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|. OVERVIEW

The purpose of this User’s Guide is to guide you through the process of using the
WIA Data Validation Application (WIADV) to produce and validate the WIA
annual, quarterly and rolling four-quarters reports. A Demo database isincluded in
the WIA ingtall. You can find this database at C\Program
Files\WIA\DataWIADemo. See Section II1. Tutorial, A. Signing In, Step 1 -
Opening the Application, WIADemo Database.

The User’s Guide contains the following sections:

. Installation: Provides a step-by-step description of how to install the
software on your PC.

[l. Tutorial: Providesinformation on the menus and functions of the
software, and describes how to build an extract file, import data, generate
reports, and validate participant records.

V. Reference Guide: Provides a condensed list of al the menus and
functions for quick reference.

Appendix A. Import Error Messages. Providesalist of error checks and the
accompanying error messages that may occur during a data import.

Appendix B. Record Layouts. Provides the record layouts for the participant
records and reported values import files. An example of areported count
file for the quarterly/rolling four-quarters report is provided.

Appendix C. E-Submit: Providesinformation and instructions for the e-Submit
functionality that was introduced in WIA Version 2.3.

Please contact: Science Applications International Corporation (SAIC) at
WIA_Software_Support@SAIC.com for installation questions and M athematica
Policy Research, Inc. at WIATA @mathematicampr.com for information about
WIA datafiles, performance reports, and validation.
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Quick Guide to Data Directories.

Application Folder
or File

Directory L ocation

Application default
directory

C:\Program FilesWIA
[user can rename the directory or install in another location]

Database Default

C:\ProgramFiles\WIA\Data\wia
[user can create their own named databases, i.e., WIA_ 7-27-04]*

WIADemo Database

C:\Program Files\WIA\Data\WIADemo\wiademo.wia

E-Submit Report

C:\ProgramFiles\WIA\Data\WIA_7-27-04\
eSubmit\eSubmit_<date& time>.xml:

Backup Data Folder

C:\ProgramFiless\WIA\Data\WIA_7-27-04\backup <date&time>\

Backend Update Log

C:\Program FilesWIA\DataWIA_7-27-04\
backend update log_<date& time>.txt

Error Report

C:\Program FilesWIA\DataWIA_7-27-04\wia ImportError_<date& time>.txt

Exported Validation
Counts

C:\Program FilesWIA\Data\<WIA_7-26-04>\Exported Validation Counts\

Exported C:\Program FilesWIA\DataWIA_7-27-04\Performance Outcome Groups\
Performance

Outcome Group

Folder

Export Samples Sub- | C:\Program FilessWIA\Data\WIA_7-27-04\export_<date and time\

Sample Folder

Import SamplesSub | C:\Program FilessWIA\Data\WIA_7-27-04\ export_<date& time>\import_<date
Sample Folder and time>\.

[User must create this sub directory]

*Note that the default name for the database is wia, however, throughout this guide
our database nameis WIA_<date>.




1. INSTALLATION

Step 1—Uningtalling the Application

It isnot required that you uninstall previous versions of the software before you
install the latest version of the WIADV application. However, in order to use WIA
2.x versions of the application on the same computer, you should follow the
installation instructions in Step 3 of this section so that the current WIA version
does not overwrite your previous WIA installations.

Uninstalling WIA version 1.8
To uninstall the WIADV 1.8 application on a Windows 2000, Windows NT, or
Windows XP machine:

Click the Start button, then select Settings, Control Panel

Double click on Add/Remove Programs.

Click on WIA.

Click on Change/Remove.

Follow the Install Shield instructions to remove the software.

Uninstalling WIA version 2.0 or later
To uninstall the WIADV 2.0 or later applications on a Windows 2000, Windows
NT, or Windows XP machine:
- Click the Start button, then select Settings, Control Panel.

Double click on Add/Remove Programs.

Click on WIA.

Click on Change/Remove.

Select Automatic and then click on Next.

Click on Finish.

A “Remove Shared Component” message may display, click on “Yesto

All”

Close Add/Remove Programs window.

On a Windows 98 machine, follow the normal process for uninstalling software on
your computer.
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Users may need to contact their system administrator in order to uninstall the
application.

Step 2—Download from the I nter net
Minimum hardwar e requirements:

For users with extracts exceeding 50,000 records:

Operating System - Windows 98 or better

RAM - 256 mb

Disk Space - 750 mb

Processor — 400 mhz Pentium I11 (or equivalent processor)

For users with extracts of fewer than 50,000 records:

Operating System - Windows 98 or better

RAM - 128 mb

Disk Space - 250 mb

Processor — 100 mhz Pentium I11 (or equivalent processor)

Other Requirements:
ODBC System DSN credtion rights

Downloading from the Internet:

Open your Internet browser and go to www.uses.doleta.gov/dv.

Click on WIA 3.0 link from the "In this section" side bar.

If afile download message displays, click on Save.

Select the location where you want to store the installation file.
Suggestion: C:\Temp. Click on Save.

A dialog box will display charting the progress of the download of the
installation file. When the “Download Complete’” message box displays,
click on Open.

ElE AN o

o1



II. INSTALLATION

6. A “WinZip Wizard — Unsupported Archive Type’ message box may
display. Choose “Open the archive using the classic interface” and then
click on OK.

WinZip Wizard - Unsupported Archive Type x|

The "WinZip ‘\Wizard does not suppart the bppe of archive pou are opening.
Howewer, pyou can open the archive using Windip's Clazsic interface,

% [pen the archive uzsing the Classic interface

" Start the WirZip “Wizard o | can open a different archive

Select the action you prefer, then click OFK. Or, click Cancel to return to
your previous program without starting Wingip.

Cancel |

7. Click onthe “ Setup.exe’ file and then click on “Extract” from the tool
bar at the top of the WinZip application screen.

8. Select alocation for the extraction of the zip file. C\temp will be the
defauilt.

9. Click on Extract button on upper |eft.

10.1f “confirm file Overwrite” message displays, click “Yes’.

11.Close the WinZip window.

Step 3—Application I nstallation

Before starting installation of the application, close all applications and programs
that are open. In order to use the current version of WIA aong with earlier WIA
2.x versions of the application on the same computer, you must change the default
folder destination (step 6 below) and program group name (step 9 below) to
something different from “WIA”, such as“WIA 3.0”, during the installation
process.
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. Open Windows Explorer and go to c\Temp (or wherever you stored the
extraction files).

. Double click on Setup.exe.

. Read the “License Agreement” and if you agree, click on the“l Agree”
button.

. At the “Welcome” window click on Next.

. Read the “ Software Information” and click on Next.

The destination location will default to “C:\Program Files\WIA”. |If you

are planning to use prior versions of WIA on the same computer, click on

Browse to select another location for the current version of WIA, e.g.,

“C:\Program FilessWIA 3.0” or type your alternate location into the field.

oo b

Note: You should uninstall WIA 2.3 and install WIA 3.0. WIA 2.3
database files will be upgraded to the WIA 3.0 format once they are opened

using WIA 3.0. Database files from prior WIA 2.x versions can now be
converted to WIA 3.0. Seesection I11. Tutorial, B. Options Under File

Menu, 2. Open, for more information.

If you did not uninstall the previous WIA application as described in Step 1,
the following message will display when you click on Next:

10
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[a

Warning, folder C:\Program
Files\Wi1A already exists on
this computer!

Folder CAProgram Files\WIA already exists an this
computer, continuing will ovenwrite the falder.

i Fress the Mo button to select another folder to
J install or Yes to owverwrite the existing folder. Press
the Cancel button it wou do notwant to install at this
time. |
|
Mo ez | LCancel | E

7. Click on NO to select another location, or Yes to overwrite the existing
gpplication.

8. Click on Browse on the “ Choose Destination Location” message if you
prefer a different destination location.

9. Click on Next.

10.0n the “ Select Program Manager Group” window accept the default of
“WIA” by clicking on Next. If you are planning to use earlier WIA 2.x
versions on the same computer, enter a different group name, e.g., “WIA
3.0

11.Click on Next on the “ Start Installation” message window.

12.Install dialog box will display, showing installation process.

13.The Jet 4.0 Service Pack 7 license agreement isdisplayed. Click on Yesto
continue the installation. 1f you click on No, the installation will halt. 1f you
do not install Jet 4.0 Service Pack 7 there could be unexpected results when
running WIADV.

1
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Jet 4.0 Service Pack 7 - =101 x|

Pleaze read the following license agreement. Press the PAGE DOWHN key
to zee the rest of the agreement.

[MICROSOFT CORPORATION END-USER LICENSE AGREEMENT ﬂ
Microzoft Jet 4.0 Service Pack 7

IMFORTAMT-READ CAREFULLY: Thiz End-Uszer Licenze Agreement
["EULA" iz a legal agreement between you [either an individual or a
zingle entity] and Microzaft Corparation far the Microzoft software

product identified above, which includes computer zoftware and may
include aszociated media, printed matenalz, and "online" or electronic
docurmentation [Product'’]. An amendment or addendun to thiz

EULA may accompany the Product. YOU AGREE TO BE EOUMD

B THE TERMS OF THIS ELLA BY INSTALLING, COFYING, OR
OTHERWISE USIMG THE PRODUCT. [F¥0U DO MOT AGREE,

DO MOT INSTALL OR USE THE FRODUCT ; ¥YOU MAY RETURM :J

Do you accept all of the terms of the preceding Licenze Agreement? [f you
chooze Mo, Inztall will cloze. To install you must accept thiz agreement.

Tes | Ho |

14.Click on Finish on the “Installation Complete” message window.

Step 4—Restart the Computer

After completing the WIA installation setup, close Windows and reboot your
compute.

A message may display, asking if you would like to restart your computer. If you
have closed all applications and programs, click on OK. If not, click on Cancel

and close all applications and programs, then close Windows and reboot your
computer.

Step 5—Start the WIA Application

Click on the Start button, click on Programs, and select the WIA group. Click on
the WIA icon to open the application. The Security Log In screen will display.
Thisisyour indication that the application has installed properly.
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Note: If you selected to overwrite your previous WIA application, the default
database, i.e., wiawia, will not be replaced. If you have datain this database, the
application will backup the database and then apply the WIA 3.0 upgrade. In this
case messages will display similar to the following:

Database Update Required i ﬂ

@ The database selected was created in a previous WIA version (2,1.21), a compatibility update is required For WIA

wersion 2.3.1,
Click on OK.
Preparing To Backup x|
@ Preparing to backup wour database prior ko applying the 2.3.1 upgrade,

Click on OK again. The application will perform a backup of the default
database. A dialog box may display with a progress bar indicating the status of
the backup, then a message will display that the backup is complete.

Backup Ck:mplete x|
@ Backup of database completed successFully.

Click on OK and then click on OK again at the next dialog box shown below.

13
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Database Update Complete x|
l’f-:‘
Q‘) %‘fnur database update completed successFully,

When you click on OK, the application closes and the Database Security sign on
screen displays. For more information go to section I11. Tutorial, A. Step 2—
Database Security Screen.

Note: The above messages may not be the same if you are converting aWIA
Version 2.0 database, however the processis similar. For more information go to
section I11. Tutorial, B. Options Under File Menu, 2. Open, WIA Version 2.0.

The backup (including al 4 component databases) is saved in your WIA\Data
application folder. For example, aWIA 2.3 application named WIA2.3 with a
database named WIA _3-04-04 will be backed up to the following folder location
when you upgrade to WIA 3.0:

C:\ProgramFiles\WIA2.3\Daa\WIA _3-04-04\backup <date& time>\.

Step 6—Database Security Administration

Database Security Administration is a new selection under the Utilities menu
option.

Click on Utilities from the menu bar and select Database Security
Administration. A screen will display alist of usersfor the current database

14
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X

| fwiausers
D Firzt Mame Lazt Mame Accesz Level
Brovr Jane Brown 2
Smithkd b ary Smith 1
"' hiteF R obert W' hite

Wl drnin

Wiy

Adrminiztratar

Update

Delete

Cloze |

Instructions for initial security set up:

Log on using the default User 1d and Password: WIAAdmin;
WIAAdmMIinWIA. (not case sensitive)
Add yoursalf as a User with Access Level 3 security (Administrator) and
then change the default Password (WIAAdminWIA) to ensure database

security. Or, if you wish you can close the application, log in as yourself
and then delete the Userl D/Password.
Add User |ds, Passwords, and security levels for all users of this database.

Repeat the above steps for “New” databases. Existing User profiles are not
saved to new databases.

Database Administrator, can add, update, and delete WIA User profiles.
Security levels 2 and 3 can only Update their own profiles.

Step 6.1—Adding WIA Users

Click on the Add button to open the User screen.

15



II. INSTALLATION
wuser x|

Uszer Id I

First Hame I

Last Hame I

Access Level

MHon-wage Uzer

Pazsword I.-’-'-.u:lministratu:ur

Save | LCancel

Enter a User Id, and First and Last Name of the user you wish to add and select
an Access Level.
1. “NonWage User” does not have access to any wage-related data
2. “Wage User” has access to wage-related data, but cannot change
administrative features or add/remove features.
3. "Administrator” has accessto al data and security functions.

Enter a Passwor d using letters and/or numbers of 50 or fewer characters. User Ids
and Passwords are not case sensitive.

Click on Save. The new user is displayed on the WIA users screen.

Click on Add again to add another user, or click on Close to close the security
screen.

16
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Step 6.2—Updating a User

Select auser from the list and click on Update.
Administrator access. You can select any user and change any field of the
user profile except for the User Id.
Other access: The only record that you can update is your own. You may
only change your name and your password. The User Id and Access Level
fields are deactivated.

Click on Saveto save and close the security screen or Cancel to close the screen
without saving.

Step 6.3—Deleting a User
This functionality is only available to Administrative users.

Select auser from the list and click on Delete. A message will display, click on
Y esto ddete, or No to cancel

Click on Close to save and exit the security screen.

17
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This chapter provides information on the reporting and validation functions of the
application. Following are brief summaries of each chapter section.

A. SigningIn

Section A describes how to open and sign in to the application for specified
reporting periods. This section also describes how the user can change the
reporting options after the initia signin.

B. Options Under File Menu

Section B describes the options under the “File” Menu including New, Open,
e-Submit, and Save As.

C. Importing Records

Section C describes how to build and import files of records so the application can
produce and validate the ETA 9091, ETA 9090, and the rolling four-quarters
reports. This section also describes how to access and review duplicate detection
and error reports of records rejected by the application during the import process.
This section also describes how to export sampling units into sub-sample files for
use by WIBs for data element validation.

D. Report Validation
Section D describes how to import reported values if a separate application was
used to produce the ETA 9091, ETA 9090, or the rolling four-quarters reports.

This section also describes how to access and review the report validation
summary and how to access and analyze records by performance outcome group.

18
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E. TableO

Section E describes how a user can import a new extract file that contains al the
records needed to calculate their local performance.

F. Data Element Validation

Section F describes how to conduct data element validation for a sample of exiter
records.

G. Sub-Sample
Section G describes how to load validated sub-samples into the master database.
H. Utilities

Section H describes how to create and maintain security profiles for users. In
addition, this section contains functionality for database maintenance.

19
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A. Signing In
Step 1—Opening the Application

Click on the Start button, click on Programs, and select the WIA group. Click on
the WIA icon to open the application.

Note: By default, the application will try to open the most recently accessed
database. If the application cannot locate this database because it was moved to a
new location, e.g., another directory; or it was saved to aremovable drive, e.g.,
saved to a zip disk and the disk is no longer in the drive; the following message

will display:
CoudNotOpenatabose x|

The last database opered is unavailable, Seleck ¥es ko open an existing database, Mo ko create & new database ar
Cancel to exit,

Yes Mo | Cancel |

Click on Yesto open an existing database, No to create a new database or Cancel
to exit.
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2|
Loak ir: IﬁData j 4= IfF "

1WA

] WIADemo

| File name:; || j Open I
Files of type: [l Files [*.wia) hd| Cancel |

[ Open az read-anly

v

When you click on Yes to open an existing daiabase, an Open Database dialog box
will display.

1. Find and select the database you wish to open and click on Open.

2. Select the <name>.wiafile and click on Open.

3. The security box will display.

4. Continue with Step 2.

If you click on No to create a new database, an Open Database dialog box will
display.
1. Click onthe WIA folder and click on Open
2. Type anew name with a.wiaextension in the file name field, i.e.,
<name>.wiaand click on Open.
3. The security box will display.
4. Continue with Step 2.

NOTE:

If the default database or a selected database is missing afile, the following
message will display indicating the missing file(s):

21
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[11. TUTORIAL

CIE |

Click on OK.

Q Please select anokther database in the Faollowing dialog box

Ik I

Click on OK again to display a dialog box where you can choose another database.

1

2.
3.
4.

Find and select the database you wish to open and click on Open.
Select the <name>.wiafile and click on Open.

The security box will display.

Continue with Step 2.

WIADemo Database

If you would like to open the WIADemo database:

1
2.

3.
4.
.

Select Open from the File menu.

On the Open Database dialog box, choose WIADemo and click on
Open.

At the next dialog box, choose WIADemo.wia and click on Open.
The security screen will display.

Continue with Step 2.
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Step 2—Database Security Screen
D

User ID: ||

Pazsword: |

(1] 4 LCancel |

Enter your User ID and Password and click on OK. The database administrator
will provide you with your User ID and Password.

The User ID and Password are not case sensitive.

Note: A default Userl D/Password isincluded in the application (WIAAdmin/
WIAAdmMIinWIA); however, the database administrator may have changed this
profile to ensure security.

Note: The database name isincluded in the title bar of the log in box. The default

database is “wia’, however, the application will automatically default to the
database you were using the last time you logged out of the WIA application.

23
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The Sign In screen provides several options. The user can choose to calculate and
validate the annual ETA 9091 report, the quarterly ETA 9090 report, or a quarterly

report using arolling four quarters.

% LIDO3 - Sign In

Annual v Quarterly [ Folling Quarters [

—Feport %—

X

Program Year |g|;||;|g State |5-|-
Feport TR Due | vI

Ferformance Year
|1 04 12001
|9;3|:|an2

Program Year
|?r1 120072
|Eseumnna

Sign In | Exit |

1 For the annual report:
- Click in the box marked “ Annual”

Enter the program year for the report being validated in the field marked

program year.

Click in another field. The program year and performance year date
ranges will automatically update to match the program year that was

entered.

24
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2. For the quarterly report:
Click in the box marked “ Quarterly”
Enter the appropriate Program Y ear
Select the report due date in the field marked “ Report QTR Due.”

3. For arolling four-quarters report:
Click in the box marked “ Rolling Quarters’
Enter the appropriate Program Y ear
Select the report due date in the field marked “ Report QTR Due.”

4.  Click onthe“Sign-In” button.

After logging in, alist of tips that provide brief explanations of each function will
display.

Clicking on Exit will close WIA.
Step 4—Change Reporting Options

To change the reporting parameters after signing in to the application, click on
Change Reporting Options from the menu bar at the top of the screen and select
Change Reporting Options from the ligt.

In the Change Reporting Options screen, the user can select whether they want an
annual report, a quarterly report, or arolling four-quarters report; select the
program year and performance year start and end dates; and select a WIB name,
office name, and/or case manager’ s name to produce substate level report
validation summary reports or facsimile reports for management and analytical
purposes.

25
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X
—FReport
Annual W Guarterly Ralling Guarters [~ i‘n'”E' Marme _l
Office Mame
Frogram “ear |2|:||:|2 State |ST | LI
Case Manager
Feport GTR Due | vl | _I
Frograrm Year FPerformance Year
|?rm|:u:|2 |1|:u‘1 £2004 o ‘
= = ase |
|Emrzunﬁ |Qﬂnmunz
Save Exit |

The program year and performance year start and end dates can only be changed if
the annual report checkbox is checked. While program year and performance year
date ranges are auto-filled based on the program year entered, users may overwrite
these date ranges to analyze performance for specific time periods.

If the program year, typeof report or report due date are changed after
importing the data, the application will not calculate an accurate report.
Therefore, the data must bere-imported after such changes are made.

If the user manually changes the program/performance year date ranges, clicking
on the Reset button will automatically reset the program/performance year date
ranges to the default date ranges for the program year entered. The Reset button
will also reset the filters for WIB name, Office name, and Case Manager to their
previous values if they were changed.

26
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The WIB Name, Office Name and Case Manager drop down lists contain the
unduplicated values for these fields. The user may select values in one or more of
these fields to restrict data for the selected report.

After the options to create the desired report are selected, click on Save.

Clicking on Exit will close the Change Reporting Options screen without saving,
however, WIA will not close.

B. OptionsUnder FileMenu
The firgt item on the menu bar is“File.” Optionsin this menu include:

1. New — Opens a dialog box where you can create a new * .wia database.

Enter anew name in the File Name field, i.e. <name>.wia

Click on Open

The application will close and the Logln box will display.

Enter the default Userl D/Password (WIAAdmin/WIAAdminWIA) and

click on OK. Note that the database name will display in the header of

the security log in screen as well asin the footer of the application

screen.

5. The new database will be created in the Data sub-folder of the WIA
install location default (WIA install location default is C\Program
Files\WIA.

A wWN P

Note: You are the administrator for this new database. Y ou must add
yoursalf as a User with Access Level 3 security and rename the default
Password (WIAAdmMinWIA) to ensure database security. Then Add User
IDs, Passwords, and security levelsfor al users of this database. See G.
Utilities— Database Security Administration in this section for more
Information.

2. Open — Opens adiaog box where you can select an existing database to
open.
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This functionality may be helpful if you:
Have archived prior validation findings but still want to easily access
them through the application.
Have split the validation file into two databases to keep the size
manageable in large states.
Want to access the state' s validation database.
Note: When you select another database the application will close
and the Log In box will display. You must have user accessto this
database in order to log back into the WIA application. Seethe
administrator of this database if you do not have access.

Opening a database from a prior version of WIA 2.X:

1. WIA Version 2.0.
If you attempt to open a database from WIA version 2.0, the WIA
application will update the database to be compatible with the new
format. Before updating the prior database, the system will create
a backup of the database in case the upgrade is unsuccessful.

Conversion Required El
g =u
i Caonwersion From 2.0 To 2.3 Database Format Is Required.

