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Provider Login Instructions Steps 

Navigate to 
myAlaska and 
login with 
existing 
credentials or 
create a new 
myAlaska 
account. 

Note: You 
must have a 
myAlaska 
account for 
each user type 
in AlaskaJobs, 
such as an 
Individual 
seeking a job, 
an Employer 
recruiting for a 
position, a 
Provider, or 
Grantee Staff. 

Select the 
Services tab. 
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Provider Login Instructions Steps 
Select 
AlaskaJobs 
under the 
Service for 
Business 
category. 

Click on the 
˜Log in" drop- 
down in the 
upper right-
hand corner. 

Select Provider. 
It will direct 
you to your 
Dashboard. 

Review and 
accept the 
Privacy 
Agreement. 

Click Continue. 
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Provider Login Instructions Steps 

Click on the 
˜Log in" 
drop-down in 
the upper 
right corner. 

Select 
Provider. 

Select 
˜Training or 
Education 
Provider". For 
the second 
question, 
select ˜No, 
Start a new 
registration" to 
create a new 
registration. 

Click Next. 
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Provider Login Instructions Steps 

Enter your 
organization’s 
EIN to 
determine if 
you are already 
in the 
AlaskaJobs 
system. If your 
organization is 
listed, select it 
and continue 
entering Your 
Information. 

This registers 
you as a 
Provider User. 
You will enter 
your myAlaska 
User Name and 
select your 
Preferred 
Notification 
method in the 
next screen. 

AlaskaJobs Help Desk: alaskajobs.helpdesk@alaska.gov 

This registers you as a Provider User. You will enter your myAlaska User Name 
and select your Preferred Notification method in the next screen. 

If your 
organization is 
not listed, that is 
rare and it could 
be that your EIN 
is just missing 
from the account. 

Please email the 
Help Desk to 
search for it 
before creating a 
new account.

Complete the 
New 
Organization 
registration form 
and Enter Your 
Information. 
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Provider Login Instructions Steps 

A message will 
appear stating 
that the account 
will be reviewed, 
and if approved, 
access will be 
granted to the 
Provider User. 
You will be able 
to add and 
maintain your 
institution's 
programs. 

You have 
successfully 
registered. To 
go to your 
AlaskaJobs 
Dashboard, 
select the 
‘Return to My 
Dashboard’ 
button. 

Your Dashboard 
looks like this. 

You must be 
Approved as a 
Provider User 
before you can 
access certain 
screens. This 
happens over-
night, so if you 
need access 
immediately, 
email:  
dol.etpl@alaska 
.gov 
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Manage Provider Profile - General Tab Steps 
From the 
Menu drop- 
down box, 
select Manage 
Provider 
Profile. 

You will start 
on the General 
tab. Review 
the 
information 
and if changes 
are necessary, 
scroll down 
and select Edit 
Profile Details. 

Enter all 
required data 
and then click 
Save. 

Next, go back 
to Manage 
Provider Profile 
and scroll down 
to Additional 
Provider Details 
and select Edit 
Additional 
Provider 
Details. 
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Manage Provider Profile - General Tab Steps 

Select the 
appropriate 
option for 
Institution 
Type, 
Institution 
Ownership and 
Type of Entity. 
Enter the 
Institution 
Description, 
Main 
Telephone 
Number and 
Main Email 
Address. 

If Yes to 
Accreditation, 
select 
appropriate 
Approving 
Body. State 
Approving 
Agency is the 
Alaska 
Commission on 
Postsecondary 
Education 
(ACPE). Answer 
Yes to either 
Exempt or 
Receipt Letter 
on File 
(Approved) and 
No to the 
other. 

Upload a copy 
of your 
business 
license if 
available. 

Click Save. 
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Manage Provider Profile - Locations, Contacts & Documents Steps 

You will need the Provider's Vendor ID if adding new Location. This can 
be found on the General Tab. 

Click on the 
Locations tab. 
Select the Add 
Location icon 
if the Provider 
has more than 
one location. 

Click on the 
Contacts tab. 
Select a 
Location and 
the click Add 
Contact. 

Enter Contact 
information, 
including Email 
Address. Be 
sure to select 
Contact Type. 

Click Save. 

Ensure there is no personal identifiable information included. 

You may upload 
documents here 
if you wish, such 
as your Alaska 
business license.
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Manage Provider User Profile Steps 

Please note: Information entered here does not change information in 
myAlaska. Also, your User Name, Password and Security Questions can 
only be updated in myAlaska. 

Select Manage 
Provider User 
Profile from 
the drop- 
down Menu. 

Here you can 
update your 
Preferred 
Notification 
method, 
Name, 
Address, 
Phone 
Number and 
Email address. 
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Program Performance Steps 

DOL will 
request 
student 
completer data 
annually, 
around June 
30, and it will 
be used to 
measure 
performance 
levels. Data is 
also required 
when 
submitting an 
application for 
an Existing 
program. 

