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|. OVERVIEW

The National Farmworker Jobs Program (NFJP) program aims to strengthen the
ability of eligible farmworkers and their families to achieve economic self-
sufficiency. Thisworkforce investment program is run by granteesin 49 states and
Puerto Rico, and is overseen by the U.S. Department of Labor’s Employment and
Training Administration (ETA). Grantees submit WIASPR records to ETA on a
guarterly basis. The WIASPR records contain data on NFJP participant
characteristics and services, and are used by ETA to measure the extent to which
each grantee is meeting its performance goals.*

Participants who exit the NFJP program after receiving employment and training
services are included in four performance measures:

1. The entered employment measure is based on whether the exiter entered
employment.

2. The employment retention measure is based on employment status during
the second and third quarters after exit for exiters who entered
employment.

3. The average earnings measure is based on the earnings of exiters who
entered and were retained in employment after exit.

4. The six month earnings increase measure is based on the post-program
earnings as compared to pre-program earnings of exiters who entered and
were retained in employment six months after exit.

For each grant, the grantee is required to validate the records of participants
included in these measures in order to ensure that the data used to calculate the
NFJP performance measures are accurate. Grantees that administer multiple NFJP
grants must perform a separate data validation for each grant. According to TEGL
3-03, TEN 9-06, and recent ETA guidance, grantees are required to validate their
Program Year (PY) 2006 quarter 3 exiter records by June 15, 2007. Grantees
conduct data validation after these WIASPR records have been submitted to ETA
on May 15, 2007. However, as described in Chapter |, some validation
preparation tasks should be conducted prior to May 15.

! Based on Preliminary Performance Report, PY 06.
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This NFJP data validation handbook describes the procedures that grantees should
follow during the validation process and provides instructions on using the
NFIJPDV software that ETA provides to grantees to validate their WIASPR
submission.
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A. WIASPR REPORTING GUIDELINES

The NFJP program year runs from July 1% through June 30". For example, PY
2006 runs from July 1, 2006 to June 30, 2007. Each grantee is required to make
four quarterly submissions of WIASPR records to ETA according to the guidelines
shown in Tables 1.1 and 1.2 for PY 2006 and 2007 respectively. To calculate
performance measures, the WIASPR file must contain exiter records spanning a
Six quarter period as shown in thetables. For the May 15 submission, the NFIPDV
software then selects the validation sample only from participant records with exit
dates in the four quarters corresponding to the prior program year. For example,
the PY 2006 quarter 3 file must contain records for all participants who exited
between July 1, 2005 and December 31, 2006, but the validation sample drawn
from that file is only of participants who exited between July 1, 2005 and June 30,
2006.

In the tables below, the WIASPR Due Date row specifies when the quarterly
WIASPR submission isdue to ETA. The Exit Date Range for Performance row
lists the participant exit date ranges to be included in that WIASPR submission.
For example, to assemble the PY 2006 Q3 WIASPR due on May 15, 2007, the
grantee should assemble records for all participants who exited the NFJP program
between 7/1/2005 and 12/31/2006. The Exit Date Range for Validation row lists
the participant exit date range used by the software for the data validation sample.
As described above, these dates are a subset of the date range for performance.

Tablel.1

Program Year 2006 — Report Periods’
WIASPR Due Q1 Q2 Q3 Q4
Date 11/15/2006 2/15/2007 5/15/2007 8/15/2007
Exit Date Range 1/1/2005 — 4/1/2005 — 7/1/2005 — 10/1/2005 —
for Performance 6/30/2006 9/30/2006 12/31/2006 3/31/2007
Exit Date Range 7/1/2005 —
for Validation 6/30/2006

2 shading indicates that data validation is not required in these report quarters.
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|. OVERVIEW

Tablel.2

Program Year 2007 — Report Periods®
WIASPR Due Q1 Q2 Q3 Q4
Date 11/15/2007 2/15/2008 5/15/2008 8/15/2008
Exit Date Range 1/1/2006 — 4/1/2006 — 7/1/2006 — 10/1/2006 —
for Performance 6/30/2007 9/30/2007 12/31/2007 3/31/2008
Exit Date Range 7/1/2006 —
for Validation 6/30/2007

3 Shading indicates that data validation is not required in these report quarters.
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B. OVERVIEW OF DATA VALIDATION

Data validation is designed to accomplish the following goals:

1. Detect and identify problems with a grantee’s WIASPR data to enable
the grantee to correct the problems.

2. Ensure that critical performance data used to direct incentives and
sanctions and to meet ETA’s Government Performance and Results Act
(GPRA) responsibilities are reasonably accurate by calculating an error
rate for each data element validated.

3. Provide tools that help grantees analyze the causes of their performance
successes and failures by displaying participant data organized by
performance outcomes.

4. Minimize the burden on grantees in conducting the validation by
providing standardized software that displays the individua participant
records by outcome and provides built in random samples, validation
worksheets, and automated validation reports.

5. Further minimize the burden on the grantees by selecting the smallest
possible validation samples necessary to compute valid error rates.

Data validation typically involves two distinct processes—report validation and
data element validation. Report validation assesses the accuracy of grantee reports
by comparing the values calculated by grantees to values calculated by the
NFIJPDV software. Because ETA itself calculates performance measures for all
NFJP participants, report validation is unnecessary. However, grantee staff can
use the NFJPDV software to view and analyze the performance of individual
exiters. The software aso calculates the grantee’'s overall performance and
generates a performance measure report.
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Data element validation confirms the accuracy of key data elements in the
WIASPR by examining a sample of participant records to assess whether the data
in the sampled records are correct. When arecord is selected for validation, grantee
staff compare specified data elements in the WIASPR record to source
documentation for that participant.

Data element validation results in an estimate of the error rate for each data
element selected for validation. Data el ements are selected for validation based on
three factors:

» Feasbility—ETA can validate data elements only where it is practical and
efficient to locate and examine supporting evidence within the grantee case
files. Therefore, such items as race, ethnicity, and gender will not be
validated because these data elements are self-reported by participants and it
Isnot practical to locate the participant to verify these characteristics.

* Risk—The process for data validation is based partly on the risk that the data
element can be inaccurate. Data elements involving human judgment are
more prone to error than data elements that do not involve human judgment.
For example, determination of employment based on supplemental sources
has higher risk of inaccuracy than determination of employment from wage
records.

* Importance—Data elements are selected for validation based primarily on
their importance to the integrity of the individual participant records and
their significance for generating performance outcomes.

Error rates are computed by determining the percentage of the selected data
elements for which the values coded in the WIASPR are supported by evidence
in the case files or by other sources (such as wage records).
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The validation process is designed to compute a reliable error rate using the
smallest possible sample to minimize the grantee's burden in performing the
validation. To accomplish this objective, participant records are over-sampled if
they are determined to be important for calculating performance outcomes. The
software weights the results of the validation to correct for over- and under-
sampling so that the final results represent the overall error rate of each data
element in the grantee' sWIASPR.



|. OVERVIEW
C. HANDBOOK OVERVIEW

The following chapters and appendices guide grantees through the process of
validating data from their WIASPR submission using the NFIJPDV software.

e Chapter [1I—Validation Procedures

Chapter |1 provides a step-by-step description of how to conduct data
validation using the NFJPDV software. This chapter describes how to build
and import a validation extract file, validate the sample that is selected by
the software, and generate performance measure and summary and
analytical reports.

e Chapter I1|—Record Layout

Chapter I11 provides the record layout specification for creating the NFJP
validation extract file.

* Appendix A—Performance M easur e Specifications
Appendix A provides detailed performance measure specifications used by
ETA and by the NFIPDV software to generate the NFJP performance
measures.

* Appendix B—DEV Sampling and Error Rate Estimation
Appendix B provides the specifications for sampling and error rate
estimation that are used by the NFJPDV software to select the data element

validation sample, and to calculate error rates on the summary and analytical
report.

* Appendix C—DEV Instructions

Appendix C provides the instructions used by the validator to validate each
data element on the data element validation worksheet.
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* Appendix D—NFJPDV Softwar e Installation

Appendix D provides a step-by-step description of how to install the
NFJPDV software on a PC.

* Appendix E—NFJPDV Softwar e Reference Guide

Appendix E provides a condensed list of all the menus and functions of the
NFJIPDV software for quick reference.

D. PREPARING FOR VALIDATION

As indicated, Chapter Il of this handbook describes each task that grantees should
follow to complete validation. Responsibility for completing these tasks will be
divided among various staff.

