail Detall | Delete saedianQ:te Selection button is visible I

e Click the Services tab in the Provider Detail window.

e With the appropriate OSOS permissions and if the Offering Count is zero, the Delete
Service button will become accessible.

e Click the Delete Service button and then the Save button.
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CUSTOMER EMPLOYER STAFF

Provider Search Offering Search Offering Detail

Hudson Valley Community College ID: 77865 1 of 1
(General info | Contact info | Ltk [Comments |
— Service Detail
@Sernvice Categorﬂ Training |
@Senvice Type | Occupational Skills Training | Service |
@3envice Name h and Network Associate Certfiicats @14 Eligible Status | Not spproved =l
Description I Cerificate - System and Metwork Associate
Senice ID | 101213 | Training CreditHours [~ Programs |
Total Service Length: Weeks | Days | Hours |
O*het Title | | | OMet Tiles |
CIP Code| | cipcode |
Category Senvice Type Service Mame Description

[ | Training Occupational Skills Trainin Systern and Metwork Associate Cerifl Cerificate - System and Network As i

I Delete Service Delate Service I Frirt Service I Mew Offering I Shiow Deletes
Save | Print | Retum to Searchl Comments |

e [f all the Provider Services have been deleted, then the Delete Selection button will
become accessible. Click the Delete Selection button to delete the provider record.
e There is no need to click the Save button.

1 Provider D FProvider Name City QOffering Ct Created

[ | 77865 Hudson Valley Community College 0 07252013
[ 27871 Hudson Valley Community College Troy 1 11/01/2002
[T |27792 Hudson Valley Community College Tray 3 09/23/2002
[T | 41425 Hudson Valley Community College Troy 2 1002172004
[T | 21688 Hudson Valley Community College Troy 1 0aMer2o02
[T | 124889 Hudson Valley Community College Troy 12 0zHatzo02
[T | 25683 Hudson Valley Community College T 3 0aGr2a/2002 Ll
— A AT

AA AN L hiardmmem S im0 imimamem n pam i T L m | | 4
Optionsl Search I C_:learl Detail I Delete Seledion{ Delete Selection IShow Contacts | New |
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DELETING PROVIDER LOCATIONS

To delete a provider location from multiple locations but keep the provider:

e Place a check in the box next to the location to be deleted.

e Click Delete Location and then the Save button.

If the Delete Location button is grayed out, the location and the provider cannot be
deleted and must be inactivated.

Deleting a provider location requires the user to:

Place a check in the box next to the location to be deleted.

Click Delete Location and then the Save button.

If the Delete Location button is grayed out, the location and the provider cannot be
deleted and must be inactivated.

— Locations
@l ocation Name | Miagara Fallz Tourst Bureau

@3treet Address (Iine1:|| Lundy's Lane
Street Address (line2) |
@City | Nizgars Falls

@State | New York =l
#Zip Code [12201
Location Suffix |
@WIB | NYSDOL -CO =
Location |

[ |Miagara - Trott Access Center ;l
[T |Lockport Satelite Office
|

Miagara Falls Tourist Bureau

I Delete Location Delete Location | Copy Address | Show Deletes |

DELETING A PROVIDER

e Select Deleted for the Provider Status.
e Add “zzzDNUzzz” to the beginning of the provider name and click Save.
e Click the Save button.

CUSTOMER EMPLOYER STAFF
Provider Search 0 Offering Search Offering Detail
r{izlE‘lf-El‘zzzHudsnn Valley Community ID: 77868 1 0f1
L Contact info [ Services [ Service Performance | Comments |
Info Locations
[ Deleted Provider Status [Delsted =] L ocation Name [Hudson Valley Community Colege
Federal ID (FEIN)I @Street Address (Iine‘l)lEﬂ\u’andenburgh Averiue
State ID (EIN)l Street Address (Iine2)|
Organization Type |Community collsge @ City | Troy
@Provider Mame I rzz DM UzzzHudson Valley Commui @ State I Mew Yark
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INACTIVATING AN OFFERING

If an Offering has a customer attached to it, then the Offering cannot be deleted,
but may be inactivated.