When you click on OK progress meters will display.

et

WIA 2.0 to 2.3 Database com
Done [Step 12 of 12]

Copying Syztem T able: thiwlakd azter

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE L
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Then the Conversion Successful message will display.

Conversion Successful ] x|
-
1 Conversion From 2.0 To 2.3 Completed

When you click on OK, the application closes and the Database
Security sign on screen displays.

The backup (including all 4 component databases) is saved in your
WIA\Data application folder. For example, aWIA 2.0 application
named WIA2.0 with a database named WIA_3-04-04.wiawill be
backed up to the following folder location when you upgrade to WIA
3.0:

C:\ProgramFiles\WIA2.0\DataWIA _3-04-04\backup <date& time>\,

. WIA Version 2.1 or later.

If you attempt to open a database created in WIA version 2.1 or
later, the WIA application will update the database to be
compatible with the new format. Before updating the prior
database, the system will create a backup of the database in case
the upgrade is unsuccessful. The following message will display:

Database Update Required - ﬂ
i The database selected was created in a previous WIS version (2,1,21), a compatibility update is required For WIA
wersion 2,3.1,

Click on OK. The application will perform a backup of the
sel ected database and then the following message will display. A



[11. TUTORIAL

dialog box may display with a progress bar indicating the status of
the backup.

Preparing To Backup x|
—
Q) Preparing to backup wour database prior ko applying the 2,3.1 upgrade,

Click on OK. A message will display that the backup completed
successfully.

Backup Complete x|
i
\l) Backup of database completed successfully,

Click on OK and then click on OK again at the next dialog box
shown below.

Database Update Complete x|
—
1 Your database update completed successtully,

When you click on OK, the application closes and the Database
Security sign on screen displays.

The backup (including all 4 component databases) is saved in your
WIA\Data application folder. For example, aWIA 2.3 application
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named WIA2.3 with a database named WIA_3-04-04 will be backed
up to the following folder location when you upgrade to WIA 3.0:
C:\ProgramFiles\WIA2.3\DataWIA _3-04-04\backup <date&time>\,

If the database you select to open is missing afile, the following message
will display:

Q File: C:\Program Files)WIa)DatalLouisez 1 LoviseZ1 , smp could not be located,

84 |

Click on OK.

Could Not Open Database | x|

The last dakabase opened is unawvailable, Select Yes to open an existing database, Mo bo create a new database or
Cancel to exit.

Yes Mo | Cancel |

Click on Yesto open an existing database, No to create a new database, or
Cancel to exit.

Clicking on Yesor No will display adialog box where you can select
another database, or to create a new one, type anamein the Filefield. Click
on Open. The application will close and the Database Security Log In box

will display.

3. Save As - Opens adiaog box where you can save a database or file and
give the database a new name and or location.

Note: When you save a database with a new name, the application will
remain open and pointing to the origina database, not the newly saved
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database. To accessthe new file, click on File, Open and select the newly
named database. The application will display the Database Security Log In
box for you to log in to the new database.

If you create anew file using Save As on the menu, close the application,
and then reopen the application, it will point to the previousfile, not the file
created using File, Save As. Click on File, Open and select thefile you
wish to open. The application will display the Database Security Log In box
for you to log in to the new database.

. e-Submit - provides functionality to electronically submit Data Element
Validation (DEV) and/or Report Validation (RV) data electronically via
the internet to the Department of Labor (DOL). See Appendix C for
more information.

Step 1—Select e-Submit.
The eSubmission Report Selection screen is displayed.

1l WIA eSubmission

— Repartsz

{~ [Data Element % alidation
" Beport Walidation

{+ Both

Step 2—Select areport.

Select the report you would like to submit by clicking on the radio button.
Reports generated by WIA will include all participant groups. Adults,
Didocated Workers, Older Y outh, and Y ounger Y outh.
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Step 3—Submit the report.
Click onthe Submit button. A progress meter will display while the system
prepares the submission file.

A copy of the submission is saved in your application folder under the
Data\<application name>\ directory in an eSubmit subfolder, e.g.,
C:\Program Files\<application name>\Data<WIA _7-27-04>\eSubmit., and
Is named according to the following naming convention:

eSubmit_<Date& Time>.xml. The file path and submission file name will
display at the top of the DRV S eSubmission window.

Go to Appendix C for further information.

5. Show Tipsat Start-Up - Click to select whether or not tips display at start-
up. A checkmark will display next to the menu item if Tips will display.

6. Exit - Select thisto exit the program.

C. Importing Records

After signing in, states must import the participant records for al individuas
included in the report being validated.

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

To view the record layout, select Import Data from the menu bar at the top of the
screen and then choose Source Table Record Layout. The record layout is also
in Appendix B of this User’s Guide.

The record layout isin the WIASRD format with the addition of six fields. The
extract file type is ASCII, comma-delimited, or tab-delimited columns. Fields must
be in the order listed on the record layout. One hundred and sixty (160) fields are
accepted by the application. If the exact number of fields or columns listed in the
record layout is not included, all the records will be rejected. States should include
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the participant’s Socia Security Number (SSN) as the individua identifier (field 2)
because SSNs are required to obtain wage records needed to validate earnings
during data element validation.

The observation number (field 1), SSN (field 2), and the Date of WIA Title I-B
Registration (field 34) are mandatory fields and, if left blank, will result in the
record being rejected. Additionaly, at least one of the funding stream
classifications (field 36-40, 42, 44-47) must have a value that would enable the
application to assign the records to a funding stream as specified in Appendix A of
the WIA Validation Handbook. Blanks are acceptable in optional fields.

The extract file in this version of the application also allows for goal type, date
god set, and attainment date for twelve sets of goals for younger youth (see fields
104-151).

The additional six fields to the WIASRD format are observation number, office
name, WIB name, sampling unit, case manager, and user field. Y ou should not use
a zero for the sampling unit because any blanks in the sampling unit field are
converted to zeros during import and, therefore, your sampling distribution may

not be correct. The user field can be used for any additional data (e.g. participant's
name or SSN) that the state wishesto include. The user field can be very helpful
when you are trying to validate records, as this field will display on the Data
Element Validation Workshests.

Step 2—L oad Extract Data

Once the data are formatted according to the record layout, click on Import Data
from the menu bar and select Import from Extract File. Select thefileto be
imported using the Select File box. Click Open.

If states do not wish to perform data element validation, the application’s sampling
function can be turned off by clicking on Import Data from the menu bar and
selecting Skip Sampling on Import. This must be done before the extract file is
imported. Once selected, acheckmark will display next to the “Skip Sampling on
Import” menu item.
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To unselect the Skip Sampling on Import option, click on Import Data from the
menu bar and select Skip Sampling on Import. The checkmark will disappear.

A message will display warning that if you continue exported samples will become

invalid. Click on OK to continue or Cancel to quit the import. See Section D for
information on exporting samples.

wia x|

Q Ay exported samples will become invalid if wou continue, Press QK to continue or Cancel bo quit.

Ik | Cancel I

An Import Data message about reloading the master validation table may also
display. Click on Yesto continue or No to stop the import.

Import Data x|

This process will reload the Master Malidation Table,
Press Yes to continue | Mo ba skop

Yes Mo |
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When the dialog box displays, click yes to reload the master validation table
(import the extract file). Once the import has begun, the Import File box includes
a counter for the number of records being imported. Be aware that your previous
imports will be replaced.

& U011 - Import File. E -0 x|

Importing File; FDOLDRVS Testing'TestData\Clean Files\Clean Test File.csy

Removing duplicates ...

Eaticel | Ewit |

To terminate the import process, click on the X in the upper right corner of the
screen.

Depending on the size of the file, it may take some time to import the data. During
the import process, the application creates a sample from the extract file for data
element validation. If you selected Skip Sampling on Import from the Import
Data menu, a sample will not be created.
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4 U011 - Import File. =10] =]

Import Complete.

Records in File: 15000 Records Imported: 14238
Records Rejected: 762 Edit Check Errors: 839
Other Errors: 19 Duplicate Records: 8
Started: 3152004 10:45:13 AM
Ended : 3/15/2004 10:49:50 AM
Minutes Duration: 4

There were errors in the import File.
Please review the [Import Data] | [View Import Error Report] menu option for validation errors.
Please review the error file; C:'Program FlesWifimportError.ixt for miscellaneous errors.

Camcel |

When an import is complete, the status of the import appears on the screen under
Import Complete. Hereis an explanation of the screen:

Recordsin File — The number of participant records in which the software

attempted to import.
Recor ds Rej ected — The number of records that were not imported into the

software due to validation or duplicate errors.

Other Errors— Additional software or Operating System Errors of which
the user should be aware. Location of the error messages will be noted in
red on the Import screen.

Recor ds | mported — The number of records imported in the software

excluding the rejected records.
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Edit Check Errors— The number of validation errors recorded for the
extract file. These errors can be viewed by selecting from the menu bar
Import Data/ View Import Errors Report. Also, see Appendix A.
Duplicate Records — The number of records that have identical, OBS, SSN
numbers, funding stream and WIA exit dates.

To view the imported file click on Import Data from the menu bar and select
View Source Table. Thisis aread-only screen; however, users can sort on any
column in the source table. Also, an advanced user tool has been incorporated that
allows usersto filter the source table. See Sorting and Filtering starting on page
40.

& WA ata Yakdation System - [UDDZ - Souwrce Dats Table] | L.
Hﬁh [mport Daks  Chanps Aeportrg Opbons Beport Yaldation Table & OetaEmpert Yaldston Sub-Sampl UkRes  \Wirdow  Hels =913

RS

Ganded | Meability|  Hepan AT @ i i A gian i | e

i

13740825

[x)
P
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]
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136 0301

14rediza

—i| e | f

1971 0708

13706230

1972401523

19E00EN

13rAZa

19500523

1960 X6

19730120

1 3600607

TaTIm

1ari1m1

130603

9B B

187018

L Il I T el el T SN el I el N T R 5 TR R TN T

196407315

vt o f e o | i f o | | i e e f | e f | ot | f v o [ | R
wwwwuwwuwwuwwuwwuwwuﬁ
o s | oo | e f e | | i f v f | e f i | | o i | | v | |

1 i)

L e

180 1308

TaEx 114

1 GRS HF

1820

19ES0512

i E

18820133

1B

196300

18ABIER

T9BF 125

19811225

o | e e

o e e e [ e | 2

180 013

3 L1 3 153 D R0 0 D0 3 0 00 03 1 O G 0 00 0 01 D0 3 0 00 0 0 0 I 0 0 0 e T I R

o 0 Gl T I T el T P R ) Il ) TN R N T el T T A I TR
sct f b b e Dt | bl | e e b | i e Dt | ot f o fl D | i ol s | — | bl e ] e | b e el | e | s i ol | bon e fed ) B bl | ol

e e fis | e i e

J_'....._'....._'....._1_..._'._...r_._.._._..._._..._......._...._._..._'._.é

EI |

TARRNEE

o b | Pd b b S b b (D b b o b R D b b o b b [P b P d e i i | e b | | b i | b f

Sl L0 el ll LT ESEH N Rl el 5N T el e

Filer | L=

| Mumbe of Recondk n Souce Tahle 7228

ﬁmnm-mﬂﬁmhu-m.ﬂﬁmlbﬂ:mmn AR 00

Reected records are not displayed in the source table.
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If the cursor is placed on a particular row of a column, the application 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. The total number of records displays in the lower left corner of the screen.

]Ei]E 198410 5 1 El 2 2 2 2 = 1

7|27 1860523 1 1 2 i 2 2 s 1

28|28 15030403 2 3 2 1 2 2 Z 1

29|29 | SEE042E 2 Z| 2 1 2 2 Z| 1

A0 1330507 I b5l 2 2 2 I r 1

LR R 18135 1 1 2 1 2 2 2 1

32|32 19E11235 1 = 3 2 2 2 2 1

nIm 18m 0128 2| =3 2 z| 2 2| Z 1 _l

4134 1850551 2 3 E il 2 2 kel 1 3 k 3 e
al | L

|-1rm-tnm.ru.n|>:r2? i I UnFite I cn e F T I Exi Sl | 1. I

Mumbes ol A=cords 'S mace Tehie 7222 |Pmn'-:|1 e - 2002 [Fegau Due - 02596/200d) | DB: Mz vas 20/ 2004 Fitar IOFF|

The approximate length of time to import extract files will vary based on (1) the
size of the extract file (e.g. number of records) and (2) whether sampling is skipped
during import.



Sorting and Filtering Data

The data can be sorted by all columns.

FregnantOrParenting :] Cazebar

R apidddd Goall bttainedD ate
R apidRezponze therE =it
RecentSepiiet SkillzTrainCode

RecvdB azicSkill:Servic
FecvdSkilzT rain

S amplingllrit
SecondMEGrantlD
SingleParent
SkillsTrainCodeT ype
SourcedfSuppl at
Source0fSuppD at2
SourcedfSuppD at3
55N

Summeri'outh
SuppService

ThA |

>

<<

= =

{* Asc {~ Desc

1] | Cancel |

Apply

To Sort:
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1. Click on the Sort button on the lower right side of the Source table screen.

2. On the popup screen, (see example above) select the fields you would like to
sort by from the left frame.

3. Click ontheright arrow (>) to copy your sdlectionsto the frame on the

right.

4. Seect Asc or Desc by clicking on one of the radio buttons on the lower |eft

of the popup screen.

5. Click onthe OK button to initiate your sort. The popup screen will
disappear and the Source table will re-display with the selected sort.
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Note that you can:

1

Click on the double right arrow to select al of the fields and copy them to
the frame on the right.

2. Click onthe left arrow (<) to remove afield from the frame on the right.
3.

Click on the double left arrow to remove adl of the fields from the frame on
the right.

s Y
Click the up arrow ﬂﬂ or down arrow to change the order of fields
selected for sorting.

Filtering the outcome groups:
This advanced user functionality allows you to query the table in order to filter
source records.

ghhwpihPE

0N O

Click on the Filter button a the bottom of the Source table screen.

The Filter popup displays.

Select an item from the left column.

Select a comparison operator from the center.

Y ou can select an item from the Compare To field on the right, or you can
enter a Comparison Value in the field [abeled "Enter comparison value
here". Note that wild cards are not accepted.

Select aNext Term Operator. The default is"AND".

Click on Add to place your expression in the lower box.

Y ou can add on to the query by making additional selections, and clicking
on Add again.

Click on the Apply button at the bottom to apply your query to the Source
table.

Clicking on the SQL tab at the top of the popup will show the SQL expression
for your filter.

The Reset button will remove al terms from the SQL expression.
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Example Filter Query
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& Query |ﬂ SIJLI
Pick & field :I — Comparizon O perator — Compare ta [pick a field ar enter valug]
] EmpaTR3 - C o [ Pick a field =]
EmplTR+5 | e - 5
EmpServices I
EmpStatus L 3=
EstablTA  MULL ~Mext Term Operatar
ETACode n
e " NOT NULL i< D L0
Gender C LKEZ, _ [af]... Ll o 0
Goall QattainedD ate B
?? | _»H LM (1] %0
... [| Field Criteria " alue [
| [Dizabledyet] 1] AMD +
[| [Gender] = 211 AMD
>
+
Rezet | Apply | Cancel

In the above example we are filtering out Disabled Vets <where value is 1> who
are Female <where value is 2>.

Filtered Source Table

4 'WIA kata Valdation System - [UDDZ - Sowce Daka Table] mIE:
u Fls  [mport Db Chanps Aeportrg Opbons Peport Valdstion Table 0 OstaEmoeck Yaldstion  Sub-Ssmpls Lbilkiss  Wsirdow Hd:! =18
[ oes D0E | Gender] [Meabily|  spenie] sAm erices o ian [ i ean essandar e Wit [smpraigmiet]| eatied et | ensepliet
AT TR 1976041 i 1 2 2 2 2 1 2 3 1 1
412|482 18760211 2 F] z 3 F] 2 2 1 1 3 1 1
Ti4 7014 19420830 7 El 2 B ] E F] ] 2] 1 B

Y ou can filter the results by repeating steps 1 through 10.

The filter can be viewed at any time by clicking on Show Filter on the Detail

Table screen.
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=
|/.;
B ) ([Disabledvet] = 1) AND
([Gender] = 2)

Clicking the Un-filter button on the Source Table screen will cancel the filtering
and display the un-filtered Source Table.

To filter on Null values:

Select an item from the left column.

Select Null as your comparison operator.
Click on Add.

Example Expression = (WIBName is Null)

~OONPE

Or you can select a comparison operator of = (equal).
: CIick in the "Enter Comparison Vaue" field, and enter " " (double quotes)
" " (quote space guote).
3. Example expression = (WIBName ="")
Click on Apply to run the expression.

N

Step 3—Review Error Reports

When the extract file is loaded, the application reads each record to ensure that all
fields are valid based on the record layout and specificationsin Appendix A of the
User'sGuide The validation edit checks ensure that data are in the proper format,
values are within the specified range of values, and/or data are consistent across
fields. Duplicate records and any records with missing data in mandatory fields
arergected. Please refer to Appendix A for acomplete list of validation edit
checks and error messages.

Validation Errors can be viewed by clicking Import Data from the menu bar and
selecting, View Import Errors Report.
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# WIA Data ¥alidation System

File | Import Data  Change Reporting Options  Report Walidation  Table ©  Data Element Validation  Sub-Sample  Utilities  Window  Help
Re-Sample after Import
Skip Sampling on Impork
Import from Extract File
Import Reported Counts

Wiew Duplicates

Source Table Record Layout
Reported Yalues Record Layout

Quarkerly Reported Walues Record Layout

Wiewy Source Table

Views Import Errors Repork

Examples of each report are included on the following pages.

The records are divided into two groups: Critical Errors - Record Reected and
Warning Messages - Record Inserted. Within the groups the records are sorted
by WIB, office, case manager and observation number (OBS). Records that were
rejected are aso denoted by the text “RECORD REJECTED” at the end of the
error description.

On the left side of the report screen, under the “Preview” tab, double click on
“Regected” or “Inserted” to display alisting of WIBs. Double click on aWIB to
display alist of Officeswithin that WIB. Double click on an Office to display as
list of Case Managers for that office. Double click on a Case Manager to display
alist of observation numbers. Single clicking on WIB, office, case manager or
OBS number will move to that section of the report.



Import ErrorsReport - Rejected
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4

|& & glufox = |6 4 o o U “EFyE
Fieims |
= Ragertad -
5 DEF :i
I -RBC 123
- 3T 780
L IMPORT ERRORS REPORT
i :;_ Critical Errors - Recond Relecled
3 WiB:  DEF
-7 OTREE: ARG 123
L4
Vo= 0Rs SEM Field Hame Finld Value Error Description
e
- TS Cate Managen MYZTRO
T 739 73g ops 738 Dupizate 0BG # found b inp fla,
= RECORD REJECTED
1 Pal T41 ral QS T D pilate QES 2 found winpuifia,
b6 RECORD REJECTED
T Ta2 Td1 aps Tid D il ke ©EA 3 Tourd A inp il Tla,
7T REGORD REJECTED
[ T44 Tdq fu:t= Tid D plicate OES % fourd e iapu fis.
Import ErrorsReport — Inserted
| & g5l =] || u 4 Tass b b on | M et

IMPORT ERRORS

Warning Messages - Record Inseried

REPORT

WiE: DEF
Office: ABC 123

o8 s SEM Figld Hame Fieln Walee Error Description
2 2 [Earrcd TR +11, 42056.42, I itermn &1 6 @irsl guarter Tollowing the axil
Sourcadf3uppDiat quarlan isnat zaro or YO R0 98°, then itam
Source of supplemental data) must be
blank.
2 2 CoolCodeType, 2 43601100 If ltarn G604 = *2', then c oda musi ba batween
oortode "10000° and "GO0 (nclusiie)
[ 5] |Earrd TR +1], 26107, If Itern B4 & first quarter followeing 1he =ail
SourteQfIuppDat quarier iz ot Zera or ‘98030 88°, then item
(Souree of sapplemental daia) must be
blank.
] -] oeorleodeTyps, 2 43906100 Iritem BO4 = ', thaw o oda must ke bafween
oeecode 10000° and "EI0399° (nciushe)
B 7 [Earra TR +1], 2T03.38, I itarn B 6 Fiest guarter folloving the axit
BourcaQ T3 uppOat quara 15 aot 2aro ar 90 898 90°, then itam
(Souree of aupplemental data) mus be
blank.
T T ooplCodeType, 2 35202200 I ke B0d = "2", then ¢ oo musl b balweon
Occlode "10000" and "ED039S" { nclusiva)
= = [Earm3aTR+1], 7404, IF itam i1 B (Firs1 quartar Tolloveng tha axi
SourcedTSupplat quarlen isnol 2ero or 98 898.98°, Lthen item
{Sourca of supplemental dala) must be
[HETLS
-] 9 [Earrd TR +1 ], 347, If Itern B4 & ffirsi quarter follovang 1he =xilt
Sourted 3 upplat guarian i= nat 2erc or 301030 39°, then itam

(Source of alpplemental datay must be
blank.
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Miscellaneous errors can be found in the ImportError.txt filein the Data
directory of the WIA install location. (e.g. C\Program Files\WIA\DataWIA_7-
27-04\ wia_ImportError_<Date& Time>.txt.

After reviewing error reports generated by the application, users should determine
if the extract must be regenerated or reformatted and reloaded. If a small number
of records are rgjected, it may not be necessary to re-import thefile.

The ImportError.txt file is automatically saved to the WIA install location folder.
When a new file is imported into the application, the previous file is overwritten.
To save thisfile, the user should rename the ImportError.txt file so that the
application does not overwrite it with subsequent error reports.

Clicking on Printer Select/Setup at the top of the report will give you the option
to change the printer name, paper and orientation layout.

5 WIA Report ¥iewer

Printer Select/Setup

U%@?F@;Imnz o [ T > M om || 4

Clicking on the envelope icon will display an Export popup where you can select a
format and location for the report.

x|
Farmat: _
Ok
=3 Acrobat Format [PDF) l!