Managers are responsible for assuring that programmers and validators have the
resources needed to complete the validation as required by ETA. They are aso
responsible for keeping the data validation effort on schedule.

Programmers have the primary responsibility for building the validation extract
file in the format specified in the record layout. Programming staff may also be
responsible for importing the file into the NFIPDV software.

Validators conduct the validation once the extract file has been imported into the
software.  Validators should also work closely with programming staff to
determine which grantee data elements best meet the requirements specified in the
record layout.

10
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Table 1.3 summarizes the preparation tasks that grantees should complete before
embarking on the validation effort, and the staff who will likely be responsible for
completing each task. All of these tasks can begin immediately, so that the grantee
can maximize the time available to validate its sample of WIASPR records.

Tablel.3

Preparing for Data Validation

Preparation Activity

Responsible Staff

Handbook Reference

Assembl e validation team.

Managers

Chapter |

Review handbook.

Validators, programmers

All chapters and appendices

Install NFJPDV software.

Programmers

Appendix D

Develop adata validation
schedule and make staff
assignments.

Managers, validators,
programmers

Chapters| & 11

Build and test validation
extract file of all NFIJP PY
2006 Quarter 3 exiters. The
final file should be generated
as soon as possible after the
WIASPR submission on May
15, 2007, to maximize the
time available to conduct data
validation.

Programmers, validators

Chapter 11—Sections A and B,
Chapter 111

Review data validation
instructions and update
grantee version of sources
column.

Validators, programmers

Appendix C

After reviewing this handbook, grantees should contact Mathematica Policy
Research, Inc. by emailing NFIPTA @mathematica-mpr.com with any questions
on validating their WIASPR submission.

11




|I. VALIDATION PROCEDURES

This chapter provides a step-by-step description of how to conduct data validation.
Following are brief summaries of each section of the chapter.

A. Accessing the NFJIPDV Software
Section A describes how to access the NFIPDV software and how to identify the

reporting period to be validated. This section aso describes how the user can
change the reporting options after the initial signin.

B. Creatingand Importing a Validation Extract File

Section B describes how to build and import a program year file of NFJP exiters.
This section also describes how to access and review duplicate detection and error
reports of records rejected by the validation software during the import process.

C. Report Validation

Section C describes how to review the performance measure report generated by
the software, and how to access and analyze records by performance outcome
groups.

D. Data Element Validation

Section D describes how to conduct data element validation for a sample of exiter
records, using the worksheets generated by the software. This section also

describes how to access the summary and analytical report and submit results to
ETA. Section D concludes with a summary table and flowchart of the DEV steps.

12



|I. VALIDATION PROCEDURES

A. Accessing the Validation Software
Task 1—Install the Application

Users should refer to Appendix D for detailed instructions on installing the
NFJIPDV software.

Task 2—Open the Validation Software

Go to the Start menu, click on Programs, and then scroll to find NFJP Data
Validation. Click on NFJP Data Validation to open the software.

Task 3—Create a New Database or Open an Existing Database

To create a new database, go to File and click on New. Then use the Create
Database window to find the appropriate location to save the database. Type a
name for the database in the file name cell. This functionality should be used
whenever grantees are validating a new report or calculating performance for a
new report.

To open an existing database, go to File and click on Open. Use the Open window
to find the appropriate database. Click on the database name and then click on
Open.

Task 4—Sign In Screen

On the Sign In screen, the user can either choose to validate records for an entire
program year or for one of the four quarters within that program year.

Enter the program year to be validated in the cell labeled Program Year. Select the

submission month from the drop down menu. Move the cursor to any other cell
and the validation period start and end date range will automaticaly fill based on

13



|I. VALIDATION PROCEDURES

the program year and submission due date entered. The start and end date range is
the period during which participants must have exited the NFJP program to be
included in the WIASPR for the program year data validation and annual
performance measure calculations. As specified in Tables|.1 and 1.2, the PY 2006
validation extract file must contain records for al participants who exited between
July 1, 2005 and December 31, 2006. The PY 2007 file must contain records for
all participants who exited between July 1, 2006 and December 31, 2007.

Alternatively, users can manually enter a date range or use the calendar buttons to
select a date range, as long as it is within the range of exit dates in the validation
file. Thisfunction allows usersto review their data and performance for the period
selected. The Sign In screen for the May 15, 2007 submission is shown below.

g+ MFIP - Sign In

Pz |_

oTintizo0s |03
1213102006 |EE

Click onthe“Sign In” button after specifying the PY or date range to be validated.

14



II. VALIDATION PROCEDURES
Task 5—Change Reporting Options

To change the reporting parameters after signing in to the software, open the
Change Reporting Options menu and select Change Reporting Options. This
function enables the grantee to produce performance reports based on selected
subgroup options.

In the Change Reporting Options screen, the user can select and change several
options. the program year, submission due date, record inclusion start and end
dates, grantee number, office name, WIB name, and case manager’ s name.

While date ranges are auto filled based on the program year selected, users may
overwrite these date ranges to analyze performance for specific time periods. |If
the user decides to change the program year after importing the data, the
performance measure report and the performance outcome groups will not
accurately reflect the new selection. For the software to calculate an accurate
report, the user must re-import data for the selected time period after changing the
program year.

The WIB, office, and case manager drop down menus include the unduplicated
values in each of these fields in the import file. After the user selects filters from
the drop down menus and clicks on Save, the source table, performance outcome
group table, and performance measure report will all be reconfigured to reflect the
data and results for the selected subgroup. The subgroup parameters appear in the
footer of the performance measure report to distinguish it from the grantee level
report. Users should note that changing these filters does not change the sample of
exiters selected for validation.

15
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After selecting filters to create the desired report, click on Save to save the options.

‘f» UD03r - Change Report Options

May M

71172005 [2E)
12312006 (£

-
ot
wes

16



|I. VALIDATION PROCEDURES

B. Createand Import a Validation Extract File

Grantees should consolidate the four WIASPR submissions for the program year
being validated, and import the file into the NFIPDV software.

Task 1—Create a File Based on the Record L ayout

To view the record layout see Chapter Il1 of this handbook, or open the Import
Data menu and select Source Table Record Layout. The record layout isin the
WIASPR format with the addition of five fields. The additiona fields are
observation number (field #1), WIB name (field #96), office name (field #97), case
manager (field #98), and user field (field #99).

The validation extract file must be in ASCII comma-delimited format. The
software will also accept comma separated (csv) files. Fields must be in the order
and format listed on the record layout. Mandatory fields are specified in the record
layout. Blanks are acceptable in optional fields. However, blank or null values are
not valid for mandatory fields and will result in the record being reected.
Quotation marks around data el ements cause the software to reject thefile.

Grantees must create their extract file for validation after submitting their May
WIASPR fileto ETA. Thefile will contain unduplicated exiter records spanning a
Six quarter period, using the most recent record for each participant. The date
ranges for the exiters to be included in the extract file are given in tables |.A and
|.B on pages 3 and 4.

One way that grantees can create the extract file is to aggregate all of their
WIASPR submissions for the six quarter period included in the file. Before
aggregating the files, grantees should mark each record to indicate which WIASPR
submission it came from (e.g., 1% through 6"). Grantees can then unduplicate the
aggregated file by retaining only the last record submitted for exiters with multiple
records. The file can be completed by adding observation numbers to the
unduplicated records, and then extracting from the grantee data base the WIB
name, office name, case manager, and any user field applicable to each record.

17
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The origina marker for submission quarter may be retained in the user field if
grantees choose to do so.

Alternatively, grantees may develop an extract routine to pull the most recent data
for each exiter directly from the grantee's data base, in the format specified in the
record layout. Grantees using this approach should ensure that they run the extract
routine as close as possible to their last quarterly submission, to minimize any
differences between the data in the WIASPR submission and in the validation
extract file.

Data | ssues

Field #99 is an optional user-defined field which appears on the validation
worksheet; this field can be filled with any additional data element that the grantee
wishes to have available on the DEV worksheet. For example, grantees can
include the participant name or other identifying information that should appear on
the validation worksheet to help locate case folders for sampled participants. |f
this field is populated, the data should not include any punctuation, which may
cause file import problems.

The exit date field (field #70) can represent either the date the participant exited
the NFJP program, or the date the participant exited the WIA program if the
participant was co-enrolled in a partner program. However, for co-enrolled
participants grantees should be sure to use the exit date that was used to obtain
post-exit wages.