Search for the duplicate or obsolete offering as described earlier in this guide.
Select the check the box to highlight the offering to be inactivated. Only one
offering may be inactivated at a time. Click the Detail button to navigate to the
Offering Detail screen.

In the Offering Detail screen, remove any data from the Start Date; End Date; Start
Time; End Time; Cost; Total Seats; Available Seats; and Description.

Remove all checkmarks from in front of the days of the week.

Click the Save Single button.

Copy or note the Provider Name and Service Name. It will be needed to complete
the inactivation of the offering.

Click the Return to Search button to return to the offering search results and select
the next offering to be inactivated or begin a new search.

CUSTOMER EMPLOYER

Provider Search Provider Detail Offering Search

System and Network Associate Certificate  Offering 1D: 80735 1o0f1
General Info

— Provider Info ) 4

Semice Category| Training \

Senvice Descriptionl Cernfficate - System and Metwork Associate

Provider Namel Hudson Valley Community C.ollege( Provider Name I

Senvice Type | Occupational Skills Training

— Location — Schedule

Location | Hudson Valley Community College =] Start Datel End Datel

Address | 80 Vandenbungh Avenue

StartTimeI End Timel

sun. [ Men. I Tue. T Wed. [ Thu, T Fri. T sat. [T

|
|
|
zip[12180 | wiB| Abany/Rensselaer/Schenect

City| Tray | state | New York
— Additional Info
Costl Total Seatsl Availahble Seatsl
Description d
Save Single Save Single Save Ongoing | Provider Services | Betum to Search Return to Search I

To complete the inactivation of an offering, the provider service must be inactivated.
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INACTIVATING A PROVIDER SERVICE

There are two ways to search for the Provider Service and Provider:

1. Use the Provider Search ID number.
2. Enter information into the General Info tab data fields.

Using the Provider Search ID number is the easiest and most accurate. The number may be
located during the offering search:

CUSTOMER

Provider Search

EMPLOYER STAFF

Provider Detail Offering Search Offering Detail

1-1250f 125 @

T [ General Info m

— Location |’ Start Date Range

wiB |Nban}'.-"Rensselaer.—-"Schene ;I City | From | To |

— Provider Information

Provider Mame [Hudson Valey Communty|  Senvice Namel Program | =l
Provider Status |.2J:tive vI
Senvice Type | Service Type |

' Frovider Mame Provider ID Service Mame Description Prov. Off. ID|# Svcs| L
T 1| AU0S0n valey Cormmmunmy o) 1529 T gnal JUSUCE Progran TZ90 T ]
[ | Hudson Valley Community C| 2128 /' : This is anon-degree program ¢ 31435 3
[ | Hudson Valley Community C| 19489 Provider ID # Bl L e 3
[T | Hudson Valley Community C| 74020 N MRy ervice & Repair | ETP Auto load 07/08/2013 106308 3
[T | Hudson Valley Community C| 2128 Windows 2000 MCSE Certification program for compu| 21401 4
[T | Hudson Valley Community C| 2128 Emergency Medical Technician-Faral Emergency Medical Technician{ 110857 4
[T | Hudson Valley Community C| 2128 AS-Civil Engineering 2 year program to prepare studg 80446 4

4

| 2|
Options | Search I C_Jearl Detail I [ElEE | Print List I Scl'.r:dulr:l

Enter the Provider ID into the Quick Search tab in the Provider Search window and click the
Search button to automatically navigate to the Provider Detail screen.