Under Menu, 
click on 
Manage 
Program 
Performance 
and then 
Download 
Workbook. 

Click OK to 
Open with 
Excel. 

*The ETPL Coordinator will 
email the Excel spreadsheet 
to you at the end of June 
every year. You can wait for 
it or download your own 
here.



13 

We are an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. 

Program Performance Steps 

The 
spreadsheet 
will open, and 
you will see all 
your ETPL 
programs listed 
on the 
Summary tab. 
At the bottom, 
there are 
Instructions 
and a separate 
tab for each 
program. 

Enter the 
student SSN, 
Start Date, 
Status, Exit Date 
and Credential. 
Do not enter 
anything in the 
Employed Q2 or 
Q4. 

* When saving your student completer data file, be sure to include the 
Year and Provider Name in the title:

For Example: PY2022 Test Provider Performance Data.xlsx 

Program Year (PY) 2022 = July 1, 2022 – June 30, 2023 

Email: dol.etpl@alaska.gov 

Enter data for 
each ETPL 
program then 
save to your 
computer. * 

Select File, 
locate your 
saved data file 
then click 
Upload 
Workbook. 

Send an email 
to let us know 
you have 
uploaded data 
to your Profile. 
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Manage Education and Training Programs Steps 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

From the Menu, 
select Manage 
Institution 
Programs to 
Edit or Add an 
Education or 
Training 
program. 
You will see a 
list of all your 
programs, 
including those 
on the ETPL. 
The purple 
WIOA icon 
indicates the 
program is on 
the ETPL and 
eligible for 
WIOA funding. 
If it's a 
Registered 
Apprenticeship 
program, you 
will see the blue 
icon. 

 

 
 

 

In the Action 
column, you 
have options to 
Edit the 
program, Copy 
it to create 
another 
program or 
Deactivate it. 

 
To update 
Costs, change 
the Length of 
the training or 
add a Location, 
select Edit. 
Then choose 
the tab you 
want to update. 
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Add an Education and Training Program Steps 
 

  

 
Click Manage 
Institution 
Programs on 
the left side of 
the screen. 

 
 

 

Scroll down 
and click Add 
Education or 
Training 
Program. This 
will launch the 
Program 
Wizard. 

 

 

You will start 
with the 
General Tab. 
Once you are 
done entering 
information on 
this tab and 
click Next, your 
progress will 
be saved. 

 

 
 

 

The first two 
fields will be 
set as shown 
by default. For 
Education 
Program Type, 
select PS 
Approved 
Provider 
Training - ITA 
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Add an Education and Training Program Steps 
 

 
If this program 
is an 
apprenticeship, 
mark Yes and go 
to Entering an 
Apprenticeship 
Program. 

 

Click Search 
for a CIP 
Code. 

 

 

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

 

 

Enter a name 
for the 
program. Note 
that the CIP 
code populates 
the program 
description but 
may be edited. 

 

 

Select at least 
one potential 
program 
outcome. 

 

 

The program 
must lead to a 
credential or 
degree to be on 
the ETPL. 
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Add an Education and Training Program Steps 
 

 
 
 

 

Enter the 
Completion 
Level and 
credential 
attained for the 
program. 

 
Only answer 
Yes to Green 
Job if course 
meets the 
definition 
provided. 

 

 

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

 

 

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

 

 
 

 

Now, you will 
see tabs that 
you can click 
on to easily 
skip to 
different 
sections of the 
program. 
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Add an Education and Training Program Steps 
 

 

The Additional 
Details tab asks 
for information 
on prerequisites, 
class size, and 
any equipment 
used in the 
program. Enter 
as much 
information as 
you can. 

 
This is what 
students will 
see, so more 
details are 
better. 

 

 

The Occupations 
tab will let you 
view ONET 
codes related to 
the program. 
These usually 
populate from 
the CIP code in 
the General Tab. 

 

 

If no ONET 
codes appear, 
you can click 
Select 
Occupation 
from ONET 
Table. 

 

 

If a program is 
not marked as 
locally in- 
demand with a 
blue icon, 
provide 
evidence to 
show that it is 
in-demand. 
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Add an Education and Training Program Steps 
 
 

 

The 
Occupational 
Skills tab lets 
providers 
choose skills 
most relevant 
to the program. 
Click Add new 
occupational 
skills and select 
a skills 
category. Check 
all that apply. 

 

 

The 
Completion 
Expectations 
tab is where 
the provider 
identifies 
expectations 
for completing 
the program. 

 

 

In the 
Scheduling tab, 
enter the total 
amount of 
program time 
in class, lab, or 
other. Also, 
select the Class 
Frequency. For 
Example, this 
program has 
15 total hours 
per week in 
class. 
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Add an Education and Training Program Steps 

 
 

 
 

 

Under 
Reporting 
Format, enter 
the total 
number of 
hours in the 
program per 
week, the 
total full-time 
length in 
weeks, and 
the format. 
Also check the 
appropriate 
box(es) for 
Mode of 
Delivery. Click 
Next to 
progress to 
the next tab. 