=3 Record ztyle [columng no spaces] - Cancel |

=3 Record ztyle [columns with space:
=3 Report Definition
==l Rich Text Format
= Separated Values [C5Y]

= Tab-zeparated text

= Test R
LiE==0 bl
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Selecting Acrobat Format (PDF) will produce a clean report but won't offer the
ability to analyze, whereas selecting .csv format is the best for analyzing what is

exported

Export 1

Farmat;

If__—.l Separated alues [C5Y]

Cancel

= Disk file

=
D estination;
=

= Application
=00 izk fil

=3 Exchange Falder
=3 Lotuz Domino

=3 Lotuz Dormino b ail
= MAPRI

Sdect adestination for the file. Click on OK.

Depending on the format selection another dialog box may display for selection of
the character-separation values. Select either Character or Tab. If Character is
selected the value isacomma. Click on OK.

Character-Separated Yalues

— Separataor

* Character; I

" Tab

Delimiter: |

Cancel

x|
_ Cened |

Depending on the separated val ues selected, another dialog box may display for
additiona information. When all information has been provided, click on OK to
display a dialog box where you can select the location for your report. Click on

Save.
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Step 4—View Duplicates

This step allows the user to view the duplicate records identified and rejected by
the application. No data entry is required; this option is for analytical purposes
only.

Click on Import Datafrom the menu bar and select View Duplicates.

A report will display the duplicate records from the extract file. The application
rejects records with duplicate observation numbers and records with the same SSN,
Date of Exit and the same funding stream — Adults, Dislocated Workers or Y outh.

A sample of the View Duplicates report is shown below. [f the user determines it
IS necessary to fix the extract, they must remove duplicate records and then re-
import the file.

pwmneptmens _isi;

| @& Flum =] | 4 4 [ FoHow | # “Efiktale

Presizw |

WIi& Duplicate Records Report

[=1:1] Individual Identifier' SN WA Exrt Date Funding Stream
1216 1215 Adult
1315 1315 Adult
14895 14585 20010303 Adult
TAGER 14585 20010403 Adule
4447 4446 200005312 ¥ ounger Youth
44496 446 20000812 Y ounger Youth
77ag riaz 2001028 Dislocabad Worleer
Tlaz Tlaz 20010129 Dislocaad Warlar

Clicking on Printer Select/Setup at the top of the report will give you the option
to change the printer name, paper and orientation layout.
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5 WIA Report ¥iewer

Printer Select/Setup

U%@gﬁhnnz -| | 4 1 of 1 bo¥ o= || dA

Clicking on the envelope icon will display an Export popup where you can select a
format and location for the report.

CEEE— x|
Format:
] 4
&3 Aciobat Format [POF) - -
=3 Record ztyle [columng no spaces] - Cancel |

=3 Record ztyle [columns with space:
=3 Report Definition
==l Rich Text Format
= Separated Values [C5Y]

= Tab-zeparated text

= Test R
L= bl =

Selecting Acrobat Format (PDF) will produce a clean report but won't offer the

ability to analyze, whereas selecting .csv format is the best for analyzing what is
exported

Ewport x|
Farmat;
_EIK

IE Separated Values [C5Y] j

T Cancel |
D estination;
=3 Disk file -l
= Application

=3 Exchange Folder
=3 Lotuz Doming
=3 Lotuz Dornino b ail
=1 MAPI

Sdect adestination for the file. Click on OK.
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Depending on the format selection another dialog box may display for selection of
the character-separation values. Select either Character or Tab. If Character is
selected the value isa comma. Click on OK.

Character-Separated ¥alues x|

— Separataor

]
* Character: I
" Tah Cancel |

Dielirniter: |"

Depending on the separated values sel ected, another dialog box may display for
additional information. When all information has been provided, click on OK to
display adialog box where you can select the location for your report. Click on
Save.

Step 5—Re-Sample after Import

This menu option allows you to create a sample after import, for example, if the
Import Data, Skip Sampling on Import option was selected when data were
originally imported. Click on Import Data from the menu bar and select Re-
Sample after Import from thelist. If asample aready exists, the system displays
amessage asking if you want to overwrite your existing sample. Click Yesto
overwrite or click No to cancel. NOTE: If you choose to overwrite the existing
sample, you will no longer be able to load any previoudly exported sub-samples
back into the master database.

Overwrite Sample |

-
'-\?) & sample exisks, Overwrite this sample 7

Yes [} I




[11. TUTORIAL

When Y es is selected, a progress screen informs you that old samples are being
deleted.

e Sample Withest Be-Imnporteg

i g Propsalios coos . Peose Wi

Doy Ol Soirlics . Mo Wall

When the deletion of old samplesis completed, a new sampleis created. When the
re-sample is complete, the progress screen displays the message “Re-Sample
Complete” and the Exit button is enabled. Click on Exit to close the screen.

A Barep be Wit hasl Re-Brgadtng =0 =]

PGt Domsgphisie.
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D. Report Validation

For report validation, the application compares the validation values derived from
the extract file to the actual values reported by the state on the ETA 9091 or ETA

9090 report. States also can use the application to calculate arolling four-quarters
report.

To perform report validation, states must prepare and import a separate file of the
reported counts for the report being validated. Report vaidation is not applicable
to states that use the application to generate the ETA 9091 or ETA 9090 reports.

Step 1—Import Reported Counts

Click on Import Data from the menu bar and select Import Reported Counts.
Note that the import file should be formatted according to the Reported Values
Record Layout, which is available under the Import Data menu and in Appendix
B of thisUser’s Guide. There are two Reported Valuesrecord layouts, one for
the annual report and one for both the quarterly report and rolling four-quarters
report. The file format must match the reported count record layout for the report
being validated. Note that for the annual report, the application uses the same
record layout that the states use to upload their annual report to the Department of
L abor through the Enterprise Information Management Systems (EIMS) system.
There should be afile for each table on the 9091 or 9090 reports. For additional
information and sample EIM S tables contact Amanda Ahlstrand in ETA's Office of
Performance and Results at 202-693-3052 or Ahlstrand.Amanda@dol.gov.

The user will be able to view only the annua reported vaues record layout if the
“annual report” is selected on the sign in screen. Another selection can be made
from the “ Change Reporting Options’ menu item. If a quarterly report is selected,
users will be able to view both the annual and quarterly reported values record
layouts.

Select the file or files to be imported using the Select File dialog box. To
select more than one file hold down the shift key and click on the desired
files. All files can be imported at one time by selecting the first file, then
hold the shift key down and select the last file,
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Click Open; abox will display asking if you want to reload the Reported
Counts Table. Note that this box will display for each file that is being
rel oaded.

Clickon Yes

When the files have been imported, the Import File window will display
“Don€e’. Note that an Import File window will display for each file.

The application will keep these values until new reported counts files are imported.
Step 2—View Report Validation Table

This function allows the user to view the individual records in the Adult,
Didocated Worker, Older Y outh, and Y ounger Y outh performance outcome
groups. No data entry is required; this function is for analytical purposes only.

Click on Report Validation from the menu bar. Select View Report Validation
Tables and then select the appropriate performance outcome group from the
sidebar. A summary of each performance outcome group displays showing the
total number of records and dollar amounts, where applicable. The performance
outcomes are described in Appendix A of the WIA Validation Handbook. This
table cannot be sorted.

It is important to note that the quarterly and rolling four-quarters reports use
different cohorts of exiters for the entered employment rate and for the retention
rate (see Appendix A of the WIA Validation Handbook for more details).

It is also important to note that if the user decides to change the report due date or
program year after the file has been imported, the counts within each performance
outcome group displayed in the report validation table may not accurately reflect
the report selected. The user must change the type of report, the program year, or
the report due date and then re-import the data to accurately display the correct
performance outcomes.
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4 WA Data Yalidaton System: - [LINE - Yiew Repart Walidation Tables] =8 %
E¥ ri= inpor bate Change Reporting Cpbore Feport abiston  Tshle o Dats bement veldstion ZubeSsmple Whies  Wides  Help =
[ Distd for 1.4 1
Sumumary Lahiti A1) 1 Suninary Edfii A2 f
WA Report Validation.
¥ e i Ermployed s e L3 iage =]
e 4 bl Emploryed [ g Fou B |14 |14
[E; f i Etrgrget e Suped i ) f B
I |1a 18 Wt Eirkyed YEs Suggd Ives Supgd [ 18
15 = kit Emmpiiryed Yo Piage [ [ = =
I 5 it Emplyed o B [ [m I 5
77 I I ol Empiryead rs i FERCIRE [ I I
12 o o Byt iz Syl [ETal e [y [ [
[Be = o bl Eimgloyed FERD BT B |PERDIG: HLE o o
140 E=) o Empiryed ™ [ [ [ [ E=)
[ [ i ey g ey e n n
N (EH 5 Bl rs Wi Vo B I I
113 T [ = Cugel e ) [ [
I (EE] K Erniponed [es Supel Ives Supel I o
R ] Eriplye [ Tiape 1o [ n n
[ (K i [ ] o Supel kg o n n
I EH n |Employes |¥ms Wil PER i R o I
1.48 1] Erriplossand o Sugpl PERD P i, 1] 0
I EEE] [ Errpkoned FEND MG [y FEND NG (3 n n
] 1 Ermizkoyes ] [ M, [ n [
|21 oL

Double click on the arrow in the far left column of each performance outcome

group to view the detailed records in that group.
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Detailed Recordsfor Adults Group 1.1

o WL Data Yaldation Systen - [UIEE - View Beport Walidation Tables] e ;iﬂﬁl
Il Al mport Dt Cherge Reporboo Opbors Peport Veidation Table 0 Dsts Bement Vaidshion Sub-Sarple Lkiems Wrdow  Help sl
[ Sunnary Exhik A l—T Summary EhbE A2
Dt fiar 1.0
Tk rousear or Red oF dha 164
5| 5 Oy GeEnder | s sl iy | HiS g ame | e Icm AR | A e i | ks lenden Tihite Wt mpalgnivet | rabdedvet| e =
323033 1STS0I1 T 1 3 2 1 2 2 2| 2 3 3 3 :|
il kot VST 1 3 1 2 2 2 2 i 3 k] 3
ZA6z| 3263 19660623 1 E] 2 2 Z| 2 2 1 2 Bl El
R e ] 19670 30 1 3 1 2| 2 K] 2| 1 3 3 3
124[ 13 1=a0cd 14 3 3 2 K Z| 2 Z| 1 3 b 3
14|14 1= 00a 07 1 1 2 3 2| 2 3 1 3 E) 3
1616 1ET A0S 2 ] 1 2 1 2 2 2 3 El K
227 2T 196 F0g 15 2 1 2 2| z 2 2 1 3 3 3
283 223 15820504 1 3 2 1 2| 2 r 2 3 E] 3
263 258 \EERES 1 3 2 1 2 2 2 2 2 Bl 3
280| 220 1577 0E1Z ] 2 2 2 2 2 2 1 3 3 2
] s 120110 2= ] 1 F 2 2 3 2| 1 3| S 3
187|257 123871 27 r 3 2 2 Z| 2 Z 1 3 3 3
B3| 33 12531110 2 3 2 2| 4 2 3| 1 3 3 3
O] 95 1SN 15 1 3 1 2 2 2 2 1 3 k] 3
122|323 128M2m 1 E] 2 1 Z| 2 2 2 3 El El
a3z 3= 12550714 2 1 2 2| 2 2 2| 1 3 | 3
HEI| 55 L i 3 1 1 2 2 2 2 3 i 3
EESIEE] 127311 02| 2 El 2 2 Z| 2 2 1 2 ] El
457|357 17 3 1 2 2 2 2 ] 1 3 3 3
bl ey 15781005 3 3 2 F Z 2 Z| 1 3 3 3
S445| 3443 157506 24 2 3 2 2| 2 2 2| 1 3| E 3
4| MG = Rl e 2 3 2 2 2 2 2 1 3 3 El
50| 350 19600 I7 F] 3 2 2| z F z 1 3 El El
SE3| 3534 197005 D El 3 El 2 2 3 2| 1 3| 3 3
S| ARIE 157 12 1 A 1 2 2| 4 2| 1 3 1 El
2640|340 12610211 1 1 2 2| 2 2 2 1 El El 2
SH43| 3542 T8 00 2| | 1 1 2 2 2 2 1 3 3 3
_L;I TIAT| ¥AT 12650317 2 3 ] | Z| 2 Z 1 3 b '!—Ij
Q - L
Eer 7 ] 1 ] Eil I =P | |

Widen Columns

To increase the width of the columns, click the mouse button on the intersection of
the relevant column heading and drag to the desired width.

Performance Outcome Group Summaries
The performance outcome group summearies are labeled as follows:

Exhibit A.1 — Adult Entered Employment, Retention, and Earnings Change
Exhibit A.2 — Adult Employment and Credential Rate

Exhibit A.3 — Dislocated Worker Employment, Retention, and Earnings
Replacement Rate
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Exhibit A.4 — Didocated Worker Employment and Credential Rate

Exhibit A.5 — Older Y outh Entered Employment, Retention, and Earnings Change
Exhibit A.6 — Older Y outh Credential Rate

Exhibit A.8 — Y ounger Y outh Diploma or Equivaent Attainment Rate

Exhibit A.9 — Younger Y outh Retention Rate

The application only assigns records to performance outcomes if sufficient time
has passed for the state to determine these outcomes (in this case two full quarters
after the end of the quarter of activity). If sufficient time has passed and the record
Is still coded as pending, the application will change the status and assign the
record accordingly.

For instance, if employment for the first (WIARD 601), third (WIARD 608), or
fifth (WIARD 610) quarter after exit isa 3 (individual has exited but employment
information is not yet available) and two full quarters after the end of the quarter of
activity have passed, the application will change the 3 to a2 (No), and change the
earnings for the appropriate quarter to a0. Consequently, these records will be
failures for the appropriate performance measures.

If employment for the first, third, or fifth quarter after exit isa 3 and two full
guarters after the end of the quarter of activity have not passed, the 3 will be
retained. These participant records are considered to have pending employment
and earnings information.

Sorting and Filtering Data

Sort Detail Records
There are two ways you can sort records.

1. If you want to sort by one column, double click on the column header you
wish to sort.
2. If you want to sort by numerous columns, click on the Sort button at the
bottom of the screen. Then do the following:
1. On the popup screen, select the fields you would like to sort by from the
|eft frame.



w N

[11. TUTORIAL

Click onthe right arrow (>) to copy your selections to the right frame.
Select Asc or Desc by clicking on one of the radio buttons on the left of
the popup screen.

Click on the OK button to initiate your sort. The popup screen will
disappear and the table will redisplay with the selected sorts.

Note that you can:

1

Sorting Options

Click on the doubleright arrow to select adl of the fields and copy them
to the right frame.

2. Click onthe left arrow (<) to remove afield from the right frame.
3.

Click on the double left arrow to remove al of the fields from the right
frame.

Click the up arrowﬁ or down arrow %I to change the order of fields
selected for sorting.

]

PregrantdrParenting
A apidddd _I
RapidR esponze
RecentSepiet

RecvdB asicSkill:Servic
RecwvdSkillzTrain

S amplingllrit
SecondMEGrantlD
SingleParent

Cazetdar

oall QbttainedD ate
OtherE =it
SkillsTrainCode

>

SkillsTrainCodeT ype
Source0fSuppD at <

K= =

SourcedfSuppD at2
SourcedfSuppD at3 _l

S5M
Summert'outh

SuppService €<
TAA

=

{* Asc {~ Desc

Ok Cancel Apply
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Filter Detail Records:
This functionality allows you to query the table in order to filter details of the
performance outcome groups.

gk wdPE

o

oo N

Click on the Filter button at the bottom of the Source table screen.

The Filter popup displays.

Sdlect an item from the left column.

Select a comparison operator from the center.

Y ou can select an item from the Compare To field on the right or you can
enter a Comparison Value in the field labeled "Enter a comparison value
here'. Note that wild cards are not accepted.

Select aNext Term Operator. The default is"AND".

Click on Add to place your expression in the lower box.

Y ou can add on to the expression by making additiona selections, and
clicking on Add again.

Click on the Apply button at the bottom to apply your query to the Source
table.

The SQL tab at the top of the popup will show the SQL expression for your
filter.

The Reset button will remove al terms from the SQL expression.
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Example Filter Query

iter
! Query |m SIJLI

Pick a field ;I — Comparizon O peratar — Compare ta [pick a field or enter valug]
[ EmpTRS = C oo | Pick a feld =]
EmpServices ey . e 5
EmpStatus I
EstablTA o L5
ETACode = NULL — Mext Termn Operataor
| Fallawu :
gt ¢ NOT NULL it L
&5 Goall OAttainedD ate £ LKEZ _ [af] . LA e R
oall DAttainment o
< b £ AN SN
... [| Field Criteria " alue o
| [Crizability] 1] T
[| [Gender] = 211 AMD
=
+
Rezet | Apply | Cancel

In the above example we are filtering out Disability <where value is 1> who are
Female <where value is 2>.
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Filtered Detail Table

< WIA Dk Palid abien Sy-stenm - [LODG - View Report Validabien Tabies] -3 —1#=1
P Fi: vpatDots Chenge Repoting Totiens Regart valdshon Tehk D DetaEkementMabdapon  Sub-Sampke . Lbltes  Windaw Hab =1=
[ S imemiary Exbik & 1 IJ' Smamary Exied A3
Bt | o 1.9
Tobal Moker of Resoeds 14
ons[ssM | 08|  Gender| Gisabiify|  Hispanec|eAmenizan|  Asan| nAmerican| micisiander wihite| Vet |impaigninet | isshieduet | oo
127 1A B 1 1 2 2 2 2 2 1 k] 3 3
263|285 15611028 2 1 z z 3 2 2 1 F] 3 3
13z| 132 1ZHB0T1 & 2 1 z z F z 2 1 1 3 3
337] 337 [ F] 1 F) 2 F] H E] 1 3 z =
EIREEE 19600226 2 1 2 E 2 2 1 3 3 E]
s 1= 20 2 1 z £ < 2 2 1 bl 3 3
53| Irsd 19690323 2 1 2 z ] 2 2 1 3 3 3
S| ares TETRIR 2 1 S 2 H 2 2 1 F] 3 1
FEREE] [EEnl) ] 1 z z 3 ] 2 1 F] 3 )
021 | a2 1Sl p] 1 2 2 2 2 b 1 i 3 3
4213[ 4218 1565051 0 2 1 z z 3 2 2 1 1 3 3
EEEAEE 157 10528 2 1 z z F 2 1 1 3 3
A6 35| a5 LS5O0 F] 1 2 P F F 2 1 3 F] =
TR (e F] 1 F F 2 2 1 3 ] 3

Y ou can filter the results by repeating steps 1 through 10.

Thefilter can be viewed at any time by clicking on Show Filter on the Detail
Table screen.

Current Filter x|

@ i[Disabladyat] = 11 AND

([Gender] = 2)

Clicking the Un-filter button on the Detail Table screen will cancel the filtering
and return to the WIA Report Validation Summary Exhibit.

To filter on Null values:
1. Sdlect an item from the left column.
2. Select Null as your comparison operator.
3. Click on Add.
4. Example Expresson = (WIBNameis Null)
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1. Or you can select a comparison operator of = (equal).
2. Click inthe "Enter Comparison Value' field, and enter " " (double quotes)
or" " (quote space quote).
3. Example expression = (WIBName ="")
Click on Apply to run the expression.

Step 3—View Report Validation Summary

This function displays a report that calculates the difference between the validation
values and the reported values for each performance outcome group (adults,
disocated workers, older youth, younger youth). A percentage differenceis
generated for each report item except for the performance rates. When differences
are being calculated for rates, the numerical difference between the ratesis used as
the “% difference”. When the application is used for reporting, report validation is
not required and there are no reported values in the report, so the percent difference
will equal 100%. No dataentry isrequired; this option is aread-only function.

Click on Report Validation from the menu bar. Select View Report Validation
Summary and then, to view the summary report, select the applicable group from
the sidebar. 1t may take several minutes to open the first report validation
summary after loading the reported counts file(s).

The summaries for the annual report can be printed in two ways.
1. To print a Report Vaidation Summary for a Performance outcome

group:

- Click on Report Validation from the menu bar,
select View Report Validation Summary
select a performance outcome group from the side bar
when the report opens, click on the printer icon in the upper left
corner of the screen and then select OK. Note that you can select a
different printer by clicking on Printer Select/Setup at the top of
the report.
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2. To print the report validation summaries for al four groups in batch
mode,
- click on Report Validation from the menu bar,

select View Report Validation Summary, and then

click Print Annual RV Summary (full set). Important Note: a
diaog box will display progress on each funding stream and then
the report will automatically be sent to your default printer. No
report will display onthe screen. Asaresult, there is no option to
select aprinter as there is on the other reports. 1f you would like to
send this report to another printer, select another printer as your
default printer before running this report.

To view and print the quarterly or rolling four-quarters reports, click on Report
Validation from the menu bar and select View Report Validation Summary.
Then click Print Quarterly/Rolling Four-Quarter sReport.

A Report Validation Summary- Adults
Period (7/1/02 - 6/30/03 )
State: 5T Program Year: 2002

Yalidationh Reported

RptCell Description value value Difference % Diff
9021/B-181 EER Mumerator 1456 26 120 822%
o091/B-1B2 EER Denominator 250 33 213 2E0%
a091/B-183 EER R ate 584 T3 159 158%
a094/8-281 R etention HMumeratar 149 24 123 230%
g091/B-2B2 Retention D enominator 138 hili] 138 T34
a091/B-283 F etention R ate 703 430 i1z 31.3%
a031/B8-381 Earnings Change Num 366,360 114,000 252,360 G20%
Q091/B-2B2 Earnings Change Denom 132 17 165 anTE
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If users have selected a WIB name, Office name, or a Case Manager filter on the
Change Reporting Options screen, the report validation summary will be
generated for that sub-state level. The application rejects duplicate records based
on SSN, exit dates and the same funding stream. Therefore, any individua with the
same SSN, exit date and in the same funding stream will be rejected, even if that
record represents service to the individual by more than one WIB name, Office
name, or a Case Manager. Consequently, any individual who was assisted by more
than one of these units will not be included in every appropriate sub-state level
report. A future version of the application will include the capability to handle
records with multiple WIB name, Office name, or a Case Manager data.

Clicking on Printer Select/Setup at the top of the report will give you the option
to change the printer name, paper and orientation layoui.

w WIA Report ¥iewer

Printer Select/Setup

U%@gﬁ;hnnz | W ] I oft borom || b

Clicking on the envelope icon will display an Export popup where you can select a
format and location for the report.