CUSTOMER EMPLOYER

Offering Search

STAFF

Provider Search Provider Detail

Offering Detail

Provider |D
I Provider ID # ID 113288 =
D2

§earc:h| [_Jearl Detail_l Welete Selection || | Bant st || Eomments || [lomespond | Shiow Cc.r.tadsl ﬂewl
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The second method requires use of the General Info tab.

e |[f the Provider Service has a customer attached to it, then the Provider Service may
be inactivated. It may not be deleted.

e Navigate to the Provider module; Provider Search window; General Info tab.
e Data enter or paste the Provider Name from the offering that was just inactivated.

CUSTOMER EMPLOYER STAFF
Provider Detail Offering Search Offering Detail

m General Info @
status|Active =] wiB| =]
Provider Name | Hudson Vallsy Commurity Collsge Organization Type | =]
city| Federal Provider ID (FEIN)]
Senice Category| =] stateProvideriD EIN[
Semice Type| | service Type |
CIP Code| | cipcode |

e C(Click the Options button and remove or add the desired data fields.
e |tisrecommended to include the Creation Time and Offering Count data fields.

o The Creation Time will indicate which Provider Service is the most
recent. The older duplicate Provider Service is usually the one to be
inactivated.

o The Offering Count will indicate if any customer has been attached to the
Provider Service. If the Offering Count is anything other than a zero,
then the Provider Service may be inactivated.

e Click the Save button to save your search options.

g Provider Search Result Columns -- Webpage Dialog

Result Columns | 4.1, Options

--Provider Information-- |~ Address 1 ™ Provider Phone ™ Provider Status
[¥ Provider ID [ = Address 2 [ Ext. [ staff Assigned
¥ Provider Mame IE +1 ¥ city |i =1/ I™ Frovider URL ¥ Creation Time |3 =
I” Federal ID (FEIN) " state ™ Provider Email I™ Wodify Time
I™ State 1D (EIN) " 2IP Code I™ Organization Type ¥ Offering Count [ 7]
Provider ID Provider Nams Created City Offering Ct

m Savel Show Defaults | Eancell
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e Clicking Save will automatically navigate back to the General Info tab in the Provider
Search window.

e C(Click the Search button in the Provider Search screen.

e The search screen will become visible with the customized data fields that were
selected from the Provider Search Result Columns - - Webpage Dialog.

CUSTOMER EMPLOYER STAFF

J Provider Detail Offering Search Offering Detail
1-130f13 @
m General Info m
Status[Active =] wig| =l
Provider Mame | Hudson Valley Community Collsge Organization Type | =l
City| Federal Provider ID (FENG[
Senice Category| =]  StateProviderid EIN[

Senice Type . | | | Service Type |
Sy Customized Search Result Columns |—| CIF Cote |

| Provider D Provider Mame Created City Offering Ct |
[ | 29874 Hudsan Valley Community College 1101/2002 Traoy 2 1=
[T |27792 Hudson Valley Community College 09/23/2002 Troy 3

[ | 41425 Hudson Valley Community College 1002112004 Tray 2

[T | 21689 Hudson Valley Community College 08162002 Tray 1

[T | 19489 Hudsaon Valley Community College 02/19/2002 Tray 12 o
[T | 25683 Hudson Valley Community College 06/29/2002 Troy 3

[ 27871 idson Valley Community College 110112002 Tray 1 LI
— | 4 P T | VT o W TNt T WA | Py A A MO A [ A

[}
=
(=]
=

Search

Search I C_Zlearl [t I [ElEte SelEction I Print List I Commerﬁsl Cc;rrespondl Show Contacts I New I

e Select the check the box to highlight the Provider Name that is associated with the
offering that was inactivated and the Provider Service that is to be deleted. Only a
single provider may be selected at a time.

e C(Click the Detail button to navigate to the provider record.

Provider 1D Provider Mame Created City Offering Ct
29874 Hudson Valley Community College 11012002 Troy 2
27792 Hudson Valley Community Caollege 09/23/2002 Troy 3
41425 Hudson Valley Community College 10/21/2004 Troy 2
21684 Hudson Valley Community College 05Ma6/2002 1

Hudson Valley Community College 02192002

i | o o ||

25683 Hudson Valley Community College 0622002 Troy 3
27871 Hudson Valley Community Collghe 11012002 Troy 1 _I
Optionsl Search I [_]ear' Dietail Print List | Comments | Comespond || Show Corltactsl MNew |
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e Click the Services tab in the Provider Detail window.