18



II. VALIDATION PROCEDURES
Task 2—Import Extract Data

Once the data are formatted according to the record layout, open the Import Data
menu and select Import from Extract File. Select the file to be imported using
the Select File box. Click Open to import the extract file. A message box will
appear notifying the user that the import process will reload the master validation
table. Click Yesto continue or No to abort.

Once this is done, the Import File box will display counters for the number of
records in the import file, the number of records imported successfully, and the
number of records with errors (rejects, warnings, or duplicates). The software will
also display the import error report. The duplicate report, however, must be
accessed separately through the Duplicate Report item on the Import Data menu.
The Import File box includes a cancel button that can be used to stop the loading
process. It may take several minutes to import the data, depending on the size of
thefile. Click Exit when a message appears that the import is complete.

& MFIP - Import File.

Import Complete.

Number of records in import file; 18
Number of records imported; 14
Number of rejected errors: 1
Number of warning errors: 14
Humber of duplicated errors: 4

There were errors inthe import File.
Please review file C:iProgram Files'NFJP Logsimport_4132007 _1518.1og.

Canzel |

19
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To view the imported file open the Import Data menu and select View Source
Table. Thisisaread only screen. However, the columns in the source table are
sortable to facilitate review of the imported records. Users can sort on any column
in the source table by double clicking in the header row for the particular column.
The records can be sorted in either ascending or descending order by double
clicking a second time in the header row for the column.

The total number of records in the source table is provided on the lower |eft corner
of the screen. If the cursor is placed on a particular row of a column, the software
will show that row number in red at the bottom of the screen. This feature enables
the user to easily count the number of records with a particular characteristic in the
source table. For example, on the following source table the cursor is on row 7 as
shown on the lower right.

=] 5436 B 41 A 00000009 20040721 19310105 1 u} [u]
4 5436 5 41 100000004 20050421 19510101 1 [u} [u]
14 o436 B 93| 10000001 4 20050102 195410235 2 o ]
13 5436 S 93| 100000013 20040531 19690207 2 u} [u]
11 5436 B 93| 100000011 20041102 19541025 2 u} [u]
=] 5436 5 93| 100000005 20040330 19690207 2 [u} [u]
=1 5436 3 93| 100000005 20050102 19541125 2 u} [u]
\2 5436 S 93| 100000002 20051102 19541025 2 u} [u]
10 5436 5 123 100000010 20041012 19720405 1 1 [u]
5 5436 5 123 100000005 20050112 19720405 1 1 [u]
16 \QN\SB 3 131 10000001 & 20040517 19561227 1 u} 1
15 S35 5 131 10000001 5 20040517 19551227 1 u} 1
12 5436 5 131 10000001 2 20040712 19500214 1 [u} [u]
v 5436 3 131 100000007 200503512 19500225 1 u} [u]
3 S 100000003 20050712 19500224 1 u} [u]

20
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Task 3—Review Error Report

During file import, the NFIPDV software reads each record to ensure that all fields
are valid based on the record layout and the WIASPR edit check logic specified in
Chapter I11. For example, any records with missing data in mandatory fields—
such as Observation Number or Date of Birth—are regjected. Duplicate records or
records with invalid values are also rejected. The software will also generate an
error if the number of columns in the extract file does not match the number of
columns specified in the record layout, if text values are placed in a number field,
or if dates are not in the proper format.

When the NFIPDV software has completed the file import process, it displays an
error report listing the rejected records and records with warning errors. The error
report is aso automatically saved to the NFJP folder (C:\Program
FilessNFJP\Logs) and is titled import_date time.log.

The error report indicates which observation has an error and the corresponding
error message. Grantees should use the error report in conjunction with the
Chapter 111 record layout and edit check document to determine why records have
been rejected or identified as having warning errors.

After reviewing any error reports generated by the software, staff should determine
if the validation file must be regenerated or reformatted and reloaded. If a very
small number of records are rejected, it may not be necessary to re-import the file
before beginning validation.

21
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Task 4—View Duplicates

This task allows the user to view the duplicate records identified by the software.
No data entry is required, this function is for analytical purposes only.

Click on the Import Data menu and select View Duplicates.

This opens a report that displays duplicate records, including their observation
numbers, SSNs, and exit dates. All records that have the same SSN and exit date
are considered to be duplicates and are rejected by the software. |If duplicates
exist, the user must decide if it is necessary to fix the extract file. If so, it must be
determined which observations to include in the extract and the file must be
corrected and re-imported before beginning validation.

NF.JP Duplicate Records Report

OBS SSN Date of Exit

1 100,000,001 20050910
17 100,000,001 20050910

22



|I. VALIDATION PROCEDURES

C. Report Validation

Because ETA calculates performance measures for all NFJP exiters, report
validation is unnecessary. However, grantee staff can use the NFIJPDV software to
view and analyze the performance of individual exiters. The software aso
calculates the grantee' s performance and generates a performance measure report.

Task 1—View Performance Outcome Groups

The NFIJPDV software assigns each participant record to a performance outcome
group following the specifications in Appendix A of this handbook. Organizing
the records into outcome groups serves two purposes. First, it provides the
numerical counts used to calculate the performance measures. Second, it serves as
a tool for analyzing performance outcomes and factors that may influence
performance. Appendix A describes in detail how the software assigns each exiter
who received employment and training services to one of 16 performance outcome
groups for the entered employment, employment retention, average earnings, and
optional six month earnings increase measures.

Click on the Report Validation menu. Then click on View Performance
Outcome Groups. This opens a window that displays the 16 performance
outcome groups and the total number of records that have been assigned to each
group. A section of the performance outcome group summary screen is shown
below. Exhibit A.1 in Appendix A displays the full performance outcome group
table. No data entry is required; this function is for analytical purposes only.

23
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182 oftrz prior to report e
182 oftrz prior to report otr E&T

182 oftrz prior to report otr E&T

284 oftrs prior to report otr E&T

3&4 cfr= prior to repart otr E&T

354 otr= prior to repoart otr E&T

354 otr= prior to repoart otr E&T

354 otr= prior to repoart otr E&T

586 gtr= prior to repoart otr E&T

586 gtr= prior to repoart otr E&T

586 otr= prior to repart oty E&T

S&6 oftrs prior to repart ote E&T

S&6 oftrs prior to repart ote E&T

1-6 otrs prior to report oty E&T

1-6 atrs prioe to report otr Exclusion
1-6 atrs prioe to report otr Aszsit

Double click on the arrow in the far left column of each performance outcome
group to view the detailed records in that group.

24
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Task 2—View Detailed Records

By double clicking the arrow in the far left corner of a performance outcome
group, the user can view the detailed records assigned to that group.

SUImEKY T Detail for group 16 order by obs
Total Mumber of Records:
0BS5S Grantee StateCode | CountyCodi| SSH EnroliDate |(DOB Gender HativeAmer | Asian AfricanAr
211 5436 5 131| 100000211 20040817 19560130 1 u] 1
212 5436 ] 131 100000212 20040817 19560225 1 u] 1
213 5436 1 131 100000213 20040817 19560330 1 u] 1
214 5436 1 131 100000214 20040817 19560430 1 u] 1
215 5436 1 131 100000215 20040817 19560530 1 u] 1
216 9436 3 131 100000216 20040817 19360630 1 u] 1
27 9436 3 131 100000217 20040817 19360730 1 u] 1
218 9436 ] 131 100000215 20040817 18360530 1 u] 1

Sort Detailed Records

Users can sort on any column in the performance outcome group display by double
clicking in the header row for the particular column. The records can be sorted in
either ascending or descending order by double clicking a second time in the
header for the column.

Widen Columns

To increase the width of any column, go to the intersection of the relevant column
heading, click the mouse button, and drag to the desired width.
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|I. VALIDATION PROCEDURES

Task 3—View Performance M easure Report

This function displays a report that calculates the values for the four NFJP
performance measures, based on the specifications in Appendix A of this
handbook.

To view the performance measure report, click on the Report Validation menu
and select View Performance Measure Calculations. No data entry is required;
thisis aread-only function.

Click on the printer icon to print the report using a live printer. To produce the
report in Adobe Acrobat (PDF) format, click on the export report button to the
right of the printer icon and follow the prompts.

