
Attachment B 

 Subsequent Eligibility Review Process 
for the Eligible Training Provider List 

 
Local Workforce Investment Boards (LWIBs) and Training Providers must use the 
Subsequent Eligibility Review Process detailed in this attachment when determining 
whether subsequent eligibility should be granted to certain providers and their offerings. 
The following instructions for implementing this process are available on the Eligible 
Training Provider (ETP) website at www.labor.state.ny.us/etp/default.asp.  Training 
providers must report performance information for offerings that have reached their 
subsequent eligibility due date; LWIBs and their staff must use this information as part of 
their subsequent eligibility review process. As a final step in the local review process, 
LWIB decisions regarding subsequent eligibility must be recorded using these screens on 
the ETP website. 
 
Instructions/Actions for Training Providers: 
Training Providers will be notified via an e-mail distribution from NYSDOL’s Research 
and Statistics Division that a subsequent eligibility review is due and the screens are 
available for reporting subsequent eligibility performance information.  Training 
providers should visit the ETP website and log on with their user name and password to 
view the notification of which offerings, if any, are due for subsequent eligibility review.  
From the provider management main page (Screen 1), click on “Eligibility Alerts” to 
view the list of offerings. 
 
Screen 1 
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Click on “ADD PERFORMANCE DATA” (Screen 2) to enter subsequent eligibility 
information. 
 
 
Screen 2  
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Select the offering title from the drop-down list (Screen 3) and enter the dates of the 
offering.  Providers should complete as much of the form as pertains to their offering, and 
those fields requiring an entry by their LWIB.  All information on this form is self-
reported by the Training Provider. Click “SUBMIT PERFORMANCE INFORMATION” 
at the bottom of the page. 
 
Screen 3 
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Please note that a Training Provider may return to the ETP website and enter 
performance information for multiple occurrences of the same training offering.  Also, 
providers may enter performance information at any time; they do not need to wait for 
eligibility alerts.  
 
Training Providers should maintain up-to-date information on the ETP website at all 
times.  Phone numbers, contact names and e-mail addresses, offering costs, etc. must be 
kept current.  Information regarding compliance with the appropriate oversight agency or 
entity must be reviewed and updated by providers at the time of subsequent eligibility.  
The Training Provider should be in compliance with their respective oversight agency 
at the time of application for inclusion on the ETP list, and verify that the information 
is current and valid at all times. 
 
Instructions/Actions for LWIBs and their Staff: 
 
Attachment C to this Technical Advisory is the Subsequent Eligibility Evaluation 
Checklist for LWIBs, which suggests elements to include in its local area subsequent 
eligibility review process.   
 
LWIBs should post both their initial eligibility policy and their subsequent eligibility 
policy on the ETP website for viewing by providers in their area.  For assistance with 
posting policies or announcements, contact Christine Steenburgh of NYSDOL at (518) 
457-1321.  LWIBs may also wish to contact providers in their area to transmit 
information regarding local subsequent eligibility policies. 
 
To view their list of offerings requiring subsequent eligibility review, LWIBs should log 
on to the ETP website. From the LWIB MANAGEMENT MAIN page (Screen 4), click 
on “Pending Subsequent.” 
 
Screen 4 
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From the Provider Index (Screen 5), select a letter of the alphabet. 
 
Screen 5 

 
 
 
Click on the provider name (Screen 6) for a list of offerings (Screen 7). 
 
Screen 6 
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Click on “Offering Performance Records” (Screen 7) to view message indicating whether 
there is performance information for an individual offering and the dates.  If no 
performance information has been entered, that will be indicated (Screen 8).  Click on the 
“View performance period from …” (Screen 8) to view the performance information 
entered by the provider (Screen 9). 
 
 
Screen 7 

 
 
 
 
Screen 8 

 
 

OR 
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Screen 9 

 

 
 
To enter the subsequent eligibility status for the offerings, close the performance data 
window (Screen 9) to return to Screen 7.  Click in the white box next to the offering title, 
click on the appropriate status circle (“Approve,”  “Deny” or “N/A”) and then click 
“Submit.”  Comments may also be typed in the text box.  Training Providers will be 
notified by e-mail of their subsequent eligibility status.  Any comments included by the 
LWIB will appear in the e-mail. 