 

 

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

 

 

Select a 
location into 
the Locations 
tab where the 
program takes 
place. If a 
location does 
not appear, 
one can be 
added to the 
Locations tab 
of the Provider 
Profile. 
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Add an Education and Training Program Steps 
 

 
 

We need to know whether or not the program is listed on another state's 
ETPL for WIOA funding purposes, so it's important to answer this question. 

The External 
Approvals tab 
specifies the 
outside 
organization 
that approves 
or exempts the 
provider. For 
Alaska, this is 
the Alaska 
Commission on 
Post-Secondary 
Education 
(ACPE). 

 

 

The Cost 
Details tab is 
where cost 
structures and 
line items can 
be added. 
Click Add Cost 
Structure to 
get started. 

 

 

The Provider 
Representative 
tab should 
contain the 
preferred 
provider 
contact for the 
program itself, 
not the 
Provider. 

 

 
 

 

Performance 
data will be 
requested and 
entered by 
DOL Staff. 
Just click 
Next. 
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Add an Education and Training Program Steps 

 
 

• 

In the 
Confirmation 
tab, select 
Yes, I agree 
to the above 
statement and 
Submit 
changes for 
Review and 
Approval. 

 

 

Your program 
is now in 
Review status. 
The ETPL 
Coordinator 
will receive a 
Notification in 
AlaskaJobs, 
then review 
your program 
for eligibility, 
and send a 
determination 
letter. 
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Add an Education and Training Program with Copy Feature Steps 
 When adding a 

new Education 
and Training 
program, you 
have the 
option of 
copying an 
existing 
program and 
all its details. 

 
You will be 
asked to 
Confirm. Select 
OK. 

 

 
 

 
 

 

The first two 
fields will be set 
as shown by 
default. Choose 
PS -Approved 
Provider 
Training - ITA if 
applying for the 
ETPL. 

 
Select Yes or No 
for 
Apprenticeship, 
enter CIP Code, 
Education 
Program name 
and Description. 
Click the Save 
And Edit button. 

 
Review all tabs 
of data and edit 
as necessary, 
using Add an 
Education and 
Training 
Program Steps. 
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Entering an Apprenticeship Program Steps 

 
 

Note: Apprenticeships applying for the ETPL must be registered and 
approved by the Department of Labor. 

To add a new 
program, scroll 
to the bottom of 
the list of 
programs and 
click Add 
Education or 
Training 
Program. 

 

 
 

 

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

 

 

These three 
fields will be set 
as shown by 
default. 

 
Select PS- 
Approved 
Provider 
Training-ITA to 
be considered 
for the ETPL. 
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Entering an Apprenticeship Program Steps 
 

 
 

 
 

 

Since this 
program is an 
apprenticeship, 
mark Yes. Do 
the same for the 
following field if 
apprenticeship is 
registered with 
either the 
Department of 
Labor. 

 
Answer No to 
IRAP. 

 

 

Click Search 
for CIP Code. 

 

 

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

 

 

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

 

 

Select at least 
one potential 
program 
outcome. 
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Entering an Apprenticeship Program Steps 
 

 

In order to be 
on the ETPL, a 
program must 
lead to a 
credential or 
degree. Set this 
field to Yes. 

 

 

Enter the 
Completion Level 
and credential 
attained for the 
program. 

 

 

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

 

 

                                                                                   

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

 

 
 

 

Now, you will 
see tabs that 
you can click on 
to easily skip to 
different 
sections of the 
program. 
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Entering an Apprenticeship Program Steps 
 

 

Enter the 
required fields 
under the 
Apprenticeship 
tab and click 
Next. Enter the 
appropriate 
information into 
the following 
tabs. If there is 
technical 
instruction 
provided by 
another provider, 
it will ask for the 
address when 
you click Yes. 

 

The Occupations 
tab will let you 
view ONET 
codes related to 
the program. 
These usually 
populate from 
the CIP code in 
the General Tab. 

 

 

If no ONET 
codes appear, 
you can click 
Select 
Occupation from 
ONET Table. 

 

 
 

 

If a program is 
not marked as 
locally in- 
demand with a 
blue icon, 
provide evidence 
to show that it is 
in- demand. 
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Entering an Apprenticeship Program Steps 
 

 
 

 

At this point, 
you can choose 
to enter 
additional 
information into 
the following 
tabs or go 
straight to the 
Confirmation 
tab by clicking 
on it. 

 

 

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

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

 

 

If the 
apprenticeship 
is approved, it 
will show a 
status of 
“Registration 
Verified” under 
the Status 
column. 

 

 

The approved 
apprenticeship 
will show the 
WIOA icon, 
meaning that 
the program is 
on the ETPL. 

 