Performance Measure Report - NFJP
Period 7/1/2004 - 12/31/2005

RptcCell Description Validation
Value

1 EER Rate S0%
2 EER Mumerator 2
3 EER Denominator 4

4 ERR Rate 50%
a ERRE Mumerator 4
G ERE Denominator g
7 Average Eamings 40,050
g Average Earmings Numerator 160,200
e Average Earnings Denominator 4
10 S Month Earnings Increase 20378
11 S Month Earnings Increase Mumerator 163,020
12 S Month Earnings Increase Denominator g

If users have selected a WIB, office and/or case manager filter on the Change
Reporting Options screen, the performance measure report will be generated for
that subgroup. The footer of the report will display the selected subgroup.
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|I. VALIDATION PROCEDURES

D. Data Element Validation
Task 1—Access Sampled Records

The first tasks in DEV are to identify the records that must be validated and to
assemble the validation worksheets and source documentation corresponding to
those records.

The software selects a sample of the NFJP exiter records that have been imported
into the software, and displays the data to be validated for each sampled record on
a worksheet. To minimize the validation effort, grantees validate only the subset
of data elements in each sampled record that are most important for calculating
grantee performance. Appendix B of this handbook provides the validation
sampling specifications.

Click on the Data Validation menu and select Edit Worksheets. This will open
the data validation worksheet summary of sampled records. The summary screen
is read only. Identifying information on this summary list (and on the individual
worksheet for each sampled record) helps grantee staff locate the source
documents for each of the selected records. The summary rows for sampled
records that have been completely validated will be shaded in green.

27



|I. VALIDATION PROCEDURES

Summary Worksheet

100000022 20050421 19810104
100000023 20050421 19810106
100000025 20050112 19910712
100000026 20050112 19720408
100000027 20050112 19721108
100000028 20050112 19730408
100000025 20050112 19720409
100000030 20050112 19720410
100000031 20050112 19720411
100000032 20020112 19720412
100000033 20020112 19720413
100000035 20020112 19720415

EnpollD ate SeclEF FarmStatus Farnily EmpStatus ProgE amBhont LongégE mp IntensiveSerD

]

To access, update, and print individual sampled records, double click anywhere on
the row of the applicable record on the worksheet summary. This will open a
validation worksheet for the selected record.
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|I. VALIDATION PROCEDURES

Users can also search for worksheets that contain specific data by clicking the right
mouse button in the field in which they wish to search. A Find window will open.
In the Find What box, enter the value that the NFIJPDV software should search for
in the sampled records. If the value needs to match exactly, check the Exact Match
box. Then click the Find Next button. The row number of the record that contains
the value in the Find What box will be displayed in blue.

Find Window

Find what: [S5M] |-|5-|
Faund match in row number 33

[+ Exact Match,

The online worksheet is on three tabs, one for validation fields 1-10, one for
validation fields 11-18 and one for comments. Identifying information at the top
of the worksheet helps validation staff locate the case file for the selected record.

The validation worksheet lists al of the data elements to be validated with their
corresponding field number from the Chapter 1Il record layout. Validation is
required for each data el ement where check boxes are present and unshaded on the
worksheet. Grantees do not need to validate data elements for which check boxes
are shaded.
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|I. VALIDATION PROCEDURES

Sample Online Data Validation Wor ksheet

Validation Worksheet et Campleted

0BS5S I22— Grantee |543?— Dffice IW Case Mar. |3—

S5N W WIB Hame IHWIB User Field ngg4— State Code |25—

Mizsing Record ] Unable to Locate ] Invalid Record ol

Yalidation Field 1 - 10 T Walidation Field 11 - 18 T Comments ]
Data Elements Reported ¥alue Passz Fail
4. Date of Participation IW v o
5. Date of Birth IW v I
9. Sec 167 | &
11. Farmworker Status |-|— Il o
13b. Mumber of Individuals in the Family |4— u Ird
16. Employment Status at Participation I— - -
17. Six Month Pre-Program E arnings ID— v I
21e. Long-term Agricultural Emplopment I— ] ]
24. Date of First Intensive Service IW o Il
25. Date of First Training Service IW Ird u
Save | Closze | Print |

The validation worksheets can be completed online on a desktop or laptop
computer, or they can be printed and completed by hand. The NFIPDV software
may also be loaded onto the grantee's central server, allowing multiple validators
to complete the worksheets on workstations or computers connected to the server.
If validators use paper worksheets, the findings must later be data-entered in the
online worksheet.

Task 4 of this section provides detailed instructions for completing the online
worksheet. “Not Completed” is displayed in red in the upper right corner of the
online worksheet until the validator has completed every data element on the
worksheet that requires validation and the results have been saved. At that point,
the message will indicate “ Completed”. If the user selects Missing Record, Unable
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|I. VALIDATION PROCEDURES

to Locate, or Invalid Record, no further validation is required and the message will
indicate “ Completed.” See Task 4 in this section for more information.

Task 2—Print Worksheets

When using printed worksheets, the validator must assemble the worksheets for the
sampled records. To print all of the worksheets in batch mode, click on the Data
Validation menu and then click on Print Worksheets. All worksheets for the
sampled records are formatted for printing. Click the printer icon at the top left of
the screen to begin printing. The sampled records will print sorted by WIB.

Sample Printed Wor ksheet
NFEJP Data Validation Worksheet

OBS: 4 SiateCode: 5 WIB Name:WIEC
SSN: 100000004 User Fiel : POG4 Office Name :Officed
Grantee: 5436 Case Mgr.:Ramirez

Mising Record: Mo
Unable to Locate: Mo
Invalid Record: Mo

Data Elem ent WIASPR# Value PassiFail

Diate of Participation 04 20050421
Date of Birth 0s 19210101
Sec 167 o9 1
Farmworker Statns 11 1
Number of Individuals in the Family 13h 1
Employraent 5tatus at Participation 16

31x Month Pre-Frogram Earnings 17 1]
Long-terrn Agrcultural Emplovraent 2le 1
Date of First Intensive Service 24 20050421
Date of First Training Service 25 20050501
Date of Exit 33 20050610
Categoryof Exit 34 1
Other Beasons for Exit 35
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|I. VALIDATION PROCEDURES

Task 3—Print Sampled Cases Report

To simplify the task of identifying which offices must be visited for NFJP
validation, the software produces a Sampled Cases Report that lists the number of
records in the sample by Office name and WIB name.

To obtain the Sampled Cases Report, click on the Data Validation menu and then

click on Sampled Cases Report. This report shows the distribution of the sample
by location. No dataentry isrequired, thisreport isfor analytical purposes only.

Count of Sampled Records by Officeand WIB

NFEJP Sampled Cases Report

Office Name WIB Mame Total
Officel WIB A 3
Office2 WIBE 1
Officed WIBC )
Offices WIBD 3
Offices WIBC 2
Office? WIB & 1

Total Cases: 13
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II. VALIDATION PROCEDURES
Task 4—Assemble Supporting Documentation and Complete Wor ksheets

Grantee staff must obtain the source documentation for each sampled record in
order to complete the validation worksheets. If some of the information is not
avallable at the grantee level, the validator must travel to the physical location
where the case files are stored to access the relevant source documentation for each
sampled record. (If the grantee wishes to follow a different procedure, it must
obtain approval from its project officer.) The validator reviews the local office’s
sampled case files for each data element present on the worksheet, using the
validation instructions and criteria in Appendix C. Some elements (such as wage
records) may be validated against central computer files. Instructions for
validating elements against central computer files are also included in Appendix C.

Some of the data elements may be blank on the worksheet due to two factors. First,
not every data element applies to each participant. For example, if the participant
has not entered training, the data element for Date of First Training Service will be
blank on the worksheet for that participant. Similarly, if the individual was an
employment and training exiter, the data element for Other Reason for Exit will be
blank on the worksheet.

Second, negative values are generally not validated and therefore not included on
the worksheets. For example, if the individual was not employed at participation
(i.e.,, hasavalue of 2 or 3), the data element will be blank on the worksheet.

Blank data el ements do not need to be validated unless the instructions specifically
direct the validator to do so. The validator should carefully read the Appendix C
Instructions for each data element because they indicate when blank data elements
must be validated. For example, earnings fields are validated whether or not they
are blank.

Appendix C provides separate instructions for each data element; the instructions
are presented in the same order in which the data elements appear on the
worksheet. The data element reference numbers on the worksheet correspond to
the data element reference numbers in the record layout and validation instructions.
Each instruction specifies the recommended sources for validating the data
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|I. VALIDATION PROCEDURES

element. If the validator locates an equivalent source document that is not
gpecified in the instructions, the validator should record the new source in the state
version of sources column in the validation instructions.

