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Access Labor Exchange Reporting System (LEARS)

The LEARS Core Services to Migrant and Seasonal Farmworkers Report consists of four report
forms: Services to Migrant and Seasonal Farmworkers (Part 1), Nature of
Problem/Accomplishments (Part 2), Services Provided Migrant and Seasonal Farmworkers
Equity Ratio Indicators (Part 3), and Services Provided Migrant and Seasonal
Farmworkers Minimum Service Level Indicators (Part 4).

Follow the steps below to access LEARS.

1. Open your Web browser and type the following address in the URL Location Field at
the top of the window: http://www.etareports.doleta.gov (Figure 1).

/j Please Login - Microsoft Internet Explorer =1
File Edit ‘“iew Favortes Tools Help | ;','
- — i
b ] L " N - — -
@ Back - O - d |EL| gl | Search < ¢ Favarites @ Media Q-‘\{ ==
Address I kD v, etareports, doleta.goy j Go | Lirks

Figure 1: Web Browser Location Field

2. Press Enter. The ETA Grantee Reporting System Login screen is displayed
(Figure 2).

(( Grantee Reporting System
U.S! Department of Labor;
Employment and Training"Administration

Please Login:

Enter the Passwand for the grantee you are reporting an

Password: I*******

Login |

ETA Granktee Reporting System

Figure 2: Grantee Reporting System Login Screen
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Type the Password then click = Login | The LEARS Main Menu is displayed
(Figure 3).

ETA

U.S. Departirent of Labor
Employment ant Training Administration

LEARS Reporting System

Migrant And Seasonal Farmworkers Report

Plegse Choase a Program Year

|ngram Year: || 200 j

| Caontinue |

Main Menu Log out

ETA Grantee Reporting System

Figure 3: LEARS Main Menu
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Enter Data: Services to MSFW (Part 1)

Access Services to Migrant and Seasonal Farmworkers (Part 1)

You may enter and save data to the first three forms (Parts 1, 2, and 3) in any order, but to certify
and submit a complete report you must enter and save your data to Part 4 last.

Follow the steps below to access the Services to Migrant and Seasonal Farmworkers (Part 1)

report form.

1. Access the LEARS Main Menu (Figure 3).

2. Select a Program Year from the drop-down list, and click | Continue . The Quarter

Ending Date menu is displayed (Figure 4).

ETA

U.S. Departinent of Labor
Employment ant Training Administration

LEARS Reporting Systemn

Migrant And Seasonal Farmworkers Report

Please choase a Quarter Ending Date

|Qumer Ending Date: [0a/3072001 =]

| Cantinue |

Main Menu

Log out

ETA Graniee Reporting System

Figure 4: Quarter Ending Date Menu

3. Select a Quarter Ending Date from the drop-down list, and click
Report menu is displayed (Figure 5).

Continue . The
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ETA

U.S. Department of Labor
Employiment ant Training Administration

LEARS Reporting System

Quarter Ending: 09/30/2001

{Report was not Submitted)

Please choase « report:

Migrant And Seasonal Farmworkers Report for District Of Columbia,

MSFW's

R + |Sewices to Migrant And Seasonal Farmworkers Report (Partl) j
eport:

Cantinue |

Figure 5: Report Menu (Part 1)

Select Services to Migrant And Seasonal Farmworkers (Part 1) from the drop-down

list, and click|| continue |-

Note: You must submit quarterly reports in order. You cannot skip a quarter. If you
attempt to access an MSFW report form (see Step 4 above) without having submitted a

report for the previous quarter an error message, similar to the sample below
(Figure 6), appears when you click || continue |I-

ETA

U.S. Department of Labor
Employment ant Training Administration

LEARS Reporting System

Your report for the quarter ending 12/31/2002 has NOT been Entered.
Please submit your report before entering this quarter’s report.
Thank you.
Wain Menu Log out

Figure 6: Sample Error Message Screen
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appears when you click

5. If you have submitted your ﬁuarterli reports in order, the selected form (Figure 7)
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Figure 7: Services to Migrant and Seasonal Farmworkers (Part 1)
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Enter Data to Services to Migrant and Seasonal Farmworkers (Part 1)

1. Type the data in the fields within the white boxes. Press the Tab key to move from field
to field. You must enter whole numbers. No decimals are allowed.

