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STAKEHOLDERS: 

• Workforce Development Board Staff  

• Service Provider Staff 

• OESC Regional Managers 
 
PURPOSE: The Oklahoma Employment Security Commission (OESC), designated as the 
Governor’s Workforce Innovation and Opportunity Act (WIOA) administrative entity, issues this 
guidance for training providers on account creation and navigation in EmployOklahoma. 
 
MESSAGE:  
 

Training Provider Self-Registration – Account Creation  

1. Navigate to the Training Provider Portal, verify in the URL “training providers” is listed. 

Select “Create a new Account” to register.  
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2. From this screen, select “Sign up now”.  
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3. On the “User Details” page, input a new email address to register within the portal and 

send the verification code. Once the verification code is received, add the code into the 

text field and select “verify code”.  

 

 

4. After verifying the code, enter in all information on the “User Details” page and select 

“Create”.  
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5. The next screen asks for the Training Provider’s FEIN.  
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6. If the FEIN entered already exists in the portal, an alert message will be displayed, as 

shown below. If the user wants to proceed with the existing FEIN, select “Continue With 

Warnings”. If the user wants to update the FEIN, select "No” to modify the FEIN.  

 

7. The next screen requires all necessary details relating to the Training Provider Account, 

such as Account Name, Address Details, etc. After entering all the required information, 

select “Eligible Training Provider Assurances” to move forward.  
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8. After reading through all the assurances on the “Eligible Training Provider – Assurances” 

page, be sure to check the box, type your signature, and select “Next”.  

 

9. Upon successful completion of registration, ETP staff will be notified to review the 

contact. Until the training provider contact has been reviewed, the following message 
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will be present, “Your contact is currently under verification. You will be notified about 

the status of your approval request”.  

 
10. The training provider contact will receive the following email notification after successful 

registration and submission for approval.  

 

11. If the training provider contact has been approved, the contact will receive the following 

email notification. 
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12. If the training provider contact has been rejected, the contact will receive the following 

email notification. 

 

Login to an Existing Account 

1. After verifying the URL contains “training providers”, Training provider contacts with 

active credentials can login to the portal by selecting “Login to my Account”.  

 
2. On the “Sign in” page, enter the active email address and password, then select “Sign 

in”.  
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View and Search Approved Training Programs  

1. External users can view all eligible training providers and training programs from the 

landing page of the portal by selecting “View Training Programs”.  
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2. The search for approved training programs can be narrowed down by using the filters.  

 
Training Provider Resources 

1. From the landing page, helpful links can be found when clicking “Training Provider 

Resources”.  
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Training Provider Portal User Capabilities  

 

Features on Home Page  

1. Upon successful login, training provider contacts will see the message “Welcome to our 

Training Provider Portal”  
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2. Contacts can access the following screens by selecting the different tabs across the top 

of the Home Page.  

a. Become an Eligible Training Provider 

b. Training Program 

c. Need Help?  

Under the contact’s name after clicking it: 

a. My Profile  

b. My Account  

c. Logout 
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3. Contacts can log out of the portal by clicking their avatar/name on the top right corner 

of the home page then select “Logout”.  

4. If the contact is rejected, the below message will appear, and the user will only be able 

to update their profile and account information by selecting their avatar/name.  

 
 

Applying to become an Eligible Training Provider 

1. Approved contacts will be able to submit the application to become an Eligible Training 

Provider from the tab “Become an Eligible Training Provider”.  
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2. Contacts will upload the necessary documents and select “Submit” for ETP staff to 

review their application to become an Eligible Training Provider.  

3. Once the application has been submitted successfully, the message below will appear.  

 
4. After the request has been submitted and it’s being reviewed, contacts will see the 

message “Your request to Become an Eligible Training Provider is under review” when 

clicking on the “Become an Eligible Training Provider” tab.  
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5. If the application is approved, the following message will appear if the contact clicks 

“Become an Eligible Training Provider”.  

 
Creating Training Programs 

1. Eligible Training Providers can submit training programs for review by selecting the 

“Training Program” tab.  

2. Next, the contact will select the “New Training Program” type- either “Training 

Programs” or “RA Training Programs”.  
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3. After selecting “Training Programs”, fill out all the required information for the program 

and then select “save”. 

  
4. After successfully adding a training program, performance measures must be submitted 

to trigger the review process.  
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5. Once all required fields for performance have been completed, click “save”.  
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6. After the performance information has been submitted, the contact will receive an error 

message if they try to update information on the program because the program is going 

through the review process. 

 
7. The contact will receive email notification of the program’s status once the program has 

gone through the review process. 

 

Creating RA Training Programs 

1. Training Providers can create RA training programs without becoming an Eligible Training 

Provider first. 

2. Training Providers will select “Training Program” at the top of the page then select “RA 

Training Programs” for the new training program type.  

 
3. Then fill out all the required information for the new RA training program and select 

“save”. 
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4. Approved documentation from the Office of Apprenticeship must be submitted by selecting 

“upload files”. 

 
5. The contact will receive email notification of the RA program’s status once the program 

has gone through the review process. 
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Managing Training Programs 

1. When a contact edits an approved training program, the ETP State Admin will be 

notified. 

2. The Training Program will be moved to the “Pending Final Approval” stage. 

3. Once the ETP State Admin has reviewed the changes, the status of the program will 

reflect in the portal. 

 

Applying for Continued Eligibility 

1. Training Providers can apply for Continued Eligibility 30 days prior to the expiry date. 

Note: RA Programs do not expire. 

2. The portal will display the option to “Apply for Continued Eligibility” 30 days before the 

program’s expiry date. The contact can select the option and verify and change the 

details of the Training Program if needed.  

 
3. The portal will also ask for the overall performance report, before triggering the review 

process.  

4. Once the submission has been completed successfully for continued eligibility, the 

contact will see the message below. 
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5. The ETP contact will receive an email alerting the status of applied continued eligibility 

once the review process has been completed. 
 
EQUAL OPPORTUNITY AND NONDISCRIMINATION: All providers must comply with 
WIOA’s Equal Opportunity and Nondiscrimination provisions which prohibit discrimination 
on the basis of race, color, religion, sex national origin (including limited English 
proficiency), age, disability, political affiliation or belief, or, for beneficiaries, applicants, 
and participants only, on the basis of citizenship status or participation in a WIOA Title-I 
financially assisted program or activity. 
 
ACTION REQUIRED: This Workforce System Technical Assistance (WSTA) must be added to 
the permanent records of all Local Workforce Development Boards and shared with all 
appropriate staff. 
  
INQUIRIES: If you have any questions or concerns regarding this issuance, please email 
WorkforceServices.Inquiry@oesc.ok.gov.   

mailto:WorkforceServices.Inquiry@oesc.ok.gov