CUSTOMER EMPLOYER STAFF

Provider Search eta Offering Search Offering Detail

Hudson Valley Community College ID: 19489 1 of 1
General info i  Services tab
— Provider Info — Locations
Provider Status Iﬁ @Location Name [Hudson Valley Community Collage
Federal ID (FEIN) [ 125003454 @3treet Address (line) [0 Vandenburgh Avenue
state D EN [ Street Address (line2) |
Organization Type | Community collsgs =l @ City | Troy
@Provider Mame | Hudson Valley Community College @5State | Mew York
Provider Phone [512523-8115 | Ext|2 ozip Code[12180
Provider URL | Location Suffix |
Provider Email | @\WIB | Albary/Renssslzer/Schansctady

o Select the check the box to highlight the Provider Service that is associated with the
offering that was inactivated. Only a single Provider Service may be selected at a

time.
CUSTOMER EMPLOYER STAFF
Provider Search el Deta Offering Search Offering Detail
Hudson Valley Community College 1D: 19489 1of1
[General Info | Contact Info |kt [Comments|
— Service Detail
@Service Categorﬂ Training |
@Semnice Type | Qcecupational Skills Training | Service I
@3envice Name | System and Network Associate Car @WIA Eligible Status | Approved =l

Description |Cert'rficate - System and Network Associate

Senvice ID | 74670 | Training Credit Hours | Programs_|

Total Service Length: Weeks | Days | Hours |
O*Net Title | | | OMet Tiles |
CIP Code| | clpcode |
Category Senvice Type Senvice Mame Description |
[ |Training Occupational Skills Training AltoCAD AutoCAD 1=
[ | Training QOccupational Skills Training AAS-Computer Infarmation Syste
[T [Training Cccupational Skills Training CMET 103 - Blueprint Reading fg
[ |Training Occupational Skills Training Building Analyst Training Building Analyst Training
|7 | Training Occupation: ills Traini Systemn and Metwork Associate ( Cerificate - System and Network Associg
[T [Training Cccupational Skills Training Manufacturing Technology 3yste
[ | Training Occupational Skills Training Manufacturing Technology Syste
[ |Intensive/Training |Academic Learning Radiolagic Technology - AAS. | Graduates of this 2 year program can fing
[T |Intensive/Training |Academic Learning Adolescent Education - A.S. ProdAssociates in Science inAanescentEdu;I
| e T U . - U P - S = P B . Y S P W T I - = TR T . Y [ W -
New Service ||| [DElEte Service I Print Service I New Offering ISI'.G','.' [JE|Etes

Savel Prirt | Retum to Searchl Cornmentsl

0OSOS Guide - ETPL -20- 8/20/2013




S

One-Stop Operating System

Place a "zzzDNUzzz" in front of the Service Name and the Description.

Change WIA Eligible Status to Suspended.

Click the Save button.

Click the Return to Search button and select the next offering to be discontinued
and repeat the process for all offerings that require inactivation.