2. Fields within the gray-bordered boxes marked with an asterisk are calculated
automatically—you cannot enter data to them.

3. If you enter data incorrectly an error message appears, like the sample below
(Figure 8).

Microsoft Internek Expl x|

' E Please enter a whole number,
L

Figure 8: (Part 1) Sample Error Message

4. You may view instructions for a field online by clicking the field’s underlined title—e.g.,
Outreach Services or, Agricultural Clearance Orders. To return to the form from the
online instructions, click the underlined title in the instructions.

5. After you type all your data, you may print a copy of the form for your records.

6. To save the form, click at the bottom of the form. A message is displayed
(Figure 9).

Microsoft Internekt Explorer x|

\‘?/II Your report has been saved and is awaiting submission.

ok I Cancel |

Figure 9: Confirmation Message
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7. Click OK. A screen appears confirming the date and time that the form was saved
(Figure 10).

ETA

U.S. Departinent of Labor
Employment ant Training Administration

LEARS Reporting System

Services to Migrant and Seasonal Farmworkers Report {Part 1)
State: District Of Columbia,
Region: 2
Period: 06/30,/2002 is saved on: 06/05,/2003 08:54 A.M. successfully .

Main Menu Repart Menu Log aut

Note: Please print the screen for your records.

ETA Grantee Reporting System

Figure 10: Part 1 Confirmation Screen
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Enter Data: MSFW Nature of Problem/
Accomplishments (Part 2)

Access Nature of Problem/Accomplishments (Part 2)

Follow the steps below to access the Nature of Problem/Accomplishment (Part 2) report form.

1.

2.

Access the LEARS Main Menu (Figure 3).

Select a Program Year from the drop-down list, and click | Continue ||. The Quarter

Ending Date menu is displayed (Figure 11).

ETA

U.S. Department of Labor
Ewmployinent ant Training Administration

LEARS Reporting System

Migrant And Seasonal Farmworkers Report

Please choase a Quarter Ending Date

|Quarler Ending Date: [0a/30/2001 =]

‘ Caontinue |

Main Menu Log out

ETA Grantee Reporting System

Figure 11: Quarter Ending Date Menu

Select a Quarter Ending Date from the drop-down list, and click ||_Continue |
Report menu is displayed (Figure 12).

The
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ETA

U.S. Departinent of Lubor
Employment ant Training Administration

LEARS Reporting System

Migrant And Seasonal Farmworkers Report for District Of Columbia,
Quarter Ending: 06/30/2002

(Report was not Submitted)

Please choease a report:

MSFW's
Report:

|Nature of Prablemiaccomplishrments (PartZ) j

Figure 12: Report Menu (Part 2)

4. Select Nature of Problem/Accomplishments (Part 2) from the drop-down list, and click
Continue |- The selected form is displayed (Figure 14).

Note: You must submit quarterly reports in order. You cannot skip a quarter. If you
attempt to access an MSFW report form (see Step 4 above) without having submitted a
report for the previous quarter an error message, similar to the sample below

(Figure 13), appears when you click |[ continue |l

ETA

U.S. Departinent of Labor

Employment ant Training Administration

LEARS Reporting System

Nature of Problem/Accomplishments
(Part 2)

The data for "03/31/2002" has not been state certified for this Part.
You cannot enter data for the selected quarter {'06,/30/2002")

Main Menu Eeport Menu Log out

Figure 13: Sample Error Message Screen

Enter/Update Migrant and Seasonal Farmworker Data Page 9



5. If you have submitted your quarterly reports in order, the selected form (Figure 14)
appears when you click|[ continue I

LEARS Reporting System
T8, Departiuwat of Labor Er T
Empiayment ant Training Aduimivtration
Nature of Problem/Accomplishments
{Part 2}
Suae Region Cruartar Enung, Y GMD Appraval Ho 1305003
T . 2 Expuraluon Dhabe, DOFI008
District OFf Cohanbia 093072001 2001
| A Services  MSFWS =
| Aetivity Comments (100 chasnetess)
L Cutreach
=
| 4]
| 2 Monisceing |
|
|
| ZEefomal of Yaolabions
=
=
4 Field Checks on
Clearunes Crders 5|
-]
§ MEFWa Comglnieta
=1
|
B Program Diameqs) ol Ollice(s) Daieis) of Reviewls)
Loeal Office Ynta
=
=
. Other 4000 Characters)
[
e
-]
S
Main Menu Report Menu Log out

Figure 14: MSFW Problem/Accomplishments (Part 2)
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Enter Data to Services to Migrant and Seasonal
Farmworkers (MSFW) (Part 2)

1.

