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Common Acronyms and Abbreviations 

 

Below is a list of commonly used acronyms and abbreviations used within the Nebraska Department 

of Labor as it pertains to this document. 

 

ETPL Eligible Training Provider List 

NEworks https://neworks.nebraska.gov 

LWDA Local Workforce Development Area (under WIOA) 

LWIA Local Workforce Investment Area (under WIA) 

NDOL Nebraska Department of Labor 

WIA Workforce Investment Act of 1998 

WIOA Workforce Innovation and Opportunity Act of 2014 (supersedes WIA) 
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This document is to aid existing training providers through various items in their provider dashboard. 

Prior to submitting a new program, the program(s) must have received prior approval from your 

state governing/authorizing body. 

 

I. Accessing the Log-In Page 

To access your provider dashboard please visit https://neworks.nebraska.gov. There is a log in box 

where you are to enter you username and password. If you are an individual who needs online 

access for an existing training provider, you will need to register by clicking the “Not Registered Yet?” 

link found in the sign in box on the NEworks home page as seen below. 
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II. New User Registration 

After clicking the “Not Registered Yet?” link you will be directed to a page yielding several 

registration options. As an existing training provider, you will want to select the “Provider” link 

found in the “Option 3 - Create a User Account” box. 

 
 

 

 
 

• As an existing training provider, you will want to select the first option stating that 

you “wish to be added to my institution’s existing account.” Click Next after making 

your selection. 
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• All information marked with * is required. 

• At the time of the submission of a new provider application only one user will be on 

file. Although, after an application has been approved, other users can be added by 

registering as seen above. The additional user(s) would select “I own, represent, or work 

for an educational institution (school, university, etc.) and wish to be added to my 

institution's existing account” and fill out the information accordingly. 

• All information entered for your institution should be entered as it currently appears on 

the ETPL. Please visit the NEworks provider search page to access your provider 

information. This can be accessed by visiting https://neworks.nebraska.gov, click 

“ Education and Training” Data under “ Special Services”, and then click “Training Providers 

and Schools”. 

• After continuing from this page, the following will appear: 

  



HELP GUIDE FOR TRAINING PROVIDERS  7 of 32 

 
 

• In order to access your provider information your user registration must first be approved 

by State staff. If you have questions regarding your user registration, please contact NDOL 

Policy at NDOL.WIOA_Policy@nebraska.gov 

• You will not be able to access your Provider Profile until your username has been activated 

for use. 

• To expedite username activation, email NDOL Policy following registration. 
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• At any time you can access your entered user information by logging in at 

https://neworks.nebraska.gov and clicking the “Manage Provider User Profile” link found in 

the “Services for Providers” box in the left- side bar. 

 
 

• In the Provider Contact Information section, found at the bottom of the page, you will be able 

to see the status of your user access. 

• After your user access is activated you will be able to click on the “Manage Provider 

Profile” link and manage your provider information. 
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Manage Your Provider Profile 

After your user profile has been made active, below shows what your provider workspace looks like 

after logging in at https://neworks.nebraska.gov 

 

 
 

• The “Services for Providers” box contains the necessary links to edit your provider 

information (i.e. address, program information, costs, length, etc.), submit additional 

programs, as well as managing your own user profile in the case of needing to update an 

email or phone number, etc.  
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III. Provider Demographic Information 

 

 
 

• Clicking “Manage Provider Profile” and then “Edit Provider Details” in the “Provider 

Details” section will allow you to view and edit the information for your institution 

that currently appears on the ETPL. 

 
 

• The “Status” field cannot be changed. It can only be changed by staff. 

• Your “LWIA Region” should be set to State… this allows all career center staff to have access 

to your school within the system. 
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• Fields beginning with “State Use…” are not applicable (see example above on previous page). 

You are not required to enter or have information contained in these fields. Your Local 

Workforce Development Area (LWDA) may opt to add information here.  

• If the billing or mailing address information is the same as your previously entered “main 

address”, you can populate the Billing Address or Mailing Address fields by clicking the 

applicable link (i.e. Provider’s Main Address). 

• Be sure to include an appropriate contact person in the “Attention” field. This can be the 

same person. 

• After completing all required fields click “Save.” 

• Missing information from required fields can cause your institution to not appear in 

certain instances for career center staff so it is important that these required fields are 

complete. (This mainly affects providers who were converted from the old system.) 
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• Upon returning to the “Manage Provider Profile” screen, scrolling to the bottom will show the 

CRS Provider Details section with “Edit CRS Provider Details” hyperlinked at the bottom. Click 

that to edit.  

 

 

 

• It is best to answer as many questions and selections as possible, regardless of 

whether or not they are required to enhance functionality.  

• The Accrediting Body drop-down menu references nationally recognized accrediting 

bodies. This may not apply to all schools. 

• A list of private postsecondary career school licenses and agents approved to recruit in 

Nebraska can be found on the Nebraska Department of Education website.  If the 

provider is a private postsecondary career school, a valid license is required for 

inclusion on the ETPL as an eligible WIOA provider. 

• Be sure to click Save to keep all entered/updated information. 
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The General tab on your “Manage Provider Profile” page will display a summary of information 

you previously entered and saved. 
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IV. Adding Satellite Locations 

• Clicking the Locations tab will display information for your institution. The 

previously entered information can be edited by clicking the “Edit” link in the Action 

column. 