After reviewing the source documentation and following the validation
instructions, the validator records the result in the appropriate checkbox for each
element. The two possible validation outcomes for each data element are:

1. Check Pass if the element was supported by/matched the source
documentation

2. Check Fall if the source documentation showed that the data element was
incorrect or if no source documentation was available

The validation worksheets can be completed online by one or more validators
accessing the same database (see Task 8 of Appendix D for more information on
setting this up). If validators complete paper worksheets, the results must later be
data-entered into the corresponding online worksheet.

If the source file for a particular record is missing from the local office whereit is
supposed to be kept, the validator should check the missing record box on the
validation worksheet. If the data validation staff is not able to determine where the
case file for a particular record is kept, the validator should check the unable to
locate box. No further validation is required for these individuals.

The worksheet also includes a comments section. Any comments related to the
validation of a particular record can be entered in the comments text box on the
third tab of the online worksheet. These comments will appear on the printed
version of the worksheet. Comments can include the reason a data element failed
validation, definitional problems encountered by the validator, the validator’ s name
If the grantee chooses to record it, or other relevant information.

After completing the Pass or Fail checkbox for each data element to be validated in
a sampled record and entering any relevant comments, the validator should click
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|I. VALIDATION PROCEDURES

on the Save and Close button on the online worksheet (as shown in Task 1 of this
section).

Validators should follow this same series of tasks for each record in the sample.

Task 5—Data Validation Summary/Analytical Report

The NFIPDV software generates a summary and analytical report after all the
validation worksheets have been completed. This report shows the number of
errors and the error rates for each data element validated.

Two types of error rates—Overall Error Rate and Reported Data Error Rate—are
calculated using the information entered on the worksheets by the validators. For
each element, the Overall Error Rate is the number of records in which that data
element is in error divided by the total number of records sampled, weighted to
account for the over- and under-sampling of particular types of records. Asvalues
may not be present for every data element in each record sampled, the Reported
Data Error Rate includes in the denominator only those records for which the
particular data element was validated. See Appendix B for more information about
the two types of error rates.

To access the Summary/Analytical Report, click on the Data Validation menu and
select Summary/Analytical Report. No data entry is required; this screen is for
analytical purposes only. To print the report, click on the printer icon on the tool
bar at the top of the screen.
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NFJP Data Validation Summary and Analytical Report

State: NV Period: T7/1/2004 - 12/31/2005 Report Due: May
#of Cases: 12 # Completed: 12 # Unable to validate: &
Reported
WIASPR it Overall D ata

D ata Element # of Errors  Error Rate  Error Rate
Date of Participation 4 4 50.00 60.00
D ate of Birth ] 4 a0.00 40.00
Sec 167 g 7 58.33 68.33
Farmwaorker Status 11 7 58.33 A8.33
Mumber of Individuals in the Family 13h 7 A8.33 h8.33
Employment Status at Paricip ation 16 0 0.aa 0.aa
Six Month Pre-Program Earnings 17 B a0.00 50.00
Lang-term Agricultural Employment e 3 25.00 42 .86
Date of First Intensive Service 24 7 58.33 A8.33
Date of First Training Service 28 4 50.00 60.00
D ate of Exit. 33 B a0.00 A0.00
Category of Exit. 34 5] a0.00 50.00
Other Reasons for Exit. 34 g 50.00 66.E67
Date Placed in Unsubsidized Employment. 36 g BE.6T GE.BT
Employed in the 1st Quarter Atter Exit Quarter. 41 8 B BT G667
Employed in the 2nd Quarter After Exit Quarter. 42 4 33.33 GG .67
Employed in the 3rd Quarter After Exit Quarter. 43 4 33.33 G667
Wages 2nd & 3rd Quarters After Exit Guarter. 44 7 A8.33 h8.33
Comments: SummaryfAnaktical repart screen print.

Grantees may include comments on the summary and analytical report to describe
issues encountered during the validation. To enter comments, click on the Data
Validation menu and select Summary/Analytical Comments. In the text box,
enter any comments applicable to the data validation effort, up to 250 words.
Click the Update button to transfer the comments to the summary and analytical
report. Click Cancel to return to previously entered comments.
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II. VALIDATION PROCEDURES

There waz no exit date documentation for the sampled records |

Grantees should determine whether their error rates are acceptable or unacceptable
for each data element. Federal quality standards for determining unacceptable
error rates will be developed after sufficient data have been collected on the
validation results.

Task 6 —Submit Validation Resultsto ETA

After al validation worksheets have been completed, grantees must submit their
Summary and Analytical Report to ETA via the e-submit functionality of the
validation software. Data validation files, including the completed worksheets,
summary and analytical reports, and copies of supporting documentation, should
be retained on-site for three years for monitoring purposes.

To submit the report, click on the Data Validation menu and select Upload
Summary/Analytical. After a minute or two, the software will open a web
browser. Enter the validation password provided by Traci DiMartini at ETA
(DiMartini.Traci@dol.gov) and click on the Login button. The ETA-provided
password must be the NFJP validation password, not the WIASPR submission
password.

37



|I. VALIDATION PROCEDURES

Enter your name, e-mail address, and telephone number in the appropriate cells.
Then click on Browse. Use the Choose File window to find the XML file created
by the software. The location and name of the file are listed in the white cell on
the top of the web browser. Click on the Open button. Then click the Submit
button in the web browser.

Path and file name of XML file*

“our data has b®en sent to the following location: Claze |

|C:\ngram Files\TAALVT1-10-2004_6_28_54_PM.xml

Signon the DRYS eSubmission site below, browse to, select and transfer your data

2 U.S. Department of Labor = —
8\ Employment & Training Administration Data Reporting and Validation System

Submission Results Confirmation

¥ Indicates a required field
State: LA
Prograrm: TAA

Full Name *l

E-mail Address: *|

Telephone: *I
Locate Fiie: | Browse.. |

@ 2004, Thiz &pplication is the Propetty of the United States Department of Labor

* The path name and program will indicate NFJP rather than TAA as shown above.
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It may take up to a minute for the XML to upload. Once the file has been
successfully transmitted, the DRVS Confirmation of Submission screen will
appear.”> Users can choose to print a copy of the confirmation, have a copy e-
mailed to them, or log out.

Your data has been sent to the following location:

IC:\Prngram Files\TAA\11-10-2004_6_28_54_PM_xml

Signon the DRYS eSubmission site below. browse to, select and transfer your data

U.S. Department of Labor 5 .
Employment & Training Administration Data Reporting and Validation System

Submission Results Confirmation

DRVS Confirmation of Submission
Your submission has been successtul.

State: LA
Program: TAA
Report Mame: DEY

Period: 10/01/2003 - 08/30/2004
Date: 11/10/2004

Tirmne: 06:37:10 P

MName: Jog 3mith

Note: If you wish to print or E-mail this confirmation, you must do so fram this page.
once you leave this page, you will not be able to return.

Print a copy of this canfirmation for your records.
Email this confirmation to SMITH JOE@STATE. GOV

@ 2004. This Application is the Property of the United £ repartment of Labor

After closing the e-submission window, the DRVS will display the message
“Export has completed.”

® The file path and program will indicate NFJP rather than TAA as shown above.
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|I. VALIDATION PROCEDURES

Table 1.1 and Figure 11.1 summarize the NFJP data element validation process.

Tablell.1: Overview of Data Validation

Task Task Description

1 The validator assembles validation worksheets for the sampled WIASPR records
and retrieves the case files corresponding to those records.

2 After obtaining the case file for a sampled case, the validator uses the validation
worksheet to locate the first relevant data element that must be validated. Fields for
datathat are not relevant to a particular record may be blank. For elements where
data are present or where the absence of data requires validation, the validator uses
the reference number to locate the validation instruction for that data element in
Appendix C. Each data element listed in Appendix C givesinstructions and
acceptable source documentation for validating that element only. An edited
definition of the data element is also included in the instructions.

3 The validator obtains one or more of the source documents listed as an acceptable
source to validate the element.

4 Following the instructions in Appendix C, the validator determines whether the
data element meets the validation criteria based on the information in the source
document(s). If the data element is supported by/matches the source document(s),
the validator enters a checkmark in the Pass box on the worksheet.

5 If the source document(s) does not support/match the data element or no source
document(s) for the data element isin the casefile, the validator entersa
checkmark in the Fail box on the worksheet, indicating an error. If the sourcefile
for aparticular record is missing from the local office where it is supposed to be
kept, the validator should check the missing record box on the validation
worksheet. If the data validation staff is not able to determine where the case file
for aparticular record is kept, the validator should check the unable to locate box.
No further validation is required for these individuals.
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|I. VALIDATION PROCEDURES

The validator proceeds through each data element for each sampled record in the
same manner. The “Comments” section of the worksheet can be used to record
notes or to document issues that may be helpful in future validations.