Type your narrative data in the fields within the white boxes. Press the Tab key to move
from field to field.

You may view instructions for a field online by clicking the field’s underlined title—e.g.,
Outreach or, Referral of Violations. To return to the form from the online instructions,
click the underlined title in the instructions.

After you type all your narrative data, you may print a copy of the form for your records.

To save the form, click [_Save_]at the bottom of the form. A message is displayed
(Figure 15).

Microsoft Internet Explorer x|
‘} "

‘__.\/' Your report has been saved and is awaiting submission.

ok I Cancel |

Figure 15: Confirmation Message

Click OK. A screen appears confirming the date and time that the form was saved
(Figure 16).
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E TA LEARS Reporting System

U.S. Department of Labor
Employinent ant Training Administration

Nature of Problems/Accomplishments Report (Part 2)
State: District Of Columbia
Region: 2
Report Period: 09/30/2002
Has been saved on 04/292003 01:46 A.M. and is awaiting Certification.

Main Menu Eeport Menu Log out

Note: Please print the screen for your records.

Figure 16: Part 2 Confirmation Screen
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Enter Data: Services Provided MSFW
Equity Ratio Indicators (Part 3)

Access Services Provided MSFW Equity Ratio Indicators (Part 3)

Follow the steps below to access Services Provided Migrant and Seasonal Farmworkers Equity
Ratio Indicators report form (Part 3).

1. Access the LEARS Main Menu (Figure 3).

2. Select a Program Year from the drop-down list, and click | Continue . The Quarter
Ending Date menu is displayed (Figure 17).

ETA

U.S. Departrnent of Labor
Employment ant Training Administration

LEARS Reporting System

Migrant And Seasonal Farmworkers Report

Please chaose a Quarter Ending Date

Quarter Ending Date: [03/3072001 7]

| Caontinue |

Main hManu Log out

ETA Grantee Reporting System

Figure 17: Quarter Ending Date Menu

3. Select a Quarter Ending Date from the drop-down list, and click ||_Continue || The
Report menu is displayed (Figure 18).
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ETA

U.S. Departinent of Labor
Employment ant Training Administration

LEARS Reporting System

Migrant And Seasonal Farmworkers Report for District Of
Quarter Ending: 09/30/2001

(Report was not Submitted)

Please choose « report:

Columbia,

MSFW's

Repart: |Services Provided Migrant and Seasonal Farmworkers Equity Ratio Indicators (Pant3) j
Main Menu Log out
Figure 18: Report Menu
4. Select Services Provided Migrant and Seasonal Farmworkers Equity Ratio

Indicators (Part 3) from the drop-down list, and click|| continue

. The selected form

is displayed (Figure 20).

Note: You must submit quarterly reports in order. You cannot skip a quarter. If you

attempt to access an MSFW report form (see Step 4 above) without

having submitted a

report for the previous quarter an error message, similar to the sample below

(Figure 19), appears when you click || continue I

E TA LEARS Reporting System

U.S. Department of Labor
Employment ant Training Administration

Your report for the quarter ending 12/31/2002 has NOT been Entered.
Please submit your report before entering this quarter’s report.
Thank you.