Export x|
Format:
] 4
& Acrobat Format (POF) - _
=D Record style [colurng ho spaces] Lancel |

=3 Record style [columns with space:
=3 Repaort Definition
Rich Text Format
=) Separated Walues [C5Y]
=3 Tab-zeparated text

=0 Text

LE=0 bl

Selecting Acrobat Format (PDF) will produce a clean report but won't offer the
ability to analyze, whereas selecting .csv format is the best for analyzing what is
exported

-
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Farmat;

If—__—;l Separated alues [C5Y] ;l

T Cancel
D estination;

= Disk file ll
= Application

= = |NEE{E

= Exchange Folder
=3 Lotuz Domino

=D Latuz Darming kil
= MARI

Sdect adestination for the file. Click on OK.

Depending on the format selection another dialog box may display for selection of

the character-separation values. Select either Character or Tab. If Character is
selected the value isa comma. Click on OK.

i
— Separataor
]
* Character; I _
" Tah Cancel |
Delimiter: |

Depending on the separated values selected, another dialog box may display for
additiona information. When all information has been provided, click on OK to

display adialog box where you can select the location for your report. Click on
Save.
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Step 4—Export Performance Outcome Groups

This function will create extract files for each performance outcome group. These
export files can be used for analytical purposes, or they can be used to generate
files to match against wage records. The Export file will retain the format of the
Vdidation import file.

Click on Report Validation from the menu bar. Then click on Export
Performance Outcome Groups. The application will indicate when the files have
been exported by displaying the message “ Done’

The exported performance outcome group files are saved to a subfolder titled
“Performance Outcome Groups’ in the WIA install location. (The WIA ingtal
location default is C\Program Files\WIA.) The last two numbers within the file
name correspond to the performance outcome group. For instance, Performance
Outcome Group 1.1 is saved as ParticipantGroupl.1.1.txt, and Performance
Outcome Group 3.10 is saved as ParticipantGroupl.3.10.txt, and so on. To save
each report, the files should be renamed so that they are not overwritten by
subsequent exports.

Sample Performance Outcome Group Export File

,2,1,4.1,2.2,2.12 ,,,,,,,,, 1555, 20000604, 2001121%,1 2,2,2,2,2,2,2,2
45402201, 2, W1, .45402200,2,,,2,1,1,2,,3045,,0,,22%2.75,0,0,09,0,9%
L e it sy o A T ma: 12] DEF, &, ¥NZ FE0! =nd 3
3574,3524, 1‘:-‘1?%21.1.3,2.2,2.2,2.1.2,3.3,2.1,'.1.4.2. e 21555, 20040515, ?CII}'-'I.“JSEE.1,',2.2.2.2,2.2,2
,,,,,,,,,,,,,,,,,,,,, 2, 20000515 EIZIIi‘nl'.‘-DS"?.1,2.2,L.liiﬂ!lﬂﬁ 2‘,,..,..‘1,,4.:!-31.2‘0& R :I 2,,0,,0 313045115
A6, 0,0, 0,8 \ 5 fis e e - -"*.ELZISD-EF?'{TZTE-?EI'IdS
4491, 4491, L0630605,1,3,2,2,2,2,2,1,3.3,3,2,1,2,1,4,1,2,2,2,12, 1.H.,HJ.SJE- 20011217, 20020305,1,2,2,2,2,2,2,2,2
rains ...,.,,,..,...,2..& 2%1-21?.20%122? Zed, 2,1, 53303242, 2.,,..,.1., 3303202, 2,1,2, 2,1.1,2.,&..&..6?“2 0, 2114
e =3 e e e et e R s N B a T MiZEDEFBK‘r?TBBEnd?
4EIT, 4857, 1553022‘5,2.3,?.z,z,2,2‘,1.3,].3,?,1,?,1.4.1.2,2.2,11 s ,1555,20010724, I‘CIIILLEM.L?.Z.I‘,Z.?,Z.E,?
1,2, 20000724, 20010?2&.;.2.2,1..31_101200 i 1 3]101..00,2.4.,1.2.1.112.,2353 o, ., 3080, 5,
129615[)00!:1- e o SR T B R JABC 123, 0EF, 4, %¢Z 73%,End, 3
4B55,4859, 1'333(}?15.2.5,2.2,2.2,2.1.3,..3,?.1,2.2.4,1.4,2.2,12 2 ? 2 2 4,2,1555, 20000831, 2002%1[).1.2.1,2.2,2‘.2,?.?
,oo0loEIl, 20040831, 2,2, 2,1, 43600400, 2 2 2 2 1 4741?130.2.2.3 ...... =50.5, 6, ,
1343088, 674, 25,0, 0; lEIEE'- I B oY, T ot M- v 1 o R e FaiRa i EaTEa 4..5.5 AHE 173,
CEF,d,%xvZ TED, Eru:l 3
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Step 5—Export Validation Counts

This function will create files formatted to upload into the EIMS for each of the
sections of the ETA 9091 report. This function does not generate the customer
satisfaction data, financial, or local level performance data required on the report
(tables N and O). Note that Table A is not generated by the software. With the
WIA 3.0 release, Table O is generated but not validated. For more information
Table O see Section E.

Click on Report Validation from the menu bar and select Export Validation
Counts. The application will indicate that the file has been exported by displaying
the message “Done’.

The exported validation counts are saved to a sub-folder titled “ Exported
Validation Counts’ in the WIA\Data ingtal location (e.g. C:\Program
Files\WIA\Datal<WIA _7-26-04>\Exported Validation Counts\.). Thefilesare
named according to the report items tables in the annual report or the quarterly
report to which they correspond. For instance, Table A is saved as “table A.txt”,
and Table B is saved as “table B.txt”, and so on.

Sample Validation Count Export File

table B.txt - Notepad = (OI) =
Eile_. Edit Format Help

ET,2001,84,84.8,212,250,81,87.45,223,255, 3700, 3878.31,6 |&
94218,179,55,57.55,141, 245 b




Step 6—Facsimiles
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The Facsimile function displays the validation values in the format of the ETA
9091 and ETA 9090 reports. The application also displays the validation values
for arolling four-quarters report on afacsimile of the ETA 9090 report.

Click on Report Validation from the menu bar and select Facsimiles. The reports
that are available from the Facsimile sidebar depend on which report type was
selected on the Sign In and/or Change Reporting Options screen. The footer of the
facamile indicates the pertinent information from the sign in screen including the
type of report, the state name and the report due date.

Sample Facsmile Report

Tahle B - Aduli Program Resulis At- A - Glance

Negotiated Aciual
Performance Level Performance Level

49

Entered Empbyment Rate 000 100,014 =

Emplyment Reiention Rate Qs — g
Earnings Change in 5ix Months %00 § 6952 $ 3,43;,390

o 48

Emplbyment And Credential Rate 0oxs E3.8804 =

Tabk C - Ouicomes for Aduli Special Populations

Reported Publc Assistance Veterans Indiriduak With OMer Indiriduaks
Information Recipienis Receiving Disah ilities
Intensire or Training
Services
Entered 5 g 17 6
Emp byment 100,00 3 100,00 g 10000 7 100,00 7
Rate

If users have selected a WIB Name, Office Name or Case Manager filter on the
Change Reporting Options screen, the application will generate a facsimile report
for that substate level. The footer of the facsimile report will display the selected
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substate unit. As previoudy stated, however, any individua who was served by
more than one of these units will not be included in every appropriate sub-state
level report.

Click on the printer icon to print the facsmile report. To produce the facsmilein
Adobe Acrobat (PDF) format, click on the Export Report button to the right of
the printer icon and follow the prompts. Note that the facsimile report may not be
fully formatted on the screen or in print unless validation values for the report have
been calculated.

Clicking on Printer Select/Setup at the top of the report will give you the option
to change the printer name, paper and orientation layoui.

& WIA Report ¥iewer

Printer Seleck/Setup

U%@?EEIWDZ || W« I oft b orow || B

Clicking on the envelope icon will display an Export popup where you can select a
format and location for the report.

X
Farmat; _
] 8
=3 Acrobat Format [POF] ;!

=) Record ztyle [columng no spaces] Cancel |

=3 Record style [columns with space:
=3 Report Definition
==l Rich Text Format
=) Separated Values [C5Y]

= Tab-zeparated text

= Test HEEE
N i

Sdecting Acrobat Format (PDF) will produce a clean report but won't offer the

ability to analyze, whereas selecting .csv format is the best for analyzing what is
exported
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Export

Farmat:

If—__—;l Separated Values [C5Y] ;I

Cancel

Destination;

=0 Digk file ll
= Application

= = |NEEE

=3 Exchange Folder

= Lotuz Domino

=D Latuz Dorming b ail
= WMaARI

Sdect adestination for thefile. Click on OK.

Depending on the format selection, another dialog box may display for selection of
the character-separation values. Select either Character or Tab. |f Character is
selected the value isa comma. Click on OK.

i
— Separataor
]
i+ Character: I _
" Tab Cancel |
Dieliniter: |"

Depending on the separated values selected, another dialog box may display for
additional information. When all information has been provided, click on OK to
display adialog box where you can select the location for your report. Click on
Save.

E. Calculate Local Area Reports

Table O dlows you to calculate local areareports.
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i WIA Data ¥alidation System
File Import Data Change Reporting Options  Repork Yalidation | Table ©  Data Element Validation  Sub-Sample  Utilities  Window  Help
Impork Table O

View Table © Errors
Wiew Table © Duplicates
Table O Report

Step 1—Import Table O

Click on Table O from the menu bar and select Import Table O. Select thefileto
be imported using the Select File box. Click Open.

A message will display warning that this process will reload Table O.

Import Data j El
This process will reload Table O,
Press Yes to continue J Mo ko skop

Yes Mo |

When the dialog box displays, click Yesto reload Table O or No to stop.

Once the import has begun, the Import File box includes a counter for the number
of records being imported. Be aware that your previous Table O imports will be
replaced. To terminate the import process, click on the X in the upper corner of
the screen.

Depending on the size of the file, it may take some time to import the data.
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¢ U011 - Import File.

Records in File: 8001
Records Rejected: 819
Other Errors: 0

Import Complete.

Records Imported: 7182
Edit Check Errors: 7579
Duplicate Records: 0
Started: 719:2004 11:12:09 AM
Ended : 71192004 11:13:58 AM
Minutes Duration: 1

Earzel |

E wit

=10} x|

When an import is complete, the status of the import appears on the Import File
screen under Import Complete. Hereis the explanation of the screen:

Recordsin File — The number of participant records in which the software

attempted to import.

Recor ds Rejected — The number of records that were not imported into the

software due to validation or duplicate errors.

Other Errors — Additional software or Operating System Errors of which
the user should be aware. Location of the error messages will be noted in

red on the Import screen.

Recor ds Imported — The number of records imported in the software

excluding the rejected records.
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Edit Check Errors— The number of validation errors recorded for the
extract file. These errors can be viewed by selecting from the menu bar
Table O/ View Table O Errors. Also, see Appendix A.

Duplicate Records — The number of records that have identical, OBS, SSN
numbers, funding stream and WIA exit dates and ETA code. View
Duplicate Records by selecting Table O / View Table O Duplicates from the
menu bar.

Click on EXxit to close the Import Complete screen.
Step 2—Review Error Reports

When the file is loaded, the application reads each record to ensure that all fields
are valid based on the record layout and specifications in Appendix A of the User's
Guide. The validation edit checks ensure that data are in the proper format, vaues
are within the specified range of values, and/or data are consistent across fields.
Duplicate records and any records with missing data in mandatory fields are
rejected. Please refer to Appendix A for acomplete list of validation edit checks
and error messages.

Validation Errors can be viewed by clicking Table O from the menu bar and
selecting View Table O Errors.

Examples of each report are included on the following pages.

The records are divided into two groups: Critical Errors - Record Rejected and
Warning Messages - Record Inserted. Within the groups the records are sorted
by WIB, office, case manager, and observation number. Records that were
rejected are aso denoted by the text “RECORD REJECTED” at the end of the
error description.

On the |eft side of the report screen, under the “Preview” tab, double click on
“Rejected” or “Inserted” to display alisting of WIBs. Double click onaWIB to
display alist of Offices within that WIB. Double click on an Office to display a
list of Case Managers for that office. Double click on a Case Manager to display
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alist of observation numbers. Single clicking on a WIB, office, case manager or
OBS number will move to that section of the report.

View Table O Errors - Regected

G& o o [ A Tame b owe M “eiyital
Framey 1
= Redected Y
El IEF
B AEC 123
Er ¥ FEa
- TAEBLE O IMPORT ERRORS REFPORT
i) Crtical Errors - Reon rd Rejecied
i 70 Wig:  DEF
Tk Office: ABC 123
LOEENE
IRETLLE Lk H5N Flald Name Fleld Valug Error D escription
- GE0E
LB AR Cage Mamager; HY T TEH
5,700
570 JEQ TEQ OB TEQ Cuplicate QBS # fourd In inpid Flie
| -ET0 RECORD REJECTED
Lo E70E
el 2 tLE] FE3 == ] 83 Duplicate QB3 # fourd In Inpd Fiie
[ RECORD REJECTED
| R0 [
! &7 208 A0E [aT= =] [T Cuplicate OB # fourd in inpud Files

el RECORD REJECTED

View TableO Errors- Inserted

|& & #[=[ o [ n 4 % ofsis PoH o | Trys
Pienviesrn ]
T T —
- Regactad EI Waming Messages - Record Insertad
=+ [rwerted
= DEF wig: DEF
= AT 123 Offica: A8 1213
El m¥2 Tem
L OES H5H Flald Hamea Flalil Valug Error Descripiion
-]
3 Case Manager: N7 7738
T
I 1 1 [EarmbTR+1], 5113 IFitern B16 ciirst guarler follosing the exil
g Bt r; 8573 upaplrad quartan i nat Tera ar 33938 98, 1hen tem
1 [Soirce of =upalemental data) e be
U lakk
1 1 1 DeclCodeTyps, Z, 1520210 IFItern B04 ='2", then coda mustbe hetween
i D:cl:uu_n 10000" and ‘BI]I:I‘EEIQ'-:lnl:ILErﬂl
|

11 .
1 2 F [EBmMETR+1], 420543, IFItar BT6 st guarter Tallowing the el
i Eou e 0TS upphiat guartet) iz not Zera ar ‘99999 98° then item
l; [Soure of suppla mantal dats) rl e be
¥ blank.

Clicking on Printer Select/Setup at the top of the report will give you the option
to change the printer name, paper and orientation layout.
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5 WIA Report ¥iewer

Printer Select/Setup

U%@gﬁhnnz -| | 4 1 of 1 bo¥ o= || dA

Clicking on the envelope icon will display an Export popup where you can select a
format and location for the report.

CEEE— x|
Format:
] 4
&3 Aciobat Format [POF) - -
=3 Record ztyle [columng no spaces] - Cancel |

=3 Record ztyle [columns with space:
=3 Report Definition
==l Rich Text Format
= Separated Values [C5Y]

= Tab-zeparated text

= Test R
L= bl =

Selecting Acrobat Format (PDF) will produce a clean report but won't offer the

ability to analyze, whereas selecting .csv format is the best for analyzing what is
exported

Ewport x|
Farmat;
_EIK

IE Separated Values [C5Y] j

T Cancel |
D estination;
=3 Disk file -l
= Application

=3 Exchange Folder
=3 Lotuz Doming
=3 Lotuz Dornino b ail
=1 MAPI

Sdect adestination for the file. Click on OK.
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Depending on the format selection another dialog box may display for selection of
the character-separation values. Select either Character or Tab. If Character is
selected the value isacomma. Click on OK.

Character-Separated ¥alues x|

— Separataor

]
* Character: I
" Tah Cancel |

Dielirniter: |"

Depending on the separated values selected, another dialog box may display for
additional information. When all information has been provided, click on OK to
display adialog box where you can select the location for your report. Click on
Save.

Step 3—View Duplicates

This step allows the user to view the duplicate records identified and rejected by
the application. No dataentry is required; this option is for analytical purposes
only.

Click on Table O from the menu bar and select View Table O Duplicates

A report will display the duplicate records from the extract file. The application
rejects records with identical observation numbers and records with the same SSN,
Funding Stream, Date of Exit and ETA Code — Adults, Dislocated Workers or

Y outh.
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View Table O Duplicates

4 Wk Report Wewer
Frnbsr SeleckSetp

_:EQFHIIX ';_.1 1E 1 mf1 j-ﬂ-;ﬁ e

Table © Duplicate Records Report

0Bs Irvdividu al Identifier SEN WiA Exit Date ETACode
745 T ZO021126 1555
EE= T4z 200321126 1555

Clicking on Printer Select/Setup at the top of the report will give you the option
to change the printer name, paper and orientation layout.

i WIA Report Yiewer

Printer Select/Setup

‘J%@ F =i = || | 4 I oft > oM o= || 04

Clicking on the envelope icon will display an Export popup where you can select a
format and location for the report.

Enport x|
Format:
_DK
=3 Aciobat Format [POF) -
3 Record style [columnz no spaces] - Cancel |

=) Record style [columns with space:
=3 Repaort Definition
=R Fich Text Format
=) Separated Walues [C5Y]

=3 Tab-zeparated text

=) Test i
L= bl =
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Sdlecting Acrobat Format (PDF) will produce a clean report but won't offer the
ability to analyze, whereas selecting .csv format is the best for analyzing what is

exported

Export 1

Farmat;

If__—.l Separated alues [C5Y]

Cancel

= Disk file

=
D estination;
=

= Application
=00 izk fil

=3 Exchange Falder
=3 Lotuz Domino

=3 Lotuz Dormino b ail
= MAPRI

Sdect adestination for the file. Click on OK.

Depending on the format selection another dialog box may display for selection of
the character-separation values. Select either Character or Tab. If Character is
selected the value isacomma. Click on OK.

Character-Separated Yalues

— Separataor

* Character; I

" Tab

Delimiter: |

Cancel

x|
_ Cened |

Depending on the separated val ues selected, another dialog box may display for
additional information. When al information has been provided, click on OK to
display adialog box where you can select the location for your report. Click on

Save.



Step 4—Performance Report
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A Table O performance report can be viewed by clicking Table O from the menu
bar and selecting Table O Report.

Click on anumber under the Preview tab in the left portion of the screen. This

number corresponds to the ETA Assigned number.

e WIA Posposl Wiosor

Prinker SalactSahp
| & & F[= [ = || 4 L ofd oW ou || G
Preview |
R =
Table O - Local Perfoarmance
Total Parlicipants Served Adul s BE+
Local Area M ame
DEF DS catad Workars 2083
Dlder vo wuth 164
E:;sg'“'" nied:4 Younger Youth [T
Toal Exiters Adulls 3483
Dislocated Workers 1147
Clder Vo wth TH
W oumger ¥ outh 29z
Hepotiated Bctual Performanc e
Parformance Leveal Lawal
Customer Salisfaction Proufam
Ermepl o prerss
FER Rate Kiults 09.4%
Dislncaled Workers B2.%%
Older Youth R4
Redention Rale Kdults RN
Dislocated Workers [ERES
Cldey Youih 5 5%
Younger Yeoulth B2.2%
Earnims Change Adulls §2.211.00
Dislncaied Workers 100.3%:
Oider Touth FLEER 7T |
Credential Rale Adults 0.2
Dislocalad Workers EENES
ey Yowth B1.2%

Clicking on Printer Select/Setup at the top of the report will give you the option

to change the printer name, paper and orientation layout.
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5 WIA Report ¥iewer

Printer Select/Setup

U%@gﬁhnnz -| | 4 1 of 1 bo¥ o= || dA

Clicking on the envelope icon will display an Export popup where you can select a
format and location for the report.

CEEE— x|
Format:
] 4
&3 Aciobat Format [POF) - -
=3 Record ztyle [columng no spaces] - Cancel |

=3 Record ztyle [columns with space:
=3 Report Definition
==l Rich Text Format
= Separated Values [C5Y]

= Tab-zeparated text

= Test R
L= bl =

Selecting Acrobat Format (PDF) will produce a clean report but won't offer the

ability to analyze, whereas selecting .csv format is the best for analyzing what is
exported

Ewport x|
Farmat;
_EIK

IE Separated Values [C5Y] j

T Cancel |
D estination;
=3 Disk file -l
= Application

=3 Exchange Folder
=3 Lotuz Doming
=3 Lotuz Dornino b ail
=1 MAPI

Sdect adestination for the file. Click on OK.
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Depending on the format selection another dialog box may display for selection of
the character-separation values. Select either Character or Tab. |f Character is
selected the value isacomma. Click on OK.

Character-Separated ¥alues x|

— Separataor

]
* Character: I
" Tah Cancel |

Dielirniter: |"

Depending on the separated values sel ected, another dialog box may display for
additional information. When al information has been provided, click on OK to
display adialog box where you can select the location for your report. Click on
Save.

F. Data Element Validation

These steps alow the user to validate a sample of participant records that were
used to calcul ate performance on the annual and rolling four-quarters reports.

Step 1—Validate Sampled Records

Click on Data Element Validation from the menu bar. Select Edit Worksheets
and then select the appropriate performance outcome group from the sidebar.