After each data element has been validated for every sampled record, the validator
reviews the Summary and Analytica Report generated by the software. The
validator then e-submits the report to ETA.
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|I1. RECORD LAYOUT

Attached is the record layout that should be used to create the extract file of NFJP
exiters as specified in Section B of Chapter |l of this handbook. The file must be
in ASCII comma-delimited format or comma separated (.csv) format. Fields must
be in the specified order and in the format listed on the record layout. Quotation
marks around data elements cause the software to reject the file.

The record layout provides the following information:

* Field number and type in NFIPDV validation file

* New WIASPR field number and data element name

* OId NFIPDV field number and type

» Old data element name

» Valid values—the record will be rgjected if the data element does not meet the
valid value criteria

» Edit check logic —the record will be rejected or will receive awarning error if
the data element does not meet the edit check logic criteria

» Error message — the text displayed on the import error report when the data
element failsto meet the edit check logic

» Error type — whether failure to meet the edit check logic resultsin awarning or
reject error
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APPENDIX A

PERFORMANCE MEASURE SPECIFICATIONS



This appendix provides the specifications used to assign the NFJP exiter records to
performance outcome groups and to calculate the entered employment,
employment retention, average earnings, and optional six months earnings increase
measures.

I. PERFORMANCE OUTCOME GROUP SPECIFICATIONS

NFJP calculates its measures using a rolling four quarters. The four NFJP
performance measures are the Entered Employment Rate (EER), Employment
Retention Rate (ERR), Average Earnings, and Six Months Earnings Increase.
They are calculated as follows:

EER: of those who are not employed at the date of participation, the number
of participants who are employed in the first quarter after the exit quarter (i.e.,
WIASPR field 91=1) divided by the number of participants who exit during the
guarter (and who receive job-related core, intensive, or training services; i.e.,
WIASPR field 70=1 or 3[if field 71=4, 5, or 6]).

ERR: of those who are employed in the first quarter after the exit quarter (i.e.,
WIASPR field 91=1), the number of participants who are employed in both the
2" and 3" quarters after the exit quarter (WIASPR Fields 92 and 93=1) divided
by the number of participants who exit during the quarter.

Average Earnings. This measure is calculated as follows: of those who are
employed in the first, second, and third quarters after the exit quarter (i.e.,
WIASPR fields 91, 92 and 93=1), tota earningsin the 2™ and 3" quarters after
exit (i.e., WIASPR field 94) divided by the number of participants who exit
during the report period.*

Six Months Earnings Increase: of those who are employed in the first
guarter after the exit quarter (i.e., WIASPR field 91=1), total earnings in the
2" and 3 quarters after exit (i.e., WIASPR field 94) minus total six-month
pre-program earnings (i.e., WIASPR field 26). Thistotal isthen divided by the
number of participants who exit during the report period.*

The Performance Measure report generated by the NFIPDV software lists the four
NFJP performance measures as well as the numerators and denominators used to

! See TableA.2 on page A.11.

A2



calculate each measure. The numerators and denominators are derived from the
number of participants assigned to each of the corresponding performance outcome
groups by the NFIJPDV software.

Figure A.1 shows how the individual records in the NFJP file are assigned by the
software to one of 16 performance outcome groups based on the participants’ pre-
and post-program employment status, employment retention status, exit quarter,
and the source used for recording participant earnings. The NFIPDV determines
the number of participants who fit each outcome group and computes the four
performance measures based on the number of participants in each group. Table
A.1. below shows the specific date ranges for the exit cohortsin Figure A.1.

Organizing the records into outcome groups serves two purposes. Firgt, it provides
the numerical counts used in calculating the performance outcome measures (see
Section Il for the detailed specifications). Second, it serves as a useful tool for
analyzing performance outcomes and factors that may influence performance.

Columns 8 through 13 of Figure A.1 show how the count of participants in each
group, or the sum of their earnings for the average earnings measure, is used in the
calculation of each performance measure. For example, participants in group 4 are
included in the numerators and denominators of the entered employment and
retention rates, and their earnings are included in the numerators of the average
earnings and six month earnings increase measures.

A.3
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[I. PERFORMANCE MEASURE CALCULATION SPECIFICATIONS

The following specifications are used by the NFIPDV software to calculate the
four NFJP performance measures.
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Entered
Employment
Rate

Numer ator:

Count of unigue RECORDs where DATE OF EXIT iswithin

the reporting period AND
(CATEGORY OF EXIT =1 OR (CATEGORY OF
EXIT =3 AND (OTHER REASONS FOR EXIT =4
OR OTHER REASONS FOR EXIT =5 OR OTHER
REASONS FOR EXIT = 6)))

AND
(EMPLOYMENT STATUSAT PARTICIPATION =2
OR EMPLOYMENT STATUSAT PARTICIPATION
= 3)

AND EMPLOYED IN 1ST QUARTER AFTER EXIT

QUARTER =1

divided by
Denominator:

Count of unigue RECORDs where DATE OF EXIT iswithin

the reporting period AND
(CATEGORY OF EXIT =1 0OR (CATEGORY OF
EXIT =3 AND (OTHER REASONS FOR EXIT =4
OR OTHER REASONS FOR EXIT =5 0OR OTHER
REASONS FOR EXIT = 6)))

AND
(EMPLOYMENT STATUSAT PARTICIPATION =2
OR EMPLOYMENT STATUSAT PARTICIPATION
= 3)
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Employment
Retention Rate

Numer ator:

Count of unigue RECORDs where DATE OF EXIT iswithin
the reporting period AND
(CATEGORY OF EXIT =1 OR (CATEGORY OF
EXIT =3 AND (OTHER REASONS FOR EXIT =4
OR OTHER REASONSFOR EXIT =5 OR OTHER
REASONS FOR EXIT = 6)))
AND EMPLOYED IN 1ST QUARTER AFTER EXIT
QUARTER =1
AND EMPLOYED IN 2ND QUARTER AFTER EXIT
QUARTER =1
AND EMPLOYED IN 3RD QUARTER AFTER EXIT
QUARTER =1

divided by
Denominator:

Count of unigue RECORDs where DATE OF EXIT iswithin
the reporting period AND
(CATEGORY OF EXIT =1 OR (CATEGORY OF
EXIT =3 AND (OTHER REASONS FOR EXIT =4
OR OTHER REASONSFOR EXIT =5 OR OTHER
REASONS FOR EXIT = 6)))
AND EMPLOYED IN 1ST QUARTER AFTER EXIT
QUARTER =1
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Average
Earnings

Numer ator:

Sum of (WAGES 2nd and 3rd QUARTERS AFTER THE
EXIT QUARTER) where DATE OF EXIT iswithin the
reporting period AND
(CATEGORY OF EXIT =1 0OR (CATEGORY OF
EXIT =3 AND (OTHER REASONS FOR EXIT =4
OR OTHER REASONS FOR EXIT =5 OR OTHER
REASONS FOR EXIT = 6)))
AND EMPLOYED IN 1ST QUARTER AFTER EXIT
QUARTER =1
AND EMPLOYED IN 2ND QUARTER AFTER EXIT
QUARTER =1
AND EMPLOYED IN 3RD QUARTER AFTER EXIT
QUARTER =1

divided by
Denominator:

Count of unigue RECORDs where DATE OF EXIT iswithin
the reporting period AND
(CATEGORY OF EXIT =1 OR (CATEGORY OF
EXIT =3 AND (OTHER REASONS FOR EXIT =4
OR OTHER REASONSFOR EXIT =5 OR OTHER
REASONS FOR EXIT = 6)))
AND EMPLOYED IN 1ST QUARTER AFTER EXIT
QUARTER =1
AND EMPLOYED IN 2ND QUARTER AFTER EXIT
QUARTER =1
AND EMPLOYED IN 3RD QUARTER AFTER EXIT
QUARTER =1
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Numer ator:

Sum of (WAGES 2ND & 3RD QUARTERSAFTER
EXIT QUARTER) MINUS (SIX MONTHS PRE-
PROGRAM EARNINGS) where DATE OF EXIT is
within the reporting period AND
(CATEGORY OF EXIT =1 OR (CATEGORY
OF EXIT =3 AND (OTHER REASONS FOR
EXIT =4 OR OTHER REASONS FOR EXIT =5
OR OTHER REASONS FOR EXIT = 6)))
AND EMPLOYED IN 1ST QUARTER AFTER EXIT

Six Month QUARTER =1

Earnings .