Main Menu

Log out

Figure 19: Sample Error Message Screen
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If you have submitted your quarterly reports in order, the selected form (Figure 20)
appears when you click || continue I

ETA

.8, Department of Lobor

Emplayment ani Troining Administration

LEARS Reporting System

Service Provided Migrant and Seasonal Farmworkers
Equity Ratio Indicators

(Part 3)
State: Region: Quster Ending b | OMB Appacrd Nod d00a
Espratuom Diabe. 6305004
District OF Cobumbia 2 0943072001 2001
DATA [TEMS
MSFW's Hom MEFW's Eiuliy
- = : — :
Indmnduals s ko st v -, Yer No |
& Total Aopt 0 a0
L Rt to o fio [io ] ) = =
2 Rezrived Sta5F Asiated Serviena 5o [s0 [10 [ & [=
3. Referred 10 Suppont Service e er [ro | = ISl
4 Carwer Gundance [1o0 [ion [io | GE] " il
3 Jok Development Gartact leo |El (L |25 r &
Totd equity indicators met: |3 OUTOF _5_
Cammenta: [This space 15 for comments. |
=
M M Rt M Lo et

Figure 20: Services Provided Migrant and Seasonal
Farmworkers Equity Ratio Indicators (Part 3)
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Enter Data to Services Provided MSFW Equity Ratio Indicators (Part 3)

1.

Enter your data in the fields within the white boxes. Press the Tab key to move from
field to field.

The columns headed by gray boxes contain fields that are automatically calculated—you
cannot enter data to those fields. The field Total Equity Indicators Met is also
calculated automatically. You may enter text to the Comments field only. No other
field accepts text.

If you enter data incorrectly an error message appears, like the sample below
(Figure 21).

jl Microsoft Internet Explorer |

The value entered For this field cannot be greater than
" '8, Taokal applications' for MSFW's

il

Figure 21: (Part 3) Sample Error Message

You may view instructions for a field online by clicking the field’s underlined title—e.g.,
Referred to Jobs or, Job Development Contact. To return to the form from the online
instructions, click the underlined title in the instructions.

After you type all your data, you may print a copy of the form for your records.

To save the form, click at the bottom of the form. A message is displayed
(Figure 22).

Microsoft Internekt Explorer x|

\‘?/II Your report has been saved and is awaiting submission.

ok I Cancel |

Figure 22: Confirmation Message
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7. Click OK. A screen appears confirming the date and time that the form was saved

(Figure 23).

ETA

U.S. Depuartment of Labor
Employment ant Training Administration

LEARS Reporting System

Service Provided Migrant and Seasonal Farmworkers Equity Ratio Indicators Report (Part 3)
State: District Of Columbia
Region: 2
Period: 09/30/2001 is updated on 06052003 10:34 A.M. successfully

Main Menu Report Menu

Log out

Note: Please print the screen for your records.

Figure 23: Part 3 Confirmation Screen
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Enter Data: Services Provided MSFW
Minimum Service Level Indicators (Part 4)

Access Services Provided MSFW Minimum
Service Level Indicators (Part 4)

To certify and submit your data, you must complete and save the Services Provided Migrant and
Seasonal Farmworkers Minimum Service Level Indicators (Part 4) after you have completed the
other three forms.

Follow the steps below to access Services Provided MSFW Minimum Service Level Indicators
report form (Part 4).

1. Access the LEARS Main Menu (Figure 3).

2. Select a Program Year from the drop-down list, and click | Continue ||. The Quarter
Ending Date menu is displayed (Figure 24).

U.S. Department of Labor
Employment ant Training Administration

LEARS Reporting System

Migrant And Seasonal Farmworkers Report

Please choose a Quarter Ending Date

|QuarlerEnd.iJ|gDate: [08/30/2001 ]

| Continue |

Main Menu Log out

ETA Graniee Reporting System

Figure 24: Quarter Ending Date Menu

3. Select a Quarter Ending Date from the drop-down list, and click ||_Continue  §| The
Report menu is displayed (Figure 25).
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ETA

U.5. Department of Labor
Employment ant Training Administration

LEARS Reporting System

Migrant And Seasonal Farmworkers Report for District Of Columbia,
Quarter Ending: 09/30/2001

(Report was not Submitted)

Please choose o report:

MSFW's

R t ISewices Provided Migrant and Seasonal Farmworkers Equity Ratio Indicators (Pan3) j
eport:
Main Menu Log out

Figure 25: Report Menu

4. Select Services Provided Migrant And Seasonal Farmworkers Minimun Service
Level Indicators (Part 4) from the drop-down list, and click|[ continue |-

Note: You must submit quarterly reports in order. You cannot skip a quarter. If you
attempt to access an MSFW report form (see Step 4 above) without having submitted a
report for the previous quarter an error message, similar to the sample below