The Summary Worksheet displays.
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Summary Wor ksheet

To access, update, and print individual sampled records, double click in any row of
the applicable record on the summary worksheet or select arow and double click
on any column header.

b 'WIK Data Yaidation System - [WIA Data Element Yalidation {Rdults)] R =8 =
S Fb [mport Dabs henge Bnportng Spbons Report Yaldebon Tabls € Dt Elenerk Yedsbon Sub-Semph #es  Windee Helo =l2] ]
Sampie Skea; 147 ) Completa: 2

=l Wdidaled | fUEMame  |Oifcs ooa|  RF Cisatdly| PF] wel] PF] EmgSiehs| FF| Lowkoone] PE| TaE] P
i IR o LEF AAC 1 | P 1| P 1| P 1]
2 18[18 es CEF ABC1Z 157emaE| P 1 F 1| r
1 07107 TEF ABC1H SPECAT 1 1
4 L LEF AHCAE VTR 1 1
5. |23 CEF ABC 12 157E0508 1 1
B RE 165 TEF EERE] 105E0A6 F] 1
7 4[24 LEF SECAH AL 1 1 1
[ 8228z LEF ABC1 1560213 1 1 1
] IR LEF ABC 1A e F 1 1
0. 7 |207 DEF ARC1E 1965 127 1
. 1 ETH LEF ABC1ZA 19NI0ET 1
12 ETIEE LEF EHE] A 1 1
1. ok | el [CEF SBC 12 19RaH? 1
4. EFL EE CEF ABC1Z 1SPEC0E 1 1
15, R LEF EERE S 1 [ 1
an. x5[an cer 28C 12 15741 108 1
7. =Ll EES] LEF ABC1: 157E0a0] 1 1
18 40|30 CEF ABC 17 9B00E2 1 1
13 = |1 cer ] 158 117 2 1 1
L ERIETE TCEF ABC17 RE=Eee] 1
= HaaTs CEF ABC 1M 19651112 1 1
Fo] =n[ann oEr ] 1909 20 F] 1 1
= 85 [385 LCEF ABC13 EEEE] 1
] BT CEF B0 1 S RE] 1 1
= 471 [am CEr T HE 19
E] 424[434 TEF ABC13 15P4060 1 2 1
i A7 437 LEF ABC 1 1963051 1
El 246 445 oEr R (] 1 .
T N
.'.- b A R ==t t -II.-| SO g DT Ml == ;.-.-.. =1 ] Al s gle gy~
Fifrash Counts |

Note that a Validated field has been added to the Summary Worksheet. Thisfield
indicates that the record has been completely validated. In addition, exceptions
columns have been added for WrongSSN, InvalidRecord, MissingRecord, and
UnableT oL oc.
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Summary Worksheet Showing New Exceptions Columns

< 'WIA Data Yabidalien Systen - [WTA Daka Bement Walidation (Adults)] ™

n File Inport Daks Change Reporting Cptons - Repark abdstion Tabke D Dots Elenent Walidabon  Sub-Sample © Lbkes 'ﬂ'hdﬂﬁ Heb -
Sample Sires 147 ( Completest 3

PF| EamQTR:+2| PF| Ean@TR+3| PF| CagaeTypal PF CtherExk | PIF| wiaricd scommants | Sanglnolind v onoSsh] | inew dRec or ¢ | Plksing Fa ool | Lirakie T ol oo ;I

dB. o 1] Erd
A7, o 0 + Ered
J8. =72 8¢ 295183 5 Erad
14070 55 15477 78 Erel

o o

Faime Fake Fake Faise

Folze Faks Faka Fiatzn
Fal=s Fake Fake Faise
Friz=

+ EICIEAE]
-

el [ELE Irars:
= =

To locate specific records in a particular field use the Find button, located at the
bottom of the Summary Worksheet, which displays a dialog box where you can
select afield and enter search criteria. Use the radio buttons to refine the search
criteria. In the following example a DOB was entered in the Sear ch For field,
DOB was selected from the drop down list in the In Field field, and, in the
Matching section, Less Than (<) was selected. The record found isaDOB that i

S

less than the value entered in the " Search For" field. Clicking on Find Next would

find the next record that fits the search criteria. Click on Cancel to close the Find
Diaog box.
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B =181
Teble. i Datp eyt Waidaton  Sub-tampe  ENU== Vimdow Hep _dgl_
Sarmiple Bipe 147 (Comnpleted: 2
OEE|ESN wakdrisd  [wEName | Ofice oE| PF Distity| PE| wm| PF|  Brectalus| PF] Lowrcome| PR o[ Fal
35 515|515 OEF ABG1235 15HEm 21T ]
EH 521|521 DEF BEC 123 [ELETEL 1 1
35 531|531 L= AEC 123 VHEANT & 1
=, 555|652 OEF REC123 124811 08 2 1
I Sk 96 OE AEC 125 1EHEMTA 1
. 54| 554 DEF BEC 123 1210710 2 1 1
3 SES| 565 L= AEC123 1900 T 2 1 1
m.m
R EEEE CEF MEC 123 [T 2 1
=1 574|574 DEF REC 123 __sccancarl | <1 I 1
[ FEED o REC 1R |
[ ] DEF HKEC123 | Fd 1
s FES CEr B 123 | | Bemich For iimm 1 1 i
[ [T ) [ ADC 123 1 1
[T e DB SEC 123 InFiekt [ooe =] 1 1
[T T B [ AEC 123
40 30| F DEF &BZ133 Makching
50, EIEERT =4 A0C 123 r Exath =] il 1 1
El EREE CEF MEC 123  Eator Than (¥l & Liss Thenic] 2 1 i
52, | aser =4 ABC 123 1 1
52 | ETHESHE = AEC13E el 1
EN xinz| ¥ [ [==FE ] 1
gz | EHESE DEF [ESEE
= inz| a5 =4 ABC 123 1 1
i ETET DEF aBcis | Mogskologe i
=, BT [ ABC 123 13211y i
S EEEE D& [ESEE 1aTdnza 1
[2] 23| a6z oo ADC 123 1951 D225 1 1
2] 1 LI_I
| pEabiny [l .
k|0 0 1 0 Rt Coint
(ol | ;
B | i st

The Sort button will display the sorting options. Refer to page 40, "Sort Detailed
Records’, of this guide for sort instructions.

Usethe Exit button to exit the worksheet.
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Worksheet Tabs

When you double click on arecord from the Summary Worksheet, the following
worksheet displays.

<5 WIA Data ¥alidation System - [WIA Data Element Yalidation {Adults) - Current Record NOT Yalidated] =
ﬂ File Import Data Change Reporting Options  Report VYalidation  Table ©  Data Element Yalidation  Sub-Sample  Utilities  Window  Help

DBS |57 Sampling Unit (4 [ Hiseptiong
SSN [577 Office [5T 123 [~ “Wrong SS5N [~ Unable to locate
Userld |54 WIB Name [nEF [~ Invalid Record [~ Missing Record
z-37 1 3846 i Conmmnents ]
Data Elements Reported ¥alue Pass  Fail Data Elements Reported ¥alue Pass Fail
1. DOB ENEE I | 22. TrainServDate 20010523 r |
3. Disahility I = | 23. EetabITA I
4, Vet A = 1 24. RecviBasicSkillsService [~ [ 1
5. EmpStatus I 25. OJT I
7. LowIncome I = I 26. Recvd SkillsTrain I = I
£. TANF [— 33. Fmp QTE+1 [1— - |
9, CashAssist [— 34. SourceofSuppDat [—
18. WIAIBRegDate 20010523 I [ 35. TrainRelatedEmp i I
19. WIAExitDaie ooz | O | 36. Emp QTR+3 I
21. IntensiveServDate 20070523 [ 1 [ 37. SourceofSuppDat? [
Save Print | Exit | 14| 4 |Record 40 of 147 b M

The field in the lower right corner of the above example shows that thisis record
of 40 of 147 records. Clicking on the arrows (<] [*) at either side will move to the

next record, or click on the outside arrows (E @) to move to the beginning or end
of the record st.

Additional check boxes have been added for identifying awrong Social Security
number, invalid record, unable to locate <records>, and missing records. These
check boxes are in the Exceptions box in the upper right corner. Except for Wrong
Socia Security Number, checking any of these boxes will display a popup message
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indicating that no data from this record can be validated and that any validation for
this record will be cleared. Click Yesto accept. If any validations were checked,
the checks will be removed. No and Cancel will reset the Exceptions checkbox to

null and validations will be left unchanged.

Reset DEY values # x|

@ Checking this option will clear all DEY For this record. Continue ?

Yes | Mo | Zancel I

Note that the record will be included in the number of records completed and the
Validated column in the Summary Worksheet will indicate that the record is
validated. The Summary and Analytical report will provide a detailed count of
records that have Exceptions.

Summary and Analytical Report showing Exceptions counts.

& Wik Report Yiewer
Princer Seledt5ebp

el o4 [ Tw 4

Presdzu

WIA Data Element Validation Summary and Analytical Report
Period: 7/1/2002 - 6/30/2003
Group:  Adulis Humber of Cases: 147 Validated Cases: 2
Ivalid Cases: 1

Wrong SSHs: 1

Invalid Heconds:; 1

Miszing Records: 0

Unable Te Locate Records: 0

Daia El i Huf, # # of Errors Oheerall Error Hate Heported [Fata Error Hale

LaE 1 0.00 0.00%: 0.00%:
Doz akaility 1 0.00 0.00% 0.00%
Wet ] 0.00 0.00%: 0.00%:
Emp=ialus § .on 0.00% 0.00%
ucclarnanl ] 0.00 0.00% 0.00%
L oiwirenrme 7 0.00 0.47% 100.00%
TAIF B 0.00 0.00%: 0.00%:

Clicking on Printer Select/Setup at the top of the report will give you the option
to change the printer name, paper and orientation layout.
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& WIA Report ¥iewer

Printer Select/Setup

‘J%@gﬁ:lmnz || W] I o1 b oM o= || 4

Clicking on the envelope icon will display an Export popup where you can select a
format and location for the report.

Farmat;

=3 Acrobat Format [FOF] -l

3 Record style [columnz no spaces] « Cancel
=3 Record style [calumng with space:
=1 Repart Definition
== BFich Text Format
=0 Separated Values [C5Y]

=3 Tab-zeparated text

=3 Text p
L= bl i

Selecting Acrobat Format (PDF) will produce a clean report but won't offer the

ability to analyze, whereas selecting .csv format is the best for analyzing what is
exported

Ok

gl

Format;

] 4
IQ Separated Walues [CSY]

di

T Cancel
D estination;

=D Digk file j
= Application

==k file

=3 Exchange Folder

= Latuz Domino

= Latuz Domino b ail
= MaRI

Sdect adestination for the file. Click on OK.
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Depending on the format selection another dialog box may display for selection of
the character-separation values. Select either Character or Tab. If Character is
selected the value isa comma. Click on OK.

Character-Separated Yalues | x|

— Separataor

]
* Character; i _
= Tah Cancel |

Delimiter: |

Depending on the separated values selected, another dialog box may display for
additional information. When all information has been provided, click on OK to
display adialog box where you can select the location for your report. Click on
Save.

The validation worksheet includes al of the data elements to be validated,
however, those data e ements that do not have a reported value will not have Pass
or Fail check boxes.

Follow the validation instructions, as specified in Appendix D of the WIA
Validation handbook, by checking all necessary documentation and other sources
to determine if the data element is valid. The reference number for each data
element on the worksheet corresponds to the reference number for that data
element in the data validation instructions. Negative values are not validated and
are not included in the worksheet. The validation instructions specify when blank
fields must be validated.

Use the tabs to navigate through the data elements. Check either pass or fail for

each element with areported value. When finished you can do one of the
following:
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Click on the Save button at the bottom of the screen to save your data and
return to the summary worksheet.

Click on the Print button if you would like to print areport of this validation
worksheet. You will be asked if you want to save your data before the
report displays. Print and then close your report, to return to the validation
screen.

The Navigation Bar on the lower right portion of the screen will allow you
to select other records to validate without returning to the summary
worksheet.

Click on either Save or Exit without Saving to return to the summary
worksheet.

If you do not want to save your data, select Exit Without Saving.

If you saved your data, the summary worksheet will display the updated
information.

Follow the same series of steps for each record in the sample. Use the Navigation
Bar to select other records.

The validation worksheet also includes a Comments field at the end of the data
elements that enables the validator to note any additional information regarding the
data el ements or the validation process.

Step 2—Print Sampled Cases

To print al of the worksheets in batch mode, click on Data Element Validation
from the menu bar. Select Print Wor ksheets and then select the appropriate
group from the sidebar. All sampled records for the selected group will be
formatted for printing. Click the printer icon at the top left of the screen to begin
printing. Select Print Worksheets (full set) to print al of the Data Element
Validation worksheets for al four funding streams.
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i WIA Data ¥alidation System
File Import Data  Change Reporting Options  Report Yalidation  Table O | Data Element walidation  Sub-Sample  Ulities  window  Help
Edit ‘Worksheets
Print Worksheets
Summary fanalytical Report  » ST e
Dislocated Workers
Older Youth
Younger Youth

Print Summaryanalvtical (full set)

Important Note: When "Print Worksheets (full set)" is selected, a dialog box will
display progress on each funding stream and then the report will automatically be
sent to your default printer. No report will display on the screen. As aresult, there
IS no option to select a printer as there is on the other reports. I you would like to
send this report to another printer, select another printer as your default printer
before running this report.

Clicking on the envelope icon will display an Export popup where you can select a
format and location for the report.

Export

il [ o |
(1] :8

3 Acrobat Farmat [FOF) |

=3 Record style [columng no spaces] = Cancel |

=3 Record style [columns with space:
=3 Report Definition

| = Separated Yalues [C5Y)

=3 Tab-zeparated text

= Test o
=3 bl X

Selecting Acrobat Format (PDF) will produce a clean report but won't offer the
ability to analyze, whereas selecting .csv format is the best for analyzing what is
exported




Farmat:

If—__—;l Separated Values [C5Y]

D estination;

= Disk file

= Application
= = ERIE

=3 Exchange Folder
= Lotuz Domino

= Lotuz Domino Mal
= MAPI

Sdect adestination for thefile. Click on OK.
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Depending on the format selection another dialog box may display for selection of
the character-separation values. Select either Character or Tab. |f Character is

sdected the vaueisacomma. Click on OK.

Character-Separated Yalues

— Separataor

i+ Character: I

" Tab

x|
_ Carcel |

Dieliniter: |"

Depending on the separated values selected, another dialog box may display for
additional information. When all information has been provided, click on OK to
display adialog box where you can select the location for your report. Click on

Save.
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The sampled records will be sorted by WIB name and Office name within WIB
when printed in batch mode.

WIA Data Element Validation
Adulis

SS5IN: 5313 Sampling Unit: 3 Office: ABC 123
OBS: 5313 Wih Name: DEF User Field: End
Data Element Ref# Yalue Pass/Fail
DOB 02 19580612
Disahility 03
Vet 04
Emp Status 05
UCChimant 06
LowIncome a7 1
TANF 08
Cashassist 09
GradeComp 10 12
Disp lacedHomemaker 11
WIAIBRegDate 19 20020408
WIAExitDate 20 20020927
Supp Service 21
MNeed sPaymenis 22
IntensiveServDate 23 20020408
TrainServDaie 24 20020408

Step 3—DEV Summary/Analytical Report

Click on Data Element Validation from the menu bar. Select
Summary/Analytical Report and then select the appropriate group on the sidebar.

A Summary report will open showing the number and the percent of errors for
each data element. No data entry is required; this screen isfor anaytica purposes
only. Thetwo typesof error rates (Overal Error Rate and Reported Data Error
Rate) are generated as the worksheets are being validated; the number (#) of Errors
Is generated only after the entire worksheet has been validated.
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Wik Report Yiewer
Printer Seled]5ebup

@& gl = B #

Pravisu

WIA Data Element Validation Summary and Analytical Report
Period:  7/1/2002 - 6/30/2003

Group:  Adulis Humber of Cases: 147 Validated Cases: 2
Wirony SSHe: i Invalid Cases: 1
Invalid Heconds; 1
Miszing Records: 0
Unahle Te Locate Records: 0

Dala EI i Huf, # # of Errors (heeerall Error Hate Heported Fata Error Hale
g 1 0.o0 0.00%: 0.00%:
Dizability 3 0.00 0.00% 0.00%
et 1 0.o0 0.00%: 0.00%:
EmpSialus 5 .on 0.00% 0.00%
UiZizlaknant fi 0.oo 0.00%. 0.00%.
Lowdrenrme 7 0.00 0.47% 100.00%
TAMF ] 0.o0 0.00%: 0.00%:

Please refer to Appendix G in the WIA Vaidation handbook for an explanation of
the two types of errors.

Clicking on Printer Select/Setup at the top of the report will give you the option
to change the printer name, paper and orientation layout.

& WIA Report ¥iewer

Printer Seleck/Setup

‘J%@gﬁ:lmnz || W« I ot b orow || B

To print the Summary/Analytical reports for al the groups in batch mode, click
Print Summary/Analytical (full set).

Important Note: When "Print Summary/Analytical (full set)" is selected, adidog
box will display progress on each funding stream and then the report will
automatically be sent to your default printer. No report will display on the screen.
As aresult, there is no option to select a printer as there is on the other reports. If
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you would like to send this report to another printer, select another printer as your
default printer before running this report.

Clicking on the envelope icon will display an Export popup where you can select a
format and location for the report.

Esport x|
Format:
1].4
&3 Acobat Format [POF) | &
= Record style [columns no spaces) - Cancel |

=3 Record style [columns with space:
=3 Repaort Definition
== RHich Test Format
= Separated Values [C5Y]

=3 Tab-zeparated text

= Text R
Li==3 bl x

Selecting Acrobat Format (PDF) will produce a clean report but won't offer the

ability to analyze, whereas selecting .csv format is the best for analyzing what is
exported

i

Farmat:

k.
If-__—;l Separated Values [C5Y) ll
E2

T Cancel
D estination;

= Digk file

= Application
=0 =k file
=3 Exchange Folder
=3 Lotuz Domino
= Lotuz Domino Mal
= MAPI

Sdect adestination for the file. Click on OK.
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Depending on the format selection another dialog box may display for selection of
the character-separation values. Select either Character or Tab. If Character is
selected the value isacomma. Click on OK.

Character-Separated Yalues x|

Separatar

]
* Character: I _
" Tah Cancel |

Dielirniter: |"

Depending on the separated vaues selected, another dialog box may display for
additional information. When all information has been provided, click on OK to
display a dialog box where you can select the location for your report. Click on
Save.

G. Sub-Sample

The Sub-Sample menu option contains functionally that allows usersto:
Split the sample by sampling unit(s), i.e., Export and Import Sub-samples
Switch to a sub-sample database to perform Data Element Validation
L oad validated sub-sample databases back into the master database
View the individual sample recordsin the Adult, Dislocated Worker,
Older Y outh, and Y ounger Y outh groups

% WIA Data ¥Yalidation System o m]
File Import Dats  Change Reporting Options  Repork Validation  Table O Data Element Yalidation | Sub-Sample  Ukilities  Window
Help Yalidate Sub-Sample (Yalidator)

Sub-Sample Yalidation Completed [(Yalidatar)
Export and Import Sub-Samples (State)
Sample Reports 3
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The Sub-Sample functionality alows states to assign sections of the sample to
multiple validators, and to re-import their completed samples as long as the master
database has not been changed since the sub-samples were created.

Step 1—Export and Import Sub-Samples (State)

While in a master database, click on Sub-Sample from the menu bar and select
Export and Import Sub-Samples (State). A dialog box is displayed showing the
sampling unit(s) of the sampled cases. Thislist isfrom the unduplicated valuesin
the sampling unit field.

Export / Import Sampling Units

T export a Sub-5 ample;

11 Enter a name for thiz export in the text box below,

2] Select the Sampling Unit(z] to expart in the lizt box below. [Multiple Sampling Unitz can be selected by pressing the CTRL key
while zelecting),

3] Chooze whether \Wage data zhould be included within the Sub-Sample [defaults to Include Wage Data), and

4] Click on the Export button to proceed.

Ta Impart a Sub-5 ample:

1] Click o the Import button, and
2] Browsze to the Sub-Sample file to impart.

I amne: ||
S ample Lnit | L ast Exparted | Ewpart Path
1
2
3
4
5
B
7
a
9
% >
v lnclude wWage Data Cloze Export Irmpart
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1. Enter a Name for this export in the Name field. Give the sub-sample a
meaningful name and do not include afile extension (e.g., “name”, NOT
“name.doc”). It isrecommended that you give your sub-samplea
meaningful name, e.g., SubSample0-20 (indicating that sampling units 0
through 20 are included in thisfile.

2. Select the sampling units to export from the list box. Multiple units may be
selected by holding down the control key (Ctrl) while making your
selections.

3. If you do not wish to include wage data in the exported sub-sample, click the
Include Wage Data check box to remove the check mark. Note that if your
security profile does not include “Wage Data Access’ this check box will be
disabled and you will not be able to include wage datain an exported sub-
sample.

4. Click onthe Export button to export sampling units to a sub-samplefile. A
message box will display the location of the file. The default location is
C:\Program Files\WIA\Data\<WIA_7-26-04>\. The application will
automatically make a sub-directory called “export_<date and time>. Click
on OK.

Export Complete x|

/i Export Complete, Exported Sample Database (Subsamplel-107 s in
WCAPROGR A LW IS DAt WA export 1 & 7004 2 41 20 PM

5. An Export / Import Sampling Unit form will be updated with the following
export fields.

Sample Unit — Unitsincluded are indicated by an icon

L ast Exported — date last exported

Export Path

Records Exported — number of records that were exported
Wages Exported — Yes/No



Exported By — User Login Name

== Export Sampling Unit: 9
To export a Sub-Sample:

1] Enter a name for this export in the text box below,

[11. TUTORIAL

2] Select the S ampling Unit(z] to export in the list bow below, [Multiple Sampling Unitz can be zelected by preszing the CTRL key

while selecting).

3] Chooze whether ‘wage data should be included within the Sub-5 ample [defaults to Include W age Data), and

4] Click on the Export button to proceed.
To Import a Sub-5ample:

1] Click. an the Import buttan, and
2] Browze to the Sub-5ample file to import.

Mame: |50 ample1-3

S ample it | Last Exported

| Expart Path

@1 FAE/S2004 11:39:46 &M
3 FA6/2004 11:39:47 &M
FA6/2004 11:39:47 &M

£

C:\Proagram Fileshaf1a5D atah 016U GD ata..
C:\Program Fileshaw 145D atahd7 16U GD ata..
C:\Program Filesha 145D atah07 16U GD ata..

v Include \Wage Data
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An example of the steps you would take is below:

1
2.

3.

Y our master database contains 10 sampling units.

Y ou export a sub-sample, name it SubSample0-5, and include
sampling units O through 5.

The system saves the sub-sample to: C\Program
files\WIA\DataWIA _7-27-

Od\export_7 28 2004 4 00 00 PM\SubSample0-5.smp.

Now you want to export another sub-sample for sampling units 6
through 10. When you select Sub-Sample / Export and Import
Sub-samples (state), the dialog box is displayed. Anicon indicates
the sample units that were previoudy selected for export.

Y ou select sampling units 6 through 10 and name the export
SubSample6-10.