CUSTOMER EMPLOYER STAFF

Provider Search ovider Deta Offering Search Offering Detail
Hudson Valley Community College 1D: 19489 1o0f1
— Service Detail
@Senvice Categorﬂ Training
@Senvice Type | Oceupational Skills Training :
Senvice Name [ zzzDNUzzzSystem and Network A SWI4 Eligible Status IW Suspended
I Add 2zzDNUzzz Description IzzzDNUzzzCert'rficate - System and Network Associate \
Senvice ID[ 74670 | Training CreditHours [ Progiems_|
Total Service Length: Weeks | Days | Hours |
O*Met Title [ | || Orhlet Titles
CIF Code| | cIP Code
Category Sernvice Type Service Mame Description
[T |Training Occupational Skills Training AutaCAD AltoCAD 1=
[T |Training Qccupational Skills Training AAS-Computer Information Systg
[T |Training Qccupational Skills Training CMET 103 - Blueprint Reading fd
[T |Training Qccupational Skills Training Building Analyst Training Building Analyst Training
[ | Training Occupational Skills Training mDMUzzzSystem and Network £ zzzDNUzzzCertificate - System and Metwe
[T |Training Qccupational Skills Training System and Metwork Assaciate { Cerificate - System and Metwork Associa
[ |Training QOccupational Skills Training Manufacturing Technolagy Syste =
[T | Training Oceupational Skills Training Manufacturing Technology Syste
: Intensive/Training |Academic Learning Radiglogic Technaolagy - AAS. | Graduates of this 2 year program can fin Ll

el ete Ser«icel Print Service | Ne:

Save | _Frint_| Retum to Sea Return to Search

0OSOS Guide - ETPL -21- 8/20/2013



One-Stop Operating System

INACTIVATING A PROVIDER LOCATION
Place a check in the box next to the location to be inactivated.
Add “zzzDNUzzz” to the beginning of the Location Name and City.
Click Save.

If the Delete Location button is not grayed out, the location may be deleted if you
have the appropriate permission.

— Locations
@Location Mame IzzzDNlezzHudsu:un Valley Commu 22zDNUzzz

@3treet Address (line }l 20 Vandenburgh Avenue
Street Address (line2) | N
ﬁCitl.flzzzDNlezzTrD}' ( zzzDNUzzz I
@State | New York N =l
@Zip Code IW
Location Suffix |
W18 |.-’-‘dI:uarrj,'.-"Hensselaer.-"Schenect: |

Location

[ |zzDNUzzzHudson Valley Community College
[T |Hudson Valley Community College
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INACTIVATING A TRAINING PROVIDER

e Add “zzzDNUzzz” to the beginning of the provider’s name and click the Save button.
o Change the Provider Status to Inactive and click the Save button.

Changing the Provider Status to Inactive and then adding “zzzDNUzzz” to the beginning of the
provider’s name will result in an error message.

g 0505 AF Emmor Meszage -- Webpage Dialog | x|
OS50S AF Error Message
Doc ID: | 322bc344203bF 76-5af 232514d5275d3 |
AFvalidationError at fosos/regquest/providers/provider[@Buuid="77"] ﬂ
The edit(s) cennot be saved for this Provider because this Provider is Not Actiwve.
[~

Inactivating a training provider will automatically inactivate the course offerings listed for that
provider. It is still necessary to inactivate the offerings individually by adding the "zzzDNUzzz"
to the Service Name and the Description in the Offering Detail General Info tab.

A

Inactive

— Provider Info
Frovider Status | Inactive -

Federal ID (FEIN) |
State 1D (EIN) |

Organization Type | One-Stop local office =]
@Provider Name | zzzDNUzzzNiagara County Trott C zzzDNUzzz I
Provider Phone | 715-278-8140 Ext|
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RESOURCES AND ASSISTANCE
ETPL address: https://applications.labor.ny.gov/ETPL/

Technical Advisory 06-7: http://labor.ny.gov/workforcenypartners/ta/ta06-7.htm

The ETPL OSOS user guide is located at: http://labor.ny.gov/workforcenypartners/osos/osos-
guide-etpl.pdf

Additional program information, OSOS guides and other resources can be found at:
http://labor.ny.gov/workforcenypartners/tools.shtm

For further assistance with OSOS data entry, please contact the OSOS Help Desk:
By phone: (518) 457-6586
By email: help.osos@labor.ny.gov

The ETPL Training Provider desk guide may be found at
http://www.labor.ny.gov/workforcenypartners/PDFs/TrainingProviderGuide.pdf.

Training providers may secure assistance by the "Contact Us" link at the ETPL website.
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