(Figure 26), appears when you click || continue |-

Enter/Update Migrant and Seasonal Farmworker Data Page 19



E T A LEARS Reporting System

U.S. Departiment of Labor
Employiment ant Training Administration

WARNING :

Your report for the quarter ending 12/31/2002 has NOT been Entered.
Please submit your report before entering this quarter’s report.
Thank you.

hain Menu

Log out

Figure 26: Sample Error Message Screen

5. If you have submitted your quarterly reports in order, the selected report (Figure 27)

appears when you click [ gontinue
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ETA
: LEARS Reporting System
U8 Deparmmens af Labor N
Eupla wnt Traimig Admini
Services Provided Migrant And Seasonal Farmworkers
Minimum Service Level Indicators
(Tart 4)
[ Fogae: Queter Bndng - OME Aggreval Ho. § 20008
Diwiriet OF Columbis 2 9001 | i Espuration Date: DOvmns
DATA ITEMS Camplinace Aetul
Level i Level Yes i B Te
1 Flacedin ujob fazs % 50 % & ©
3 Plaead§ 50 ahavs mininism wigs [ % 12 % o W
3. Fluced in ong (e mosag 15% 8 % g ] & e
fron " o o % ) i
B % £ % c #
i urimkeed 13 1 5 "
[ % 65 % & =
Total iumbar of mmmmm service bl indeatme met |7
Commenes This pece 18 ZOF ComwTEa |
- |
ETA 8348 (Rarv Oulubear 20037 |
Please save report hefore snbmitting
Main Mang Raport Mo Loq out
Submiried hy:
Submission Date: ORDEZ003
Plrasr enier puwr FIN i sohmit: Submit [

Figure 27: Services Provided Migrant and Seasonal Farmworkers
Minimum Service Level Indicators (Part 4)
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Enter Data to Services Provided MSFW Minimum Service
Level Indicators (Part 4)

1. You can type numerical data in the column headed Actual Level, and you can type text
data in the Comments field. All other fields are automatically completed.

2. You may view instructions for a field online by clicking the field’s underlined title—e.g.,
Placed in a job or, Timely process of ES complaints. To return to the form from the
online instructions, click the underlined title in the instructions.

3. After you type all your report data, you may print a copy of the report for your records.

4. To save your report, click at the bottom of the report. A message is displayed
(Figure 28).

Microsoft Internet Explorer x|
?)

‘__./ Your report has been saved and is awaiting submission.

ok I Cancel |

Figure 28: Confirmation Message
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S.

Click OK. A screen appears confirming the date and time that your report was saved

(Figure 29).

ETA

U.S. Departinent of Labor
Employment ant Training Administration

LEARS Reporting System

Minimum Service Level Indicator Report {Part 4}
State: District Of Columbia,
Region: 2
Period: 09/30/2001 is updated on: 06/05/2003 10:51 A.M. successfully .

Main Menu Report Menu Log out

Note: Please print the screen for your records.

ETA Graniee Reporting Sysitem

Figure 29: Part 4 Confirmation Screen
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Certify and Submit LEARS Report

To certify and submit your Migrant and Seasonal Farmworkers Report, you must save your

data to Part 4, then go the Report Menu. Follow the instructions below.

1. Click Report Menu at the bottom of the Part 4 Confirmation screen. The Report Menu

appears.

2. Select Services Provided Migrant and Seasonal Farmworkers E

quity Ratio

Indicators (Part 4) from the drop-down list, and click | Contihlie

. MSFW, Part 4

(Figure 27) is displayed again.

3. Enter your PIN in the field provided at the bottom of the form, then

click _Submit |

4. A confirmation screen appears indicating the date and time that you certified and

submitted your MSFW Report.

Ly A
1', 1 A LEARS Reporting System

.S, Departinent of Labor
Emiployinent ant Training Admiwistration

Migrant and Seasonal Farmwaorkers Report
State: District Of Columbia,
Region: 2
Peariod: 09/302001
Has been successfully submitted on: 04/29:2003 04:24 P.M.
Bnd is now certified.

Main Menu Report Menu

Note; Please print the screen for your records,

Log out

Figure 30: Certification/Submission Confirmation Screen
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