The system saves the sub-sample to: C\Program
files\WIA\DataWIA _7-27-

Od\export 7 28 2004 4 10 00 PM\SubSample6-10.smp.

Y our directory now contains two “export” sub-directories, each
containing one .smp file.

When the sub-sample files are returned to you after they have been
validated, they will have the same name, e.g., SubSample6-10.smp.
Y ou should not store them in the “export” directory because this
would overwrite your origina export file.

Create an “Import_<date and time> sub-directory under the “export”
directory for the returned validated files.

Note 1: If you re-export a sampling unit it will replace the previoudy exported
data for that Sampling Unit. The following message will display. Click Yesto re-
export a sampling unit, No to skip to the next sampling unit, or Cancel to abort the

export.
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Continue With Export # E x|

L:\’Q Warning - The Sampling Unit: 4 was already exported on 8/2/2004 11:42:17 &M ba File
‘ CHPROGRAA~1VWIAZ0E\DatalWInlexport_ 8 2 2004 11 42 03_AM\SubSampled-9.smp. The System has no record
of the Sampling Unit being imported back, Click “es' to re-export Sampling Unit, ‘Mo’ to skip to Ehe next Sampling Unit,
ar 'Cancel’ ko abort expart,

Yes il | Cancel |

Note 2: If you re-sample after import or import new data, your original sample
in the master database will be overwritten, however the sub-samplefilesin
C:\Program Files\WIA\Data\<WIA _7-27-04>\export_<date and time>\ will
remain. These existing exported sub-samples are now invalid and cannot be
loaded into the master database.

Note 3: Do not include a sampling unit in more than one exported sub-sample file.
For example, you should not select sampling unit 5 to be included in SubSample0-
5.smp (sampling units O through 5) and SubSample5.smp (sampling unit 5).

When the validated sub-samples are returned and imported into the master
database, the last file containing sampling unit 5 that is loaded into the master
database will overwrite any existing validation data for records in sampling unit 5,
e.g., if SubSample0-5.smp is loaded after SubSamples.smp it will replace any
validation data contained in SubSample5.

Step 2—Validate Sub-Sample (Validator)

Click on Sub-Sample from the menu bar and select Validate Sub-Sample
(Validator). A dialog box will display showing the Data directory. Navigate to
the location of the exported sub-samplefile (e.g., filename.smp) and select thefile
you wish to validate. Click on Open. The system switches from the previous
database to the sub-sample database and switches to Data Element Validation
Mode (DEV Mode) where only menu options that relate to Data Element
Validation are available. Y ou may now proceed with Data Element VValidation.
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Step 3—Sub-Sample Validation Completed (Validator)

When you are finished with Data Element Validation of a sub-sample, in order to
switch back to the norma WIA mode, click on Sub-Sample from the menu bar
and select Sub-Sample Validation Completed (Validator). You will be returned
to the master database in use prior to selecting the sub-sample database and all
menu options will now be available. You may now proceed to use any of the WIA
menu options and WIA functionality.

Step 4—Import Validated Sub-Sample (State)

When the sub-samples are returned to you after they have been vaidated it is
suggested that you create an “import” directory under the “export” directory, e.g.,
C:\Program Files\WIA\Data\<WIA_7-27-04>\
export_7 28 2004 4 00_00 PM\import_<date and time>. Placethefilesin the
“Import_<date and time>" sub-directories, click on Export and Import Sub-
Sample (State) from the Sub-Sample menu.

The Export/Import Sampling Unit box displays showing alist of the sampling
units. Click onthe Import button. A diaog box will display. Navigate to the
directory where you have stored your validated sub-samplefiles, e.g., C\Program
Files\WIA\Data<WIA _7-27-04>\export_<date and time>\Import<date and
time>\<filename.smp>. Select the sub-sample file you wish to import and click on
Open.

An “Import Successful” message will display, click on OK.

Import Successful @

\i) 1 of 1 Yalidated Samplels) Imported Successfully,

0 Sample Units Were Skipped.

100



[11. TUTORIAL

The Export/Import Sampling Unit sampling units form will display again with
the following Import fields. The validated units that have been imported will be
indicated by an icon.

» Last Imported — Date records were imported.

» |mport Path

» Records Imported — number of records imported
= Wages Imported — Yes/No

Note: If you re-import a sampling unit it will replace the previously imported data
for that Sampling Unit. The following message will display. Click Yesto re-
import a sampling unit, No to skip to the next sampling unit, or Cancel to abort the
import.

Continue With Import ? E |

FilesiWIA306\DatalWisiexport 8 2 2004 10 40 12 AMiimport & 2 2004 11 _00_004SubSamplel-3.smp.
Re-importing will replace the previously impaorted data For that Sampling Uik, Click "es' to re-import Sampling Lnik,
'Mo' ko skip bo the next Sampling Unit, or 'Cancel’ to abort impaort.

@ Warning - The Sampling nit: 3 was already imported on 8722004 10:40:12 AM From File C:4Program

Yes Mo | Cancel |

A message will display, showing how many sampling units were validated and/or
skipped.

Step 5—Sample Reports

This function alows the user to view the individual sample recordsin the Adult,
Didocated Worker, Older Y outh, and Y ounger Y outh Performance groups when
they are validating their case files. No data entry is required; this function is for

analytical purposes only.

Click on Sample Reports from the Sub-Sample menu and then select a group
from the sidebar.
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# WIA Data ¥alidation System
File Import Daka Change Reporting Options

Report Validation Table @ Data Element Validation | sub-Sample  Utilities  Window  Help

‘Walidate Sub-Sample (Yalidator)
Sub-Sample Yalidation Complated (4 alidatar)

Export and Import Sub-Samples (State)

Dislocated Workers
Clder Youth

Younger Youth

A dialog box will display on the report screen. Select a value to sort by from the

Discrete Vauefield. Click on OK to display the WIA Sample report. [Note: Do
not check the “Set to NULL value” checkbox.]

Enter Parameter ¥Yalues i

x|

Parameter Figldz:

Select by 'wibMame, Office ar S amplingllnit for Sorting

[T Setto MULL value

£

Dizorete Valie Office

(] 4 Cancel

102



[11. TUTORIAL

In the following examples, the first report is sorted by Office and the next is sorted
by WIB Name.

WIA Sample Report - Sorted by Office

WIA Sample
Adult

0BS SSN Office WibName SamplingUnit  WIAExitDate
14 14 ABC 123 DEF 5 20020530
124 124 ABC 123 DEF % 7 20020131
204 284 ABC123 DEF 5 20020627
292 292 ABC 123 DEF 4 20020405
294 294 ABC123 DEF & 20020607
310 310 ABC123 DEF 4 20011121
311 31 ABC 123 DEF 5 20020621
337 337 ABC 123 DEF 4 20020621
346 346 ABC 123 DEF 4 20011115
348 348 ABC 123 DEF & 20011126
388 388 ABC123 DEF 1 20020130
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WIA SampleReport - Sorted by WIB

[y WIA Sample
Adult

0OBS SSN Office WibName SamplingUnit WIAExitDate
14 14 ABC123 DEF & 20020630
124 124 ABC 123 DEF 7 20020131
284 284 ABC 123 DEF ] 20020627
292 292 ABC 123 DEF 4 20020405
294 294 ABC 123 DEF G 20020507
o 310 ABC123 DEF 4 20011121
311 M1 ABC 123 DEF & 200205621
337 337 ABC 123 DEF 4 20020621
346 346 ABC 123 DEF 4 200111145
348 348 ABC 123 DEF B 20011128

Clicking on Printer Select/Setup at the top of these reports will give you the
option to change the printer name, paper and orientation layout.

& WIA Report Yiewer

Printer Select/setup

|& & #%=[x = || 1 <] I oft borom || b

Clicking on the envelope icon will display an Export popup where you can select a
format and location for the report.
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Export

Farmat:

3 Acrobat Farmat [FOF) |

=3 Record style [columng no spaces] =
=3 Record style [columns with space:
=3 Report Definition
== Rich Text Format
| = Separated Yalues [C5Y)

=3 Tab-zeparated text

= Test o
L= b X

Selecting Acrobat Format (PDF) will produce a clean report but won't offer the
ability to analyze, whereas selecting .csv format is the best for analyzing what is
exported

Cancel

Export x|
Farmat;
_EIK

If—__—;l Separated alues [C5Y] ;l

T Cancel |
D estination;
=3 Disk file -
= Application

=3 Exchange Falder
=D Latuz Daming

=D Latuz Darming kil
= MARI

Select adestination for the file. Click on OK.
Depending on the format selection another dialog box may display for selection of

the character-separation values. Select either Character or Tab. If Character is
selected the value isacomma. Click on OK.
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5
— Separatar
k.
¥ Character; I _
i Tab Cancel |
Delimiter; |"

Depending on the separated values selected, another dialog box may display for
additional information. When all information has been provided, click on OK to

display a dialog box where you can select the location for your report. Click on
Save.

H. Utilities

1. Database Security Administration isanew selection under the Utilities
menu option.

Click on Utilities from the menu bar and select Database Security
Administration. A screen will display alist of usersfor the current

database.
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| wiausers X
D First Mame Lazt Mame Aocess Level
Bl Jane Braown
Smithkd b ary Smith
WwhiteR A obert White

Wl drnin

Wiy

Adrminiztratar

Add Update Delete

Cloze |
Instructions for initial security set up:

Log on using the default User 1d and Password: WIAAdmin;
WIAAdmMIinWIA. (not case sensitive)

Add yourself as a User with Access Level 3 security
(Administrator) and then change the default Password
(WIAAdmMIinWIA) to ensure database security. Or, if you wish
you can close the application, log in as yourself and then delete
the Userl D/Password.

Add User Ids, Passwords, and security levelsfor al users of
this database.

Repest the above steps for “New” databases. Existing User
profiles are not saved to new databases.

Database Administrator can add, update, and delete WIA User
profiles.

Security levels 2 and 3 can only update their own profiles.
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Step 1—Adding WIA Users

Click on the Add button to open the User screen.

muser x|

User Id

First Hame

Last Hame

Access Level

Mon-wage Uzer
Wiage User
Pazsword I.-’-'-.dministratu:ur

Save | Cancel

Enter a User 1d, and First and Last Name of the user you wish to add
and select an Access L evel.

1. “Non-Wage User” does not have access to any wage-
related data.

2. “Wage Usar” has access to wage-related data, but
cannot change administrative features or add/remove
features.

3. "Administrator” has accessto all data and security
functions.

Enter a Passwor d using letters and/or numbers of 50 or fewer
characters. User Ids and Passwords are not case sensitive.
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Click on Save. The new user is displayed on the WIA users screen.

Click on Add again to add another user, or click on Close to close the
security screen.

Step 2—Updating a User

Select auser from the list and click on Update.
Administrator access: Y ou can select any user and change
any field of the user profile except for the User Id.
Other access: The only record that you can update is your
own. You may only change your name and your password.
The User Id and Access Level fields are deactivated.

Click on Saveto save and close the security screen or Cancel to close
the screen without saving.

Step 3—Deleting a User
This functionality is only available to Administrative users.

Select auser from the list and click on Delete. A message will
display, click on Yesto delete, or No to cancel

Click on Close to save and exit the security screen.
2. Refreshing Database Links
Step 1. —Refresh Links
Click on Refresh Linksfrom the Utilities menu to repair broken

database links in the database (.wia). A popup message will display that
the Table Links have been refreshed. Click on OK.
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Click on Show Database L inksfrom the Utilities menu to display a
popup that shows the locations of your database tables.

Table Links

Ry

WIA MASTER: M3 Access; PWD=PWD;DATABASE=C: \Pragram

Files1WIa3, 1 11 DakalwTaiMydakalMydata. mer

TEMP: M3 Access; P D=PWD;DATABASE=;\Program

FilesWIA3, 1 11 DakalwIaiMydakalMydata. trmp

TEMP MASTER: M3 Access; PwWD=PWD;DATABASE=C: \Program

Files\WIAZ. 1 1DakalWIaiMydataifydata, tmp

TEMP MSTR.: M3 Access; PwWD=PWD;DATABASE=C: \Program

FilesiwIa3, 1 1DakalwIsiMydataiMydata, tmp

SAMPLE A: M3 Access; PWD=PWD;DATABASE=C: \Pragram

FilesiWIAZ, 1 1 DakalwIaiMydataiMydata, smp

SAMFPLE B: M3 Access; P D=PWD;DATABASE=;\Program

FilesiWIA3, 1 11 DakalwIaiMydataiMydata, smp

Table O M3 Access; PwWD=PWD;DATABASE=C: \Program

Filesi'WIAZ. 1 1DakalWIaiMydataifMydata. tbo
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This chapter of the User’s Guide provides a condensed list of all the application
menus and functions for quick reference.

A. FileMenu
Options in this menu include:
1. New — Opens adialog box where you can create a new database.

2. Open —Opens adialog box where you can select another database to open.
Thlsfunctlonallty may be helpful if you:

Have archived prior validation findings but still want to easily access
them through the application
Have split the validation file into two databases to keep the size
manageable in large states
Want to access the state' s validation database as well as the demo
database (“WIA Demo” downloadable from
http://www.uses.doleta.gov/dv/).

3. Save As - Opens adialog box where you can save a database or file and
give the database a new name.

4. e-Submit - Provides functionality to electronically submit datato DOL.

5. Show Tipsat Start-Up - Click to select whether or not tips display at start-
up. A checkmark will display next to the menu item if Tipswill display.

6. Exit - Select this to exit the program.

B. Import Data Menu

Options in this menu include:
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1. Re-Sampleafter Import

This selection alows the user to draw a sample from the database after an
extract file has been imported (e.g., if the Skip Sampling on Import menu
option was selected when data was originally imported).

2. Skip Sampling on Import

Select this option to stop the application from producing a sample of
participant records for data element validation. Selecting this option will
reduce the time required to import the records. If auser later needs to draw
asample, the Re-Sample after Import menu item was added to support this
functionality. Seeitem 2 below.

3. Import From Extract File

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

Note: Theimport times depend not only upon system capabilities, but aso
on the number and density of the records. The Microsoft Access database
has a capacity of 1.0 gigabytes; thus, the number of records imported is
contingent upon the number and density of participant records. If the Access
database has reached its maximum capacity, the software may indicate
“Overflow” errorsthat will be written to the importerror.txt file. This may
either show up as Windows errors or as import errors within the WIA
application. To avoid overflow errors, the database should be compacted
prior to importing large extract files by clicking on Utilities from the menu
bar and selecting Compact Database.

Given the comprehensive sampling scheme used in data validation, the
import of large extract files requires the use of extensive computer resources
(particularly RAM and Virtual Memory). It is highly recommended that all
users review the minimum system requirements outlined in the beginning of
the User’s Guide prior to using the WIA Data Validation Application.
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. Import Reported Counts

Select this option to import the reported counts into the application. See the
reported counts record layout for the appropriate data record format.

. View Duplicates

This selection displays a report that lists the duplicate records identified and
rejected by the application when importing the extract file.

. Source Table Record L ayout

This selection displays the record layout used in devel oping the validation
file. Therecord layout isin WIASRD-format with the addition of six fields:
observation number, sampling unit, WIB name, office name, case manager
and user field. A copy of the record layout can be found in Appendix B of
this User’'s Guide.

. Reported Values Record L ayout

This selection displays the record layout used to prepare the reported values
import file for the ETA 9091 report. A copy of the reported values record
layout can be found in Appendix B of this User’s Guide.

. Quarterly Reported Values Record Layout

This selection displays the record layout used to prepare the reported values
import file for the ETA 9090 report and the rolling four-quarters report. A
copy of the quarterly reported values record layout can be found in
Appendix B of this User’s Guide. Note that this record layout can only be
viewed if Quarterly is selected in the Report options of the “Sign In” or
“Change Reporting Options’ screen.

. View SourceTable
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This selection displays al of the records from the extract file that were
imported into the application.

10.View Import Errors Report

This selection displays the Import Errors Report that shows the Validation
Errors. Appendix A shows descriptions of the import error messages.

C. Change Reporting Options Menu

The only option in this menu is Change Reporting Options. This selection opens
an expanded version of the Sign In screen that alows the user to select the type of
report, the program year, the report due date, the state name, the performance year
start and end dates, the WIB name, the office name, and the case manager’s name.
This screen enables the user to select and view subsets of participant records for
analytical and management purposes.

When the Quarterly Report is selected, the "Data Element Validation" and the
"Sub-Sample" menus are disabled since DEV is disabled for the quarterly report.

D. Report Validation Menu
Options in this menu are:
1. View Report Validation Tables
This selection provides awindow to view a summary of each performance
outcome group and totals of records and dollar amounts, where applicable,
for each group. Click on the arrow in the far left column next to a
performance outcome group to view the detailed records for that group.

2. View Report Validation Summary

This selection displays a report that presents the validation values, the
reported values and the difference and percent difference between the
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validation value and the reported value for each report item. The user must
select the applicable report validation summary from the sidebar. In
addition, the Annual and Quarterly reports can be printed by clicking on the
applicable item.

3. Export Performance Outcome Groups
This selection creates extract files for each performance outcome group.
These export files are saved to the Performance Outcome Groups subfolder
under the C:\Program Files\WIA folder (e.g. C\Program
Files\WIA\DataW I A\<master database filename>.).

4. Export Validation Counts
This selection creates files that can be loaded into the Enterprise Information
Management System (EIMS) for each section of the ETA 9091 report.
Clicking on this option will export the reported counts, to the Export
Validation Counts sub-folder under the WIA folder.

5. Facsimiles

The Facsamile selection produces the annual, quarterly, and rolling four-

guarters reportsin the format of the ETA 9091 and ETA 9090 reports. Select

from the sidebar the facsimile report to be viewed.

E. TableO

This option alows the user to import the state’ s reported values. When a user
selects this option, they can import a new file that contains all the records needed
to calculate the local performance.

1. Import Table O

Select this option to import local data into the application.

115



V. REFERENCE GUIDE
2. View TableO Errors

This selection displays the Table Errors Report that shows the Validation
Errors. Appendix A shows descriptions of the import error messages.

3. View Table O Duplicates

This selection displays a report that lists the duplicate records identified and
rejected by the application when importing the extract file.

4. Table O Report

This selection displays a report of the Local Performance.

F. Data Element Validation M enu
Options in this menu include:
1. Edit Worksheets

Thisfunction enables the user to edit the worksheets for each performance
outcome group.

Select the applicable performance outcome group from the sidebar:
Adults
Didlocated workers
Older youth
Y ounger Y outh,

2. Print Workshesets

This function enables the user to print the worksheets in batch mode for each
performance outcome group.
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Select the applicable performance outcome group from the sidebar:
Adults
Didocated workers
Older youth
Younger Youth

Also, you can print afull set of Worksheets by clicking on the Print
Worksheets (full set) selection from the side bar.

3. Summary/Analytical Report

This selection displays areport that is generated after the worksheets are
completed. The report calculates a percentage error for each applicable
data element.

Select the applicable performance outcome group from the sidebar:
Adults

Didlocated workers
Older youth
Younger Youth
Also, you can print afull set of Summary/Analytical Reports by clicking on
the Print Summary/Analytical (full set) selection from the side bar.
G. Sub-Sample Menu
Options in this menu include:

1. Validate Sub-Sample (Validator)

This selection alows the user to switch to a sub-sample and enter data
element validation mode.

2. Sub-Sample Validation Completed (Validator)
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Thisitem is alows the user to switch from a sub-sample and data element
validation mode to a master database and norma WIA mode.

3. Export and Import Sub-Samples (State)

This selection alows the user to split up the master sample into sub-sample
filesfor data element validation in the field.

4. SampleReports

This section displays individual sample records in the Adult, Dislocated
Worker, Older Y outh, and Y ounger Y outh groups.

H. UtilitiesMenu
This menu includes:
1. Compact and Repair Database

The Compact and Repair Database option eliminates the temporary
memory storage by compacting the database. This feature removes
unnecessary files remaining in temporary memory storage after an import
has been completed, without deleting files required for analysis and
validation. In order for the application and database to function properly and
efficiently during the import of large files, the user should compact the
database prior to every import. Otherwise, errors may result even if the
underlying source file is properly formatted. These overload errors may
show up in both the error counter on the import screen and as database
“overload” errorsin the importerror.txt file.

2. Database Security Administration

Thisitem provides the functionally for creating and maintaining database
security. User Ids, Passwords and database access levels can be created for
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each user. All users have access to their own profile to make changes to
their name and/or change their password.

3. Refresn Links
This functionality will refresh the table links in the database.
4. Show Database Links
This item will display a popup showing database table links.
. Window Menu
Options in this menu include:
1. Cascade

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

2. TileHorizontal

Realign open windows horizontally.
3. TileVertical

Realign open windows verticaly.

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

Options in this menu include:
1. Help Contents
This feature is under development.
2. Contacting Mathematica Policy Resear ch, Inc.

This feature provides contact information for users who would like
additional assistance using the application. For questions on WIA datafiles,
performance reports, or validation users should e-mail

WIATA @mathematica-mpr.com by clicking on the email link and specify
the version of the application being used, the specific question, and the
user’s contact information. If users need assistance with installing the
application, contact SAIC at WIA_Software Support@SAIC.com

3. About

This feature provides the application version number and product
development information for the application.
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The following table lists the errors that can be received when attempting to import
an extract file. The field number, error message, and import status of the record are
listed. The user can select Import / View Import Errors Report from the WIA
menu to view the error messages associated with the current import. Note that
some errors will cause arecord to be rejected from the import.