Incr ease divided by
Denominator:

Count of unigue RECORDswhere DATE OF EXIT is
within the reporting period AND
(CATEGORY OF EXIT =1 OR (CATEGORY
OF EXIT =3 AND (OTHER REASONS FOR
EXIT =4 OR OTHER REASONSFOR EXIT =5
OR OTHER REASONS FOR EXIT = 6)))
AND EMPLOYED IN 1ST QUARTER AFTER EXIT
QUARTER =1
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APPENDIX B

DEV SAMPLING AND ERROR RATE ESTIMATION



The primary data validation objective is to compute error rates for performance
measures. Further objectives are (1) to identify the sources of error (that is, which
data elements or which kinds of cases are more prone to error) and (2) to provide
an error rate for selected data elements whether or not they are used in calculating
performance results.

This appendix discusses the general approach to data validation and error rate
estimation (section A) and provides detailed sampling specifications for NFJP
(section B).

A. GENERAL APPROACH

The sample design for NFJP is a dtratified, random sample. The software
randomly selects records with differential sampling rates by the type of record.
Sample sizes vary by grantee, with smaller grantees having smaller samples than
larger grantees for two reasons. First, to achieve a given level of precision, smaller
grantees require smaller sample sizes than larger grantees. Second, to reduce the
burden on smaller grantees, precision requirements are rel axed.

After the records are validated, the software uses two methods to calculate the
error rate estimates for each element subject to validation. With the first method
(overal error rate), the error rate for each data element equals the total number of
records in error for the element divided by the total number of records sampled,
weighted to account for the over- and under-sampling of particular types of
records.

Because particular data elements may not be present in every record and thus are
not validated, the second method (reported data error rate) only includes in the
denominator those records for which a particular data element was validated. With
this method of calculation, the error rate equals the total number of recordsin error
divided by the number of records for which the particular data element was
validated, weighted to account for the over- and under-sampling of particular types
of records.

For example, 100 records are sampled, only 50 of those have a particular data
element, and 5 errors are identified. The overall error rateis 5 divided by 100, or 5
percent, and reported data error rateis 5 divided by 50, or 10 percent.

This calculation is not weighted.
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B. SAMPLING FOR DATA VALIDATION

Sampling for data validation of NFJP is straightforward. First, the software
weights the records based on the importance of the data in measuring performance.
Records that are not included in performance (i.e., records where Category of Exit
= 2 or Category of Exit = 3 and Other Reason for Exit =1, 2, 3, 7, 8, or 9) receive
a weight of 1. Records that are included in performance (i.e., records where
Category of Exit = 1 or Category of Exit = 3 and Other Reason for Exit = 4, 5, or
6) and are unemployed in the 1st quarter after the exit quarter receive a weight of
2. Records that are included in performance and are employed in the 1st quarter
after the exit quarter receive aweight of 3.

Next, the software selects the individual records to validate. The probabilities of
selection are proportional to the weights assigned to the records. Consequently,
the sample will contain a greater proportion of records that are included in the
numerators for both the entered employment rate and the retention rate than would
be selected in a simple random sample.

Table B.1 illustrates how the software determines the sample size. Column A
provides ranges for the number of exiters. Depending upon the number of exiters,
the software selects a level of precision, shown in Column B.? Column C provides
arange for the number of records to be sampled for data validation. For example,
as shown in Row 2, if a grantee has 200 exiters, the software selects a sample
between 0 and 83 records to validate to provide alevel of precision of 4 percent.

“Precision is determined by the confidence interval. Confidence intervals measure the accuracy of the
estimate. For example, a data element might have a 7 percent +/- 2 percent error rate. The +/- 2 percent is the
confidence interval. In this example, the confidence interval means that the actual error rate is between 5 percent
and 9 percent.
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TABLEB.1
EXITER RECORD SAMPLING

A B C
# of Exiters Confidence Interval® Range of Sample
1 300 or greater 3.5% 100-150*
2 0-299 4% 0-83

After the sampled records are validated, the software determines the error rates for
the data elements. Because the software stratifies the samples, it must weight the
validation results. Using these weights, the software determines the weighted error
rates.”

3several factors are incorporated into the calculation of the confidence interval. Because of the small sample
size, the finite population correction (fpc) is incorporated into the calculations. Assumptions about the accuracy of
the error estimate are also incorporated. The calculations assume a confidence interval at a 0.05 level for atwo-tail
test.

“No grantee will be required to sample more than 150 exiters per group.

® The validation methodology determines when errors of inclusion, that is participant records that were
wrongly included in the reported performance measure calculations, have occurred. The methodology is unlikely to
identify errors of exclusion, that is participant records that were wrongly excluded from the reported performance
measure calculations.
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APPENDIX C

NFJP DATA ELEMENT VALIDATION INSTRUCTIONS



This appendix presents the data elements to be validated with their associated
WIASPR number, element definitions, valid values, federal validation sources,
state/grantee sources, and validation instructions needed to perform data element
validation. The federal sources are the generic, federally recommended source
documentation. The "State/Grantee Sources' column can be used to enter grantee-
specific versions of the federally approved documentation.

Two types of validation rules exist:

1. If the validation instruction cell says MATCH: Enter a checkmark in the box in
the pass column if the data on the validation worksheet match the data in the
source documentation. Enter a checkmark in the box in the fail column if the data
on the worksheet do not match the data in the source documentation or if no source
documentation is found. To match, the data on the worksheet must be the same as
the data in the source documentation. For example, if the worksheet says a
participant's date of birth is July 1, 1975, then the source documentation must also
have July 1, 1975 as the birth date.

2. If the validation instruction says SUPPORT: Enter a checkmark in the box in
the pass column if the data on the validation worksheet are supported by the datain
the source documentation. Enter a checkmark in the box in the fail column if the
data on the worksheet are not supported by the data in the source documentation or
If no source documentation is found. To support, the data on the worksheet must
be similar to the data in the source documentation. This instruction is used when
information must be interpreted or processed before it can be applied to the
participant's records. For example, source documentation can support farmworker
status in different ways, by a code or narrative or other information.

For the most part, the definition of a particular source is clear. Grantees may,
however, have questions about three sources—Grantee Management Information
System (MIS), Self-Attestation, and Case Notes. Definitions for these three types
of source documentation are:
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1. MIS: Unless otherwise noted, MIS refers to specific, detailed information that
supports an element that is stored in the grantee's information system. An
indicator alone, such as a checkmark on a computer screen, is not acceptable
source documentation. For example, a grantee’s MIS is acceptable source
documentation for date of exit if it identifies the last service received in
addition to the date on which that service was received.

2. Self-Attestation: Self-attestation occurs when a participant states his or her
status for a particular data element and then signs and dates a form
acknowledging this status. The key elements for self-attestation are: (@) the
participant identifying his or her status for permitted elements and (b) the
signing and dating of a form attesting to this self-identification. The form and
signature can be on paper or in the state management information system, with
an online signature.

3. Case Notes. Case notes refer to either paper or online statements by the case
manager that identify a participant's status for a specific data element, the date
on which the information was obtained, and the case manager who obtained the
information.
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APPENDIX D

NFJPDV SOFTWARE INSTALLATION



This appendix providesinstructions on how to install the NFIJPDV software.

Task 1—Uninstall the Prior Version of NFJP Data Validation Softwar e

Before you install a new version of the NFJPDV software, it is recommended that
you uninstall the existing version of the software using the following steps:

Uninstall the prior version of NFJPDV through the Add/Remove Programs
feature found in Windows. For Windows 2000 or Windows XP, select Start,
then Settings, and then Control Panel. In the Control Panel, double click on
Add/Remove Programs. Click on NFJP. Then, click on Change/Remove
and follow the InstallShield instructions to remove the software.

The uninstall process removes all components that were originally installed
and does not remove any other files created in the NFJP folder after the
initial installation. Since this is the case, users will also need to delete the
NFJP folder from wherethe prior verson was installed (typicaly
C:\Program Files\NFJP). Important Note: If there is a need to keep the
prior version of NFJPDV software, rename the C:\Program Files\NJFP
folder to something else. If the prior NFJP folder is renamed, it does
not need to be deleted.

If the NJFP shortcut is still found on the desktop, delete it by right clicking
on the icon and selecting the Delete option.

If the NFJP shortcut is still found in the Start - Programs menu, delete it by
right clicking on the NFJP shortcut and selecting the Delete option.