• If your school has satellite campuses, you can add these locations by clicking the 

Locations tab. Click the Add Location button and fill in all known information. 
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V. Adding Additional Contacts 

Clicking “Contacts” in the Action column on the Locations tab will only display contact persons and 

not allow for you to edit/add contacts. To add a contact person, click the Contacts tab. 

 

 
 

Select the location from the drop-down menu in which you would like to add a contact person for. 

Locations added via the “Locations” tab will display in the drop-down menu. After selecting the 

location, click “Add Contact.” 

• Contacts added here are separate from adding users as seen in section II. New User 

Registration. The contact persons added on this screen will display on the ETPL for the 

public to see. System Users have access to provider information without their contact 

information being displayed on the ETPL. 
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• Provide information associated with the contact person. 

• Click the appropriate location check box(es) for the contact person being entered. 

• Select the appropriate contact type from the drop-down menu. 

• It is always best to fill in as much information as possible regardless of whether the 

field is required or not. 

• There is a Notes field for you to enter any pertinent information regarding the entered 

contact person. 

• Once your contact person’s information is saved, it will display on the Contacts tab as 

seen below. 
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VI. Adding Programs 

 

 
 

 

 

 
To add a program: 

 

• Click the “Manage Institution Programs” link found in the “Services for Providers” section of 

the left side bar. 

• Click the “Add Self Service Education Program” button link. Depending on the number of 

existing programs your account has, you may need to scroll to the bottom of the screen. 
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• When filling in your program information you will need to select the “Search for CIP Code” link 

in order to fill in the CIP Code information for your program of study. There are several options 

you may use to search for the appropriate CIP Code. In the example below, the “Programs by 

Keyword” tab is used to obtain the CIP Code. (see screen shots below) 

• It is important to select “Yes” as the response for “WIOA Program:”... this cannot be changed 

after it has been submitted. If you select No and submit the program for approval it cannot be 

changed to Yes nor will students be able to receive funding for the submitted program. 
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Type in your keyword in the box and click “Search.” The results will display. From this 

list, select the most appropriate option by clicking the program. It will then populate 

the “CIP Code:” field. 
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• When entering program information, enter it exactly as it appears in your catalog and 

performance data shared with NDOL. 

• Do not submit programs that have not been approved by your authorizing/governing body. 

• It is always best to complete as many fields as possible, regardless of them being required or 

not. 

• Once all information has been entered click Save. 

• After you have saved your information, you will see a summary page with fields to add 

program information. 

 

**When adding a new program you will automatically be prompted to completed sections 

A-D referenced below. However, any of these sections can also be later edited for an 

existing program by clicking “Manage Institution Programs” from the “Service for Providers” 

menu on the left-side of the screen. Once you are under that section, click the appropriate 

program name and you will then have the option to edit any of the sections listed below”**  

 

A. Program Occupation Details 

 

 
 

Click on “Edit Occupation Details” under Program/Service Occupations 
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From here you are able to select all applicable occupations. If none exists, click Cancel and continue 

completing the application or click “save” after you have entered all the appropriate selections.  

 

B. Cost Details 

To add cost information select the “Edit Cost Details” link under “Program/Service Cost Details” and 

follow the links as displayed 
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• Enter all known cost information (Tuition, Books, etc.) 

• To add a line item not listed, click on the “Add Cost Items” link 

• If an amount is entered in “Other Costs,” provide an explanation of what the other costs 

are in the “Comments:” box 

• Save when complete 

 

C. Select Applicable Locations 

You must select the location(s) where the entered program is offered. If you’ve only submitted one 

campus location then this is what you will select. If you entered additional locations (via the 

Locations tab) then these will become options on this page. 
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D. Program / Service Skills 

Click the “Edit Program Skills” link 
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• Select the appropriate category from the drop-down menu 

 
 

• Select the applicable skill description options that apply. 

• There is also an option to select all options within the Skill Description box. This can be 

done by clicking the “Check All” link. (this can be undone by clicking the “Uncheck All” link) 

• Click the Save button found at the bottom of the screen when complete. 
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E. Confirm Your Application 

 

 
 

• Click the “Edit Confirmation” link 

 

 
 

• You must agree to the statement above in order to submit your application for approval 

• After selecting the check box in agreement with the statement you may submit your 

application by selecting the radio button next to “Yes, submit this program for WIOA 

Approval.” 

• Click “Save” when done 

 

Review Status: To see the status of your application, log in and look in the “Program / Service 

Review Status” box. Here you will be able to view any items you failed to submit in your application 

along with the approval status of your program. 
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F. Submit Documentation to Nebraska Department of Labor (NDOL) 

After you have submitted your program application for approval you will need to submit all 

supporting documentation to NDOL. 
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G. Checking the Status of your Applications 

 

Once a program has been submitted, NDOL staff will be alerted that the program is awaiting review. 

Provider user accounts enable users to view reports that detail their contacts and locations and also 

review their existing programs and status of applications.  Click on View Reports on the left-hand side 

menu to open the report options. 
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Select the type of report from the screen that you would like to run to arrive at a screen where you are 

able to filter the search area and either detail or summary report types.  Detail reports will include more 

description fields for each result than those in summary views: 
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Institution reports will give a list of contacts attached to each institution location (both Primary and 

Satellite). 
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Program reports will give a list of programs connected to your provider account (both those waiting for 

approval and those already approved).  

 
 