Field Number Error Message Import Status
Records have no Observation Number
1 (OBS#). Record is rejected from import.
1 Duplicate OBS # found in Input File. Record is rejected from import
2 OBS# has no SSN/Individual Identifier. Record is rejected from import.
2 SSN contains hyphens or dashes Record is rejected from import.
2 OBS # failed data type and/or range Record is rejected from import.
validation.
2, 35, 36-40, 42- |Duplicate combination of SSN, WIAExitDate [Record is imported but error is
47 and RecType noted in Errors Report.
3 OBS# has no Date of Birth. Record is rejected from import.
OBS# age is either less than 14 or greater |Record is imported but error is
3 than 100 at registration. noted in Errors Report.
6-11 No race category specified. Record is imported but error is
noted in Errors Report.
12,13 Veteran and Campaign Veteran values Record is imported but error is
are contradictory noted in Errors Report.
12,14 Veteran and Disabled Veteran values are Record is imported but error is
contradictory noted in Errors Report.
12,15 Veteran and Recently Separated Veteran | Record is imported but error is
values are contradictory. noted in Errors Report.
31,24 Education Status and Last Grade Record is imported but error is
Completed values are contradictory. noted in Errors Report.
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Field Number

Error Message

Import Status

OBS # indicates that HS diploma or
equivalent was attained by the end of the
first quarter after the exit quarter or
participant was in secondary school at exit
(WIASRD Element 130) but the HS diploma
or equivalent at registration is indicated

Record is imported but error is

31, 153 (WIASRD Element 674). noted in Errors Report.
Invalid ETA-assigned Local Record is imported but error is
33 Board/Statewide code. noted in Errors Report.
33 ETA-assigned Local board/Statewide code | Record is imported but error is
cannot end in ‘000’ noted in Errors Report.
34 OBS# does not have a Registration Date.  |Record is rejected from import.
34 OBS # has a Registration Date that is after | Record is rejected from import.
the exit date
Unable to assign performance outcome
groups. Certain columns do not meet the
requirements as specified in the record
layout for groups to be assigned (e.g., the
funding streams may be incorrect or missing
36-39, 42 values). Record is rejected from import.
OBS# cannot be classified in a funding
36-40, 42-47  |[stream. Record is rejected from import.
OBS# is a Youth participant whose age is
38 greater than 21 at registration Record is rejected from import.
OBS # has a Date of First Training Service
(WIASRD Element 333), but does not
indicate the type of training service received
by the participant (WIASRD Elements 335, |Record is imported but error is
67, 69-71 336, or 337). noted in Errors Report
OBS # has a Date of First Training Service
Date (WIASRD Element 333) that is not
during the participants period of service in |Record is imported but error is
67 the program. noted in Errors Report.
OBS # value for the earnings in the first
guarter after exit (WIASRD Element 616)
95 that are negative or greater than 99999.99. |Record is rejected from import
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Field Number Error Message Import Status

OBS # indicates earnings for the first
quarter after the exit quarter (WIASRD
Element 616), but the individual is listed as
unemployed in the quarter after exit

95, 80 (WIASRD Element 601) Record is rejected from import.

OBS # value for the earnings in the second
guarter after exit (WIASRD Element 617)
96 that are negative or greater than 99999.99. |Record is rejected from import

OBS # value for the earnings in the third
guarter after exit (WIASRD Element 618)
97 that are negative or greater than 99999.99. [Record is rejected from import

OBS # indicates earnings for the first
quarter after the exit quarter (WIASRD
Element 618), but the individual is listed as
unemployed in the quarter after exit

97, 87 (WIASRD Element 608) Record is rejected from import.

OBS # value for the earnings in the fourth
quarter after exit (\WIASRD Element 619)
98 that are negative or greater than 99999.99. |Record is rejected from import

OBS # value for the earnings in the fifth
guarter after exit (WIASRD Element 620)
99 that are negative or greater than 99999.99. |Record is rejected from import

OBS # indicates that HS diploma or
equivalent was attained by the end of the
first quarter after the exit quarter (WIASRD
Element 673) which is inconsistent with the
Date of High School Diploma or GED Date |Record is imported but error is
152, 153 attainment (WIASRD Element 674) noted in Errors Report
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Attached is an example of areported count file for the quarterly and rolling four-
guarters reports.

Also, attached are three record layouts.
1. Therecord layout for the participant records extract file.
2. Therecord layout for the reported counts for the WIA ETA 9091 report.

3. Therecord layout for the reported counts on the quarterly 9090 and rolling
four-quarter reports.

All of these files must be ASCII, comma-delimited, or tab-delimited columns.
Fields must be in the order listed on the record layout. Mandatory fields are
specified. Blanks are acceptable in optional fields. Blank or null values are not
valid for mandatory fields and will result in the record being regjected. The record

layouts can also be viewed through the software by selecting Import Data from the
menu bar and one of the following:

Source Table Record Layout - for the participant record extract files

Reported Values Record Layout - for the reported counts
Quarterly Reported Vaues Record Layout — for the quarterly reported counts.
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Sample Quarterly/Rolling Four-Quarters Reported Counts Record L ayout
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Workforce Investment Act Record Layout

The extract file type is ASCII comma-delimited or tab-delimited columns. The record layout should be used to
create a reconstruction file of records for four cohorts of individuals. First, the file should include the records
for al participants for the program year. Second, the file should contain the records for al exitersfor the
program year. Third, the file should include exiters for the performance year -- October 1st of the year prior to
the current program year to September 30th of the current program year. Fourth, the file should contain exiters
from the prior performance year -- October 1st two years prior to the current program year to September 30th of
the prior program year-to calculate the 12 month performance measures associated with table L of the ETA
9091. Datamust bein the order and format listed in the Data Type/Format column. The Data Type/Format
column also indicates the generic values for text fields. All fields listed as mandatory are required fields.

Number | Field Name Field Description Data Type/Format

1 OBS Sequential number, starting at 1. Number
(Mandatory)

2 SSN The state should put the SSN in thisfield. It isnecessary | Text - 000000000

for the state to use the SSN in order to perform validate (Mandatory)
the wages shown in the record. If the state chooses, it may
develop a process for assigning an identification number
to each person. Thisidentification number may be an
encrypted Social Security number or another identification
number developed by the State. Thisidentification
number for a person should be the same for every period
of participation and in every local area and statewide
program in the State.

The ID number may include both numeric and a phabetic
characters.

If the state does not use the SSN, it will be necessary to
find some other way to identify the record for data
element validation. This can include encrytped SSNs that
can be unencrypted, or putting another piece of identifying
information in the user field.

3 Date of Birth Number -
YYYYMMDD
4 Gender Number-
1=Mae
2 = Femade
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Number | Field Name Field Description Data Type/Format

5 Individual with | Anindividual with adisability means an individual with Number -
adisability any disability as defined in section 3 of the Americans 1=Yes

with Disabilities Act of 1990 (42 U.S.C. 12102). 2=Yesand
disability resultsin a

Record 1 for any individual who has a physical or mental substantid

impairment which substantially limits one or more of such | impediment to

person's major life activities, or has arecord of such an employment

impairment, or is regarded as having such an impairment. 3=No

Record 2 if the individual has a physical or mental

impairment which for such individual constitutes or results

in a substantial impediment to employment.

6 Ethnicity A person of Cuban, Mexican, Puerto Rican, South or Number-
Hispanic or Central American, or other Spanish culturein origin, 1=Yes
Latino regardless of race. 2=No

7 American A person having originsin any of the original peoples of Number-
Indian or North America and South America (including Central 1=Yes
AlaskaNative | America), and who maintains cultural idertification 2=No

through tribal affiliation or community recognition

8 Asian A person having originsin any of the original peoples of Number-

the Far East, Southeast Asia, or the Indian Subcontinent 1=Yes
(e.g., India, Pakistan, Bangladesh, Sri Lanka, Nepal, 2=No
Sikkim, and Bhutan). This areaincludes, for example,

Cambodia, China, Japan, Korea, Maaysia, the Philippine

Idands, Thailand, and Vietnam.

9 Black or A person having origins in any of the black racial groups | Number-
African of Africa 1=Yes
American 2=No

10 Hawaiian A person having originsin any of the original peoples of Number-
Native or other | Hawaii, Guam, Samoa, or other Pacific Islands. 1=Yes
Pacific Islander 2=No

11 White A person having originsin any of the of the original Number-

peoples of Europe, the Middle East, or North Africa 1=Yes
2=No
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Number | Field Name Field Description Data Type/Format

12 Veteran status | Record 1 if the individua is a person who served in the Number -
active U.S. military, naval, or air service for aperiod less | 1 =Yes<= 180 days
than or equal to 180 days, and who was discharged or 2=Yes> 180 days
released from such service under conditions other than 3=No
dishonorable.
Record 2 if the individua met the conditions described
above for more than 180 days.

13 Campaign Record 1 if the individual is a veteran who served on Number -

veteran active duty in the U.S. armed forces during awar or in a 1=Yes

campaign or expedition for which a campaign badge or 2=Yes, Vietham
expeditionary medal has been authorized as identified and | era veteran
listed by the Office of Personnel Management (OPM). 3=No
Please see Appendix B for the current list as of
01/07/2000. For campaigns occurring after this date,
updated information may be obtained on the OPM web
site: http://www.opm.gov/veterans/html/vgmedal 2.htm.
Record 2 if the individual served in the active U.S.
military, naval, or air service, and who was discharged or
released from such service under conditions other than
dishonorable during the Vietnam-era (the period
beginning on February 28, 1961 and ending on May 7,
1975, inthe case of a veteran who served in the Republic
of Vietnam during that period, and the period beginning
on August 5, 1964 and ending on May 7, 1975, in al other
cases).
Note: If both codes 1 and 2 apply, record 2 for Vietnam
Era Veteran.

14 Disabled Record 1 if the individua is a veteran who is entitled to Number -

veteran compensation regardless of rate (include those rated at l1=Yes

0%) for adisability under laws administered by the 2 =Yes, specid
Department of Veterans Affairs (DVA), or who was disabled
discharged or released from active duty because of a 3=No

service-connected disability.

Record 2 if the individua is rated at 30% or more by the
DVA, or at 10 or 20 percent for a serious employment
disability.
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Number | Field Name Field Description Data Type/Format
15 Recently A veteran who applied for participation under WIA titlel | Number-
Separated within 48 months after discharge or release from active 1=Yes
veteran U.S. military, naval, or air service. 2=No
16 Employment Employed. An employed individual is currently working | Number -
status at as a paid employee or who worksin his or her own 1 = Employed
registration businesses or profession or on his or her own farm, or 2 = Not employed
works 15 hours or more per week as an unpaid worker on
afarm or in an enterprise operated by a member of the
family, or is one who is not working, but has ajob or
business from which he or she was temporarily absent
because of illness, bad weather, vacation, labor-
management dispute, or personal reasons, whether or not
paid by the employer for time-off, and whether or not
seeking another job.
Not employed. An individual who does not meet the
definition of employed or who, although employed, has
received notice of termination of employment.
17 Limited An individual who has limited ability in speaking, reading, | Number-
English writing or understanding the English language and (a) 1=Yes
language whose native language is a language other than English or | 2=No
proficiency (b) who livesin afamily or community environment
where alanguage other than English is the dominant
language.
18 Single parent A single, separated, divorced or widowed individual who | Number-
has primary responsibility for one or more dependent 1=Yes
children under age 18. 2=No
19 Unemployment | An ligible claimant is an individual who has been Number -
compensation | determined to be monetarily eligible for benefit payments | 1 = Eligible claimant
programs (U.l.) | under one or more State or Federal unemployment referred by WPRS
compensation programs and whose benefit year or 2 = Eligible claimant
compensation, by reason of an extended duration period, not referred by
has not ended and who has not exhausted his’her benefit WPRS
rights. 3 = Exhaustee
4 = Neither claimant
nor exhaustee
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Number | Field Name Field Description Data Type/Format
20 Low income A registrant in one or more of the following categories: Number-

(A) receives, or isamember of afamily which receives, 1=Yes

cash payments under a Federal, State or income-based 2=No

public assistance program;
(B) received an income, or is amember of afamily that
received a total family income, for the six-month period
prior to registration for the program involved (exclusive of
unemployment compensation, child support payments,
payments described in subparagraph (A) and old-age and
survivors insurance benefits received under section 202 of
the Social Security Act (42 U.S.C. 402)) that, in relation to
family size does not exceed the higher of:

(I) the poverty line, for an equivalent period; or

(I1) 70 percent of the lower living standard

income level, for an equivalent period,

(C) amember of a household that receives (or has been
determined within the 6- month period prior to registration
for the program involved to be eligible to receive) Food
Stamps pur suant to the Food Stamp Act of 1977(7 U.S.C.
2011 et seq.);
(D) qualifies asahomelessindividual, as defined in
subsections (a) and (c)of section 103 of the Stewart B.
McKinney Homeless Assistance Act(42 U.S.C. 11302); or
(E) isafoster child on behalf of whom State or local
government payments are made.

21 Temporary Participants who were referred by the TANF agency, who | Number-
Assistance to participated in the TANF assessment program as a 1=Yes
Needy requirement prior to opening a TANF grant, and who 2=No
Families received support services from the TANF agency.
(TANF)
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Number | Field Name Field Description Data Type/Format
22 Generd A participant who receives cash from one or more of the Number-
Assistance following sources: General Assistance, Refugee Cash 1=Yes
(GA) Assistance, Supplemental Security Income. 2=No
(State/local
government),R
efugee Cash
Assistance
(RCA),
Supplemental
Security
Income (SSI-
SSA Title
XVI)
23 Pell Grant The individua is or has been notified they will be Number-
recipient receiving a Pell Grant. 1=Yes
2=No
24 Highest school Number-
grade 0= No school grade
completed completed
01-11 = Number of
elementary/
secondary school
grades completed
12= High school
graduate
88= Attained
certificate of
equivalency for a
high school degree
(e.g., GED)
13-15= Number of
school years
completed.
16= Bachelor's
degree or equivalent
17= Education
beyond the
Bachelor's degree
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Number | Field Name Field Description Data Type/Format

25 Displaced An individual who has been providing unpaid servicesto | Number-
homemaker family members in the home and who- l1=Yes

(1) has been deperdent on the income of another family 2=No
member but is no longer supported by that income; and

(2) isunemployed or underemployed and is experiencing

difficulty in obtaining or upgrading employment

26 Date of actual | Thelast day of employment at the dislocation job. Number-
qualifying YYYYMMDD
dislocation

27 Homeless An individual who lacks a fixed, regular, adequate Number-
individual nighttime residence; and any individual who hasaprimary | 1=Yes
and/or a nighttime residence that is a public or private operated 2=No
runaway youth | shelter for temporary accommodation; an institution

providing temporary residence for individuals intended to
be ingtitutionalized; or a public or private place not
designated for or ordinarily used as aregular sleeping
accommodation for human beings. Also includes a
runaway youth.

NOTE: Does not include a person imprisoned or detained
pursuant to an Act of Congress or State law.

28 Offender An individud: Number-
(1) whoisor has been subject to any stage of thecriminal | 1=Yes
justice process, for whom services under WIA may be 2=No
beneficial; or
(2) who requires assistance in overcoming artificial
barriers to employment resulting from a record of arrest or
conviction.

29 Pregnant or An individual who is under 22 years of age and who is Number-
parenting pregnant, or a youth (male or female) who is providing 1=Yes
youth custodial care for one or more dependents under age 18. 2=No

30 Y outh who A youth, aged 14-21, who requires additional assistanceto | Number-
needs complete an educational program, or to secure and hold 1=Yes
additional employment as defined by State or local policy. If the 2=No
assistance State Board defines a policy, the policy must be included

in the State Plan.
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Number | Field Name Field Description Data Type/Format
31 Education Education status at time of registration Number-
status at time 1 = Student, H.S. or
of registration less
2 = Student,
attending post-H.S.
3 = Not attending
school; H.S. dropout
4 = Not attending
school; H.S.
graduate
32 Basicliteracy | Theindividual meets the State or local level definition of Number-
skills basic literacy skills deficient. 1=Yes
deficiency (as 2=No
defined in
§664.205)
33 ETA-assigned | Example for State with FIPS code 36 (New Y ork): Number-
WIB/Statewide | For federal funds sent to States for use at the local area: 00000
code Adults - 36005, 36010, 36015, etc.
Y outh - 36005, 36010, 36015, etc.
Dislocated Workers - 36005, 36010, 36015, etc.
For federal funds sent to States for statewide (15%)
activities:
Statewide activities (Y outh, displaced homemakers,
incumbent workers, other) - 36903
Rapid Response (including additional assistance) -
36902
National Emergency Grant - 36901
NOTE: If the individual was served by the local area and
also by other nort local funds (e.g., statewide funds or a
national emergency grant), record the code for the local
WIB and not one of the specia codes specified above.
NOTE: If the individua was jointly served by two or more
local areas, record the code for the local areain which the
individual resides. Thisinstruction is not intended to
determine how the state measures performance for these
local areas.
34 Date of WIA The registration date should be the date of the first WIA Number-
TitleI-B Title I-B service (other than informational or self-service | YYYYMMDD
registration activities for adults and dislocated workers). (Mandatory)
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Number | Field Name Field Description Data Type/Format

35 Date of WIA The last date on which WIA Title | or partner services Number-
exit were received by the individua excluding follow-up YYYYMMDD

SErvices.
36 Adult (Local) | Services to adults provided by funds allocated to local Number-
areas under WIA section 133(b)(2)(A) l1=Yes
2=No

37 Didocated Services to dislocated workers provided by funds allocated | Number-
Worker (Local) | to local areas under WIA Sec. 133(b)(2)(B) l1=Yes

2=No

38 Youth (Local) | Servicesto youth provided by funds allocated to local Number-

areas under WIA Sec. 128(b). l1=Yes
2=No

39 Y outh WIA Sec. 134(a) Number-
[Statewide NOTE: This item need not be recorded as ‘yes if the 1=Yes
(15%) individual is served by alocal areawith statewide funds 2=No
Activities] passed down from the state to the local area.

40 Displaced WIA Sec. 134(a)(3)(A)(vi)(1) Number-
Homemaker NOTE: This item need not be recorded as ‘yes if the 1=Yes
[Statewide individua is served by alocal area with statewide funds 2=No
(15%) passed down from the state to the local area.

Activities|

41 Incumbent WIA Sec. 134(aQ)(3)(A)(iv)(1) Number-
Worker NOTE: Thisitem need not be recorded as ‘yes if the 1=Yes
[Statewide individua is served by alocal area with statewide funds 2=No
(15%) passed down from the state to the local area.

Activities| NOTE: Individuals served only with these funds should
not be reported.

42 Other Whether the individual receives activities (i.e., adult or Number-
[Statewide dislocated worker activities) funded with State 15% 1=Yes
(15%) reserve funds are provided to individuals dligible for WIA | 2=No
Activities| Title 1- B services, except for youth activities, displaced

homemaker activities and incumbent worker activities.

43 Rapid An individua who participated in rapid response activities | Number-
Response authorized by WIA Sec. 134(a)(2)(A)(i) before WIA 1=Yes

registration.

44 Rapid An individual who participated in a program funded by the | 1=Yes
Response - State under WIA section 134(a)(2)(A)(ii). 2=No
Additiona
Assistance
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45 National The last four digits of the original Notice of Obligation Number-
Emergency (NOO) number assigned to the project (e.g., if the NOO 0000 = Grant
Grant number is 30-95-02, the WIASRD entry is 9502.) number
46 Second Thelast four digits of the original Notice of Obligation Number-
National (NOO) number assigned to the project (e.g., if the NOO 0000 = Grant
Emergency number is 30-95-02, the WIASRD entry is 9502.) number
Grant
47 Third National | The last four digits of the original Notice of Obligation Number-
Emergency (NOO) number assigned to the project (e.g., if the NOO 0000 = Grant
Grant number is 30-95-02, the WIASRD entry is 9502.) number
48 Adult WIA Title Il Number-
Education 1=Yes
49 Job Corps WIA Title I-C Number-
1=Yes
50 Migrant & Participant receives services funded by migrant & Number-
Seasonal seasonal farmworker programs. WIA Title I-Subtitle D, 1=Yes
Farmworker Sec. 167
Programs
51 Native Participant receives services funded by native American Number-
American programs. WIA Title I-Subtitle D, Sec. 166 1=Yes
Programs
52 Veterans Participant receives. Number-
Programs 1. Services provided by DVOP/LVER (WIA Sect. 1= Yes, labor
121(b)(1)(ix)) exchange
2. training services under WIA Sec. 168. 2=Yes, VWIP
53 Trade Participant receives services funded by Trade Adjustment | Number-
Adjustment Act 1=Yes
Act (TAA)
54 NAFTA-TAA | Participant receives services funded by NAFTA-TAA Number-
1=Yes
55 Vocationd Participant receives services funded by the Carl D. Perkins | Number-
Education Voc. and Applied Tech. Ed. Act (20 U.S.C. 2471) 1=Yes
56 Vocational Participant receives services authorized by WIA Title V. | Number-
Rehabilitation 1=Yes
57 Wagner-Peyser | Participant receives services funded under Wagner-Peyser | Number-
Act Act 1=Yes
58 Welfare-to- Participant receives services funded by Welfare-to-Work | Number-
Work programs. 1=Yes
Parti cipant
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Number | Field Name Field Description Data Type/Format

59 Employment Participant receives employment and training program Number-
and Training services carried out under the Community ServicesBlock | 1=Yes
programs Grant Act.
carried out
under The
Community
Services Block
Grant Act

60 Employment Participant receives employment and training services Number-
and Training funded by the Department of Housing and Urban 1=Yes
programs Development.
carried out by
the Dept. of
Housing and
Urban
Development

61 TitleV Participant is involved in activities specified under Title V' | Number-
activities of the Older Americans Act of 1965 (42 U.S.C. 3056 et 1=Yes

seq.)

62 Employment The individual receives employment and training services | Number-
and training from the Food Stamps programor was referred by the 1=Yes
servicesrelated | Food Stamps program to WIA for employment and
to Food Stamps | training services.

Note: Thisitem is not intended to record receipt of Food
Stamps.

63 Other non Participant receives services from any nonWIA program | Number-

WIA programs | not listed above that provides the individual with services | 1=Yes

authorized under WIA.
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Number | Field Name Field Description Data Type/Format

64 Supportive For adults and dislocated workers, supportive services Number-
services include services such as transportation, child care, 1=Yes
(except needs | dependent care, and housing that are necessary to enable 2=No
related an individual to participate in activities authorized under
payments) Title I of WIA, consistent with the provisions of Title .
received Supportive services for youth, as defined in WIA section

101(46), may include linkages to community services,
assistance with transportation; assistance with child care
and dependent care; assistance with housing; referralsto
medical services; and assistance with uniforms or other
appropriate work attire and work-related tools, including
such items as eye glasses and protective eye gear.