Users may need to contact their system administrator to uninstall the application.
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Task 2—Download Software

Before starting installation of the NFIPDV software, quit any other programs that
may be running. Download the software to your PC from the Internet at
http://www.dol eta.gov/performance/reporting/tools datavalidation.cfm. Do not
download the software to your C:\Program Files folder as this is the default
installation location.

Click on “NFJP2.0_Setup.exe’. The InstallShield Wizard window will pop up.
Click on the “Next” button. Complete the Customer Information window as
necessary, and click on “Next.” Users may need to contact their system
administrator in order to install the application.

Important Note: After installing the software, users should open the

C:/Program  FilesNFJP  folder and double <click on the
DRV SESubmission.EXE application to enable the e-submission functionality.

Minimum system reguirements

Operating System - Microsoft Windows 2000 or better
RAM - 256 megabytes

Disk Space - 500 megabytes
Processor - 100 mhz Pentium 111 (or equivalent processor)

Suggested screen area - 800x600

Task 3—Restart Computer

After completing installation of the NFJPDV, reboot your computer before
continuing any further.
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Task 4—Fix Database/Data Source Errors During I nstallation

For some users of Windows 2000, XP and NT, the data source may not be linked
to the correct database or to any databases, which prevents the NFJPDV software
from functioning.

To determine if the correct database is selected, select the Data Sources (ODBC) in
the Control Panel—Administrative Tools, User DSN tab. Check that the NFIPDV
Is linked to the right database. To do this, double click on the NFJPDV Data
Source (ODBC) and check the path under the “database” section. If the
application was saved to the C:\ drive then the database should be in the
C:\Program Files\NFJP folder. If the software was saved to another location, check
to make sure that the data source points to this other folder and database.

Some users of Windows 2000, XP, and NT may also need to set up the ODBC in
the System DSN tab under Administrative Tools. Users should try this solution if
the application freezes on the initial splash screen. This setup procedureis identical
to the procedure used for the User DSN tab.

If you are still experiencing difficulties accessing the software after checking the
data source, you should consult your system administrator.
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Task 5—Manually Register Files

While installing the NFIJPDV software, users may get an error message stating that
afileis not registered or cannot be found. In certain cases, users may get this error
message after the software has been installed instead of during the installation
process.

These error messages can be resolved by manually registering the specific files that
failed to register. First, users should check for the unregistered file on their hard
drive. The file should be located in C:\Program Files\NFJP, in C:\winnt\system32
or in adifferent directory if the software was not installed in the default directory.
If the file is on the hard drive, users should follow the steps outlined below to
manually register the file. If the file cannot be found, users should contact
NFJIPTA @mathematica-mpr.com.

To manually register the files, go to the Start menu and select Run. In the Run
box, in the Open field, type in the regsvr32 command in the following format:

regsvr32 "PathName'

where “Pathname” is the full location of the file including the file name given in
the error message. Type in the entire pathname and filename with quotes around it.

For example, users with Windows 2000 or XP would type the following in
response to an error message noting that the file crviewer.dll is not registered:

regsvr32 "c:\program files\NFJP\crviewer.dll"

Windows NT userswould typein:
regsvr32 "C:\winnt\system32\crviewer.dll"

After typing in the regsvr32 command click “OK”. This manually registersthefile
that did not register during the batch installation process.

Users should see a regsvr32 message that the manual registration succeeded.
Repeat this process for each unregistered file.
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Task 6—Database Setup for Multi-User Access

The following instructions apply to states that want to provide multi-user access to
a pre-loaded database.

Definitions;

In the instructions, the term local is used to describe when a change is made on the
user’s machine, and

the term central is used to describe when a change is made to a database not
located on the user’ s machine.

| nstructions:
1. One user loads the extract file to be validated to user’ s local machine.
2. Compact the database (under the Utilities Menu) and close out the software.

3. Find the local NFJP software directory (note the default directory is C:\Program
Files\NFJP).

4. Find the NFJP database called “NFJP.mdb” (or the database into which the
extract was loaded); note that this database contains the extract file that was
imported in addition to the DV worksheets that will be completed for
validation.

5. Save the local NFJP database to a central location where other users can access
it in order for them to individualy complete the validation worksheets.
Typicaly, thislocation will be adrive on anetwork server.

Users who are completing the validation worksheets using the database on the
server must know where the database is stored and the name of the database. They
must also have the NFIPDV software loaded locally on their machines (note that
all of the users will need to have the same version of the software).

D.6



APPENDIX E

NFJPDV SOFTWARE REFERENCE GUIDE



This appendix provides a condensed list of all of the software menus and functions
for quick reference.

A. FILEMENU

The first menu on the toolbar iscalled “File.” Optionsin this menu include:
1. New

Users can create a new database in which to load their extract file.

2. Open

Users can open an existing database.

3. SaveAs

Users can save the database that they are currently using under a new name, and
continue working with this new database.

4. Exit

Select this to exit the program.
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B. IMPORT DATA MENU

The second menu on the toolbar is caled “Import Data.” Options in this menu
include:

1. Import From Extract File

Select this tab to import data into the application. See the source table record
layout for the appropriate data record format.

2. View Duplicates

This function displays a report that lists duplicates that the software identifies and
rejects when importing the extract file.

3. Source Table Record L ayout

This function displays the record layout used to develop the validation file. The
record layout is in the WIASPR format with the addition of six fields. A copy of
the record layout can be found in Chapter 111 of this handbook.

4. View Source Table

This function displays all of the records that were imported into the software.
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C. CHANGE REPORTING OPTIONSMENU

The third menu on the toolbar is called “Change Reporting Options.” The only
option inthismenuis:

1. Change Reporting Options

This function opens an expanded version of the Sign In pop-up window, where the
user can change the program year, report due date, and the record inclusion start
and end dates. The user can aso select an Office Name, WIB Name, and/or Case
Manager filter to view subsets of records and to generate substate reports for
management purposes.

E4



D. REPORT VALIDATION MENU

The fourth menu on the toolbar is caled “Report Vaidation.” Options in this
menu include:

1. View Performance Outcome Groups

This function provides a window where you can see a summary of each
performance outcome group and totals of records for each group. By double
clicking on the arrow in the far left column next to a performance outcome group,
the user can view the detailed records in that group.

2. Print Performance M easur e Calculations

This function displays a report that calculates the values for the four performance

measures for the NFJP program. The report may be printed by clicking the printer
icon on the tool bar.
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E. DATA ELEMENT VALIDATION MENU

The fifth menu on the toolbar is called “ Data Validation.” Optionsin this menu
include:

1. Edit Worksheets

a. Detailed Summary of NFJP Validation Worksheets

This window displays a list of the records sampled. Double click on the relevant
record to view the online version of the worksheet. Any worksheets shaded in
green have been completely validated. To search for a record with specific datain
afield, right click on the field name that you wish to search, and fill out the Find
box.

b. Online Worksheet

The online validation worksheet allows users to enter pass or fal for the data
elements for the sampled record. The worksheet is tabbed to allow the user to
easily navigate though all of the data elements.

2. Print Worksheets

This function enables the user to print the worksheets in batch mode.

3. Summary/Analytical Report
This function displays a report that is generated after the worksheets are

completed. The report calculates two types of error rates for each applicable data
element.
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4. Summary/Analytical Comments

This opens a data entry screen where users can enter in comments related to their
datavalidation results. The comments then appear on the Summary and Analytical
Report.

5. Sampled Cases Report

This function displays a report showing the distribution of sampled cases by Office
Name and WIB Name.

6. Upload Summary/Analytical Report

This function exports the Summary/Analytical Report into an XML file and opens
aweb browser so that users can e-submit their validation resultsto ETA.
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F. WINDOW MENU

The sixth menu on the toolbar is called “Window.” Optionsin this menu include:

1. Cascade

Realigns open windows to appear in a cascade from the top left corner of the
screen.

2. TileHorizontal

Realigns open windows horizontally.

3. TileVertical

Realigns open windows vertically.

This menu also indicates the names of the open windows, with a check next to the
dominant window.

E.8



G. HELP MENU

The seventh menu on the toolbar is called “Help.” Optionsin this menu include:

1. Validation Handbook

This feature displays the Data Validation Handbook for NFIPDV software version
2.0.

2. Contacting Mathematica Policy Research, Inc.

This feature provides contact information for users who would like additional
assistance with installing or using the software.  Users should e-mail
NFJPTA @mathematica-mpr.com, and specify the software version being used, the
specific question, and the user’ s contact information.

3. About

This feature displays the software version number and product development
information for the application.
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