65 Needs-related | Thisitem only applies to individuals who received WIA Number-
payments title 1-B funded needs related payments. 1=Yes
(Adults/Didloc 2=No
ated Workers
in training
services) or
stipends
(Youthiin
training)

66 Date of first The date the individual began receiving intensive services. | Number-
intensive YYYYMMDD
service

67 Date of first The date the individual began receiving training services. | Number-
training service YYYYMMDD

68 Established The purchase of the individual's services utilizing an Number-
Individualized | Individual Training Account established for adults or 1=Yes
Training dislocated workers and funded by WIA Title . 2= No
Account (ITA)

69 Adult Theindividual received adult education, basic skills Number-
education, and/or literacy skills. 1=Yes
basic skills 2=No
and/or literacy
activities
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70 On-the-job Training by an employer that is provided to a paid Number-
training participant while engaged in productive work in ajob that: | 1= Yes

(A) provides knowledge or skills essential to the full and 2=No
adequate performance of the job;

(B) provides reimbursement to the employer of up to 50

percent of the wage rate of the participant, for the

extraordinary costs of providing the training and

additional supervision related to the training; and

(C) islimited to the period of time required for a

participant to become proficient in the occupation for

which the training is being provided.

71 Occupational An individua received occupational skills training or Number-
skillstraining | skills upgrading/retraining, and/or workplace training. 1=Yes
or sKills 2=No
upgrading/retra
ining, and/or
workplace
training

72 Occupational The 6 digit Standard Occupational Classification (SOC) Alphanumeric -
skillstraining | code, 8 digit O*Net 3.0 Code, 9-digit DOT code, the 5- 000000000
code digit OES code, or the 5 or 6-digit O*NET code that best

describes the training occupation for adults and dislocated
workers who received on-the-job training or occupational
skills training and youth who received employment
services related to a specific occupation.

73 Occupational The type of code used to report the OCCUPATIONAL Number-
skillstraining | SKILLS TRAINING CODE. 1=6digit SOC
code type code

2 =8digit O*Net
3.0 Code

3 =6-digit CIP
code(classroom
training only)

4 =9-digit DOT
code

5= 5-digit OES
code

6 =5 or 6-digit
O*Net98 code
0= None
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74 Educational Educationa achievement services include, but are not Number-
achievement limited to: 1=Yes
services Tutoring, study skillstraining, and instruction leading to 2=No

secondary school completion, including dropout
prevention strategies,; and alternative secondary school
offerings.

75 Employment Preparation for and success in employment services Number-
services include, but are not limited to: 1=Yes

Paid and unpaid work experiences, including internships, | 2= No
and job shadowing; and occupational skill training.

76 Received The youth received summer employment opportunities. Number-
summer youth 1=Yes
employment 2=No
opportunities

77 Additiona Supports for youth services include, but are not limited to: | Number-
support for Adult mentoring for aduration of at least twelve 1=Yes
youth services (12) months, that may occur both during and after | 2= No

program participation;

Comprehensive guidance and counseling, including
drug and alcohol abuse counseling, as well as
referrals to counseling, as appropriate to the needs
of the individua youth.

78 Leadership L eadership development opportunities are opportunities Number-
development that encourage responsibility, employability, and other 1=Yes
opportunities positive social behaviors such as: 2=No

() Exposure to postsecondary educational
opportunities;

(b) Community and service learning projects;

(c) Peer-centered activities, including peer mentoring
and tutoring;

(d) Organizational and team work training, including
team leadership training;

(e) Training in decisiorntrmaking, including
determining priorities; and

(f) Citizenship training, including life skills training
such as parenting, work behavior training, and budgeting
of resources.
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79 Recelved The youth received follow- up services. Number-
followup 1=Yesreceived 12
services months of follow up
services
2 = No, did not
receive 12 months of
follow
up services
80 Employed in Individuals should be considered as employed if wage Number-
quarter after records for the quarter show earnings greater than zero. 1=Yes
exit quarter When supplemental sources are used, individuals should 2=No
be counted as employed if they did any work at all aspaid | 3 =Individua has
employees, worked in their own business, profession, or exited but
worked on their own farm. employment
information is not
yet available
81 Source of Non-wage records data source for the first quarter after Number-
supplemental exit. 1=Case
data (first management,
quarter after follow-up services,
exit) surveys of
participarts, and/or
verification with the
employer.
2= Record sharing
and/or automated
record matching
with administrative
records
82 Occupational The occupational code that best describes the individual's | Alphanumeric -
code (if employment. 000000000
available)
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83 Occupationa The type of occupation code. 1=6digit SOC
code type code

2 = 8digit O*Net
3.0 Code

4 = 9-digit DOT
code

5 = 5-digit OES
code

6 =5 or 6-digit
O*Net98 code

84 Entered Employment in which the individual uses a substantial Number-
training-related | portion of the skills taught in the training received by the | 1=Yes
employment individual. 2=No

8 = Training did not
impart job-specific
skills

9 = Relationship of
employment to
training cannot be

determined
85 Method used to | Method used to determine if the individua obtained Number-
determine training-related employment. 1 = Comparison of
training-related the occupation codes
employment between the training

activity and the job
2 = Comparison of
the industry of
employment with
the occupation of
training using an
appropriate
crosswalk

3 = Other
appropriate method
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86 Entered non Employment in an occupation or field of work for which Number-
traditional individuals of the participant's gender comprise less than l1=Yes
employment 25% of the individuals employed in such occupation or 2=No
field of work (WIA Section 101(26)).
Nontraditional employment can be based on either local or
national data.
Appendix D provides national information that, at the
State's option, can be used to determine nontraditional
employment from the occupation code.
Can males enter nontraditional employment?
Both males and females can be in nontraditional
employment.
87 Employed in Individuals should be considered as employed if wage Number-
third quarter records for the quarter show earnings greater than zero. 1=Yes
after exit When supplemental sources are used, individuals should 2=No
quarter be counted as employed if they did any work at all aspaid | 3= Individua has
employees, worked in their own business, profession, or exited but
worked on their own farm. employment
information is not
yet available
88 Source of Non-wage records data source for the third quarter after Number-
supplemental exit. 1=Case
data (third Management,
quarter after follow-up services,
exit) surveys of
participants and/or
verification with the
employer.
2= Record sharing
and/or automated
record matching
with administrative
records
89 Employed in Individuals should be considered as employed if wage Number-
fifth quarter records for the quarter show earnings greater than zero. 1=Yes
after exit When supplemental sources are used, individuals should 2=No
quarter be counted as employed if they did any work at all aspaid | 3= Individua has
employees, worked in their own business, profession, or exited but
worked on their own farm employment
information is not
yet available
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90 Source of Non-wage records data source for the fifth quarter after Number-
supplemental exit. 1=Case
data (fifth M anagement,
quarter after follow-up services,
exit) surveys of
participants and/or
verification with the
employer.
2= Record sharing
and/or automated
record matching
with administrative
records
91 Third quarter Tota earnings in the third quarter before registration for Number-
prior to adults, older youth, and dislocated workers without a 00000.00
registration dislocation date before the registration date.
92 Third quarter Earnings in the third quarter before dislocation for Number-
prior to dislocated workers. 00000.00
dislocation
93 Second quarter | Total earnings in the second quarter before registration for | Number-
prior to adults, older youth, and dislocated workers without a 00000.00
registration dislocation date before the registration date.
94 Second quarter | Earnings in the second quarter before dislocation for Number-
prior to dislocated workers. 00000.00
dislocation
95 First quarter Total earnings from wage records for the quarter. Number-
following the 00000.00
exit quarter
96 Second quarter | Total earnings from wage records for the quarter. Number-
following the 00000.00
exit quarter
97 Third quarter Total earnings from wage records for the quarter. Number-
following the 00000.00
exit quarter
98 Fourth quarter | Tota earnings from wage records for the quarter. Number-
following the 00000.00
exit quarter
99 Fifth quarter Total earnings from wage records for the quarter. Number-
following the 00000.00
exit quarter
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100 Type of The type of credential obtained either during participation | Number-
recognized or by the end of the third quarter after exit from services 1 = High school
educational/ (other than follow-up services). Diploma/
occupational Equivalency/GED
certificate/cred 2=AA or AS
ential/ Diploma/Degree
diploma/degree 3=BA or BS
attained Diploma/Degree
4 = Occupational
Skills License
5 = Occupational
Skills Certificate or
Credential
6 = Other
8 = No credentia
received, individual
received training.
9 =N/A, individual
did not receive
training
101 Other reasons | The participant exits program for some other reason for 90 | Number-
for exit days or more. These reasons can include 1 = Institutionalized
ingtitutionalization and medical problems. 2 = Health/medical
3 = Deceased
8 = Reservists called
to active duty who
choose not to return
to WIA
102 In The individual was enrolled in advanced training or post- | Number-
postsecondary | secondary education in the first quarter after exit. 1 =Inadvanced
educationor training
advanced 2 = In postsecondary
trainingin education
quarter after 3 = Not in further
exit training/education
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103 In The individual was enrolled in advanced training or post- | Number-
postsecondary | secondary education in the third quarter after exit. 1 =In advanced
education or training
advanced 2 = In postsecondary
training in the education
third quarter 3 = Did not enter
after exit. further training
104 Goal #1 type Setting one basic skills goal is required if the youth is Number-
basic literacy skills deficient. 1 =Basic Skills
2 = Occupational
Skills
3 =Work Readiness
Skills
105 Date goal #1 The date goal was set is the date a goal was identified for | Number-
was set the youth. YYYYMMDD
106 Attainment of | Status of the individual's attainment of the goal. Number-
goal #1 1=Attaned
2 = Set, but not
attained
3 = Set, but
attainment pending
107 Date attained The date that the individual attained the goal. Number-
goal #1 YYYYMMDD
108 Goal #2 type Setting one basic skills goal is required if the youth is Number-
basic literacy skills deficient. 1 =Basic Skills
2 = Occupational
Skills
3 =Work Readiness
Skills
109 Date goal #2 The date goal was set is the date a goa was identified for | Number-
was set the youth. YYYYMMDD
110 Attainment of | Status of the individual's attainment of the goal. Number-
goal #2 1=Attaned
2 = Set, but not
attained
3 =S, but
attainment pending
111 Date attained The date that the individual attained the goal. Number-
goal #2 YYYYMMDD
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112

Goal #3 type

Setting one basic skills goadl is required if the youth is
basic literacy skills deficient.

Number-

1 =Basic Skills

2 = Occupational
Skills

3 = Work Readiness
Skills

113

Date goa #3
was set

The date goal was set is the date a goa was identified for
the youth

Number-
YYYYMMDD

114

Attainment of
goal #3

Status of the individual's attainment of the goal.

Number-

1= Attained

2 = S, but not
attained

3 =S¢, but
attainment pending

115

Date attained
goal #3

The date that the individual attained the goal.

Number-
YYYYMMDD

116

Goal #4 type

Setting one basic skills goal is required if the youth is
basic literacy skills deficient.

Number-

1 =Basic Skills

2 = Occupational
Skills

3 =Work Readiness
Skills

117

Date goal #4
was set

The date goal was s¢t is the date a goal was identified for
the youth.

Number-
YYYYMMDD

118

Attainment of
goal #4

Status of the individual's attainment of the goal.

Number-
1=Attaned

2 = Set, but not
attained

3 = Set, but
attainment pending

119

Date attained
goal #4

The date that the individual attained the goal.

Number-
YYYYMMDD

120

Goal #5type

Setting one basic skills goa is required if the youth is
basic literacy skills deficient.

Number-

1 =Basic Skills

2 = Occupational
Skills

3 =Work Readiness
Skills

121

Date goa #5
was set

The date goal was s¢t is the date a goal was identified for
the youth.

Number-
YYYYMMDD
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122 Attainment of | Status of the individual's attainment of the goal. Number-
goa #5 1= Attained
2 = Set, but not
attained
3 =S, but
attainment pending
123 Date attained The date that the individual attained the goal. Number-
goal #5 YYYYMMDD
124 Goal #6type Setting one basic skills god is required if the youth is Number-
basic literacy skills deficient. 1 =Basic Skills
2 = Occupational
Skills
3 =Work Readiness
Skills
125 Date god #6 The date goal was set is the date a goa was identified for | Number-
was set the youth. YYYYMMDD
126 Attainment of | Status of the individual's attainment of the goal. Number-
goal #6 1= Attained
2 = Set, but not
attained
3 = Set, but
attainment pending
127 Date attained The date that the individual attained the goal. Number-
goal #6 YYYYMMDD
128 Goal #7 type Setting one basic skills goal is required if the youth is Number-
basic literacy skills deficient. 1 =Basic Skills
2 = Occupational
Skills
3 = Work Readiness
Skills
129 Date god #7 The date goal was set is the date a goal was identified for | Number-
was set the youth. YYYYMMDD
130 Attainment of | Status of the individua's attainment of the goal. Number-
goal #7 1= Attained
2 = Set, but not
attained
3 = Set, but
attainment pending
131 Date attained The date that the individual attained the goal. Number-

goal #7

YYYYMMDD
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132

Goal #8 type

Setting one basic skills goadl is required if the youth is
basic literacy skills deficient.

Number-

1 =Basic Skills

2 = Occupational
Skills

3 = Work Readiness
Skills

133

Date goa #38
was set

The date goa was set is the date a goal was identified for
the youth.

Number-
YYYYMMDD

134

Attainment of
goal #8

Status of the individual's attainment of the goal.

Number-

1= Attained

2 = S¢t, but not
attained

3 =S¢, but
attainment pending

135

Date attained
goal #8

The date that the individual attained the goal.

Number-
YYYYMMDD

136

Goal #9 type

Setting one basic skills goal is required if the youth is
basic literacy skills deficient.

Number-

1 =Basic Skills

2 = Occupational
Skills

3 =Work Readiness
Skills

137

Date goa #9
was set

The date goal was s¢t is the date a goal was identified for
the youth.

Number-
YYYYMMDD

138

Attainment of
goal #9

Status of the individual's attainment of the goal.

Number-
1=Attaned

2 = Set, but not
attained

3 = Set, but
attainment pending

139

Date attained
goal #9

The date that the individual attained the goal.

Number-
YYYYMMDD

140

Goal #10 type

Setting one basic skills goal is required if the youth is
basic literacy skills deficient

Number-

1 =Basic Skills

2 = Occupational
Skills

3 =Work Readiness
Skills

141

Date goal #10
was set

The date goal was s¢t is the date a goal was identified for
the youth.

Number-
YYYYMMDD
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142 Attainment of | Status of the individual's attainment of the goal. Number-
goa #10 1= Attained
2 = Set, but not
attained
3 =S, but
attainment pending
143 Date attained The date that the individual attained the goal. Number-
goa #10 YYYYMMDD
144 Goal #11 type | Setting one basic skills goal is required if the youth is Number-
basic literacy skills deficient. 1 =Basic Skills
2 = Occupational
Skills
3 =Work Readiness
Skills
145 Date goa #11 | The date goal was st is the date a goal was identified for | Number-
was set the youth. YYYYMMDD
146 Attainment of | Status of the individual's attainment of the god. Number-
goal #11 1= Attained
2 = Set, but not
attained
3 = Set, but
attainment pending
147 Date attained The date that the individual attained the goal. Number-
goal #11 YYYYMMDD
148 Goal #12 type | Setting one basic skills goal is required if the youth is Number-
basic literacy skills deficient. 1 =Basic Skills
2 = Occupational
Skills
3 = Work Readiness
Skills
149 Date goa #12 | The date goal was st is the date a goal was identified for | Number-
was set the youth. YYYYMMDD
150 Attainment of | Status of the individual's attainment of the goal. Number-
goal #12 1 = Attained
2 = Set, but not
attained
3 = Set, but
attainment pending
151 Date attained The date that the individual attained the goal. Number-

goal #12

YYYYMMDD
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152 Attained Status of youth in his or her attempt to attain a secondary | Number-
Secondary school diplomaor equivalent. 1=Attaneda
School secondary school
Diploma (high school)
diploma
2 = Attained a GED
or high school
equivalency diploma
3 =Attending
secondary school at
exit
4 = Did not attain
diplomaor
equivalent
153 Date of high The date of attainment should be the date on the diploma | Number-
school diploma | or equivalency certificate, if available. Otherwise, the YYYYMMDD
or GED date may be estimated.
attainment
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154 Y outh The youth entered the following activities within 1 quarter | Number-
placement of exit. 1 = Entered
information Postsecondary education and advanced training are postsecondary
defined in Item 623. education
lor 2) Should be recorded only if the youth started to 2 = Entered

attend classes.

3) The youth entered military service (i.e., reported for
active duty).

4) The individual entered a qualified apprenticeship
program, i.e., a program approved and recorded by the
ETA/Bureau of Apprenticeship and Training or by a
recognized State Apprenticeship Agency. Approva isby
certified registration or other appropriate written
credential.

5) The youth entered full- or part-time unsubsidized
employment.

Unsubsidized employment is any employment, including
self-employment, not financed by either funds provided
under the Act or by direct wage subsidies provided by any
type of public funds. See Item 601 for the definition of
employment.

Also include entry into the Peace Corps, VISTA and other
National Service programs funded by the Federal
Corporation for National and Community Service under
the National and Community Service Trust Act of 1993
(Examples are activities in the AmeriCorps and the
National Civilian Community Corps programs). Do not
include entry into the Armed Forces or entry into a
qualified apprenticeship program

advanced training

3 = Entered military
service

4 = Entered a
qualified
apprenticeship

5 = Entered
unsubsidized
employment

6 = Did not enter 1-5
above
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155 Y outh The primary activity that the youth wasin at any time Number-
retention during the third quarter after exit. 1= In postsecondary
information education
(For al youth 2= In advanced
except those training
still attending 3= In military
secondary service
school at exit). 4=Inaqualified
Was the youth apprenticeship
activein the 5= In unsubsidized
third quarter employment
following the 6= Wasnot in 1-5
exit quarter in above
any of the
following
activities:
156 Office Name Indicate the office name from which the participant was Text
provided services.
157 WIB Name Indicate the WIB name of the office from which the Text
participant was provided services.
158 Sampling Unit | Indicate the sampling unit number of the office from Number
which the participant was provided services.
159 Case Manager | Indicate the case manager from which the participant was | Text
provided services
160 User Fied User-defined field. Text
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WIA Reported Values Record L ayout

The user should create files that contain the state's reported values for their ETA 9091 WIA Annual Report.
The software uses the same record layout states use to upload their Annual Report to the Department of Labor
through the EIMS system. There should be afile for each table on the 9091. The extract file type is ASCII
comma-delimited or tab-delimited columns. The file name must be the word "Table" followed by a space,
followed by the letter name for table, and ending in either a".txt" or a".csv." For example, the file for table B
would be named "Table B.txt."

In addition to the above, states should note the following while creating the files:

1) Thetext files for each table should be saved and imported separately.

2) Users should not use quotation marks to designate text (versus numeric) data.

3) Users should not use $ symbols with the data to reflect dollar amounts. Users also should not use
commas to designate values that are at/over 1000.

4) In order to insert a blank in the text file, smply use two consecutive commas (,,).

5) The state name and the Program Y ear should be the first two items in each file.

6) Users should make sure that each text file has the correct number of fields. The system will not accept
fileswithtoomany or  too few fields (See below for alist of the number of fields for each table).

7) Text files should include the negotiated levels of performance for Tables A, B, E, H, and J.

Number of fields that must be included in each Text File:

Table A: 14 TableH: 18
Table B: 18 Tablel: 50
Table C: 50 Table J 14
TableD: 20 TableK: 29
Table E: 18 TableL: 44
Table F: 50 Table M: 10
Table G: 20

To receive a copy of the upload instructions, contact your Regional Performance Specialist, or Amanda
Ahlstrand in ETA's Office of Performance and Results at 202-693-3052 or Ahlstrand.Amanda@dol.gov.
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WI A Quarterly Reported Values Record Layout

Extract file type is ASCII comma delimited or tab delimited columns. The record layout should be used to
create a reconstruction file of all WIA reported values on the 9090 for the report period being validated.

The extract file should include 12 rows of data. Each row represents a performance item in the ETA 9090
report. A letter is given to each performance/report item and is arranged aphabetically (from A toL) in
accordance with the sequence in the quarterly report. The letter should be the first entry in the text file. The
data should follow the letter and be arranged in relation to the cells (program group) within the
performance/report items. For report/performance items with rates, the rate is listed first, followed by the
numerator and then the denominator.

The user guide includes a sample for the Quarter Reported Vaues Record Layout.

Number | Field Name Number of Fields Data Type/Format
Total Participants 5 Coll=A
Col 2 = Adults

Col 3 = Didocated Workers
Col 4 = Younger Youth
Col 5= Older Youth

Tota Exiters 5 Col=B

Col 2 = Adults

Col 3 = Didocated Workers
Col 4 = Younger Youth

Col 5= Older Youth

# of Completed 5 Ca1=C
Surveys for Customer Col 2 = Employers
Satisfaction Col 3 = Response Rate

Col 4 = Participants
Col 5 = Response Rate

# of Employerg/Exiters | 3 Col1=D

Eligible for the Col 2 = Employers

Customer Satisfaction Col 3 = Participants

Survey

# of Employerg/Exiters | 3 Col1l=E

in the Sample Col 2 = For Employers
Col 3 = For Participants

Customer Satisfaction | 3 Coll=F

Col 2 = For Employers
Col 3 = For Participants
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Number | Field Name Number of Fields Data Type/Format
Y outh Diploma or 4 Cal=G
Equivaent Col 2 = Younger Youth Diploma/

Equivaent Rate

Col 3 = Younger Y outh Diplomal
Equivalent Numerator

Col 4 = Younger Y outh Diploma/
Equivalent Denominator

Skill Attainment 4 Coll=H

Col 2 = Younger Youth Skill
Attainment Rate

Col 3 = Younger Y outh Skill
Attainment Numerator

Col 4 = Younger Y outh Skill
Attainment Denominator

Entered Employment 10 Col 1=1

Col 2 = Adult Entered Employment
Rate

Col 3 = Adult Entered Employment
Numerator

Col 4 = Adult Entered Employment
Denominator

Col 5 = Didlocated Worker Entered
Employment Rate

Col 6 = Dislocated Worker Entered
Employment Numerator

Col 7 = Didocated Worker Entered
Employment Denominator

Col 8 = Older Y outh Entered
Employment Rate

Col 9 = Older Y outh Entered
Employment Numerator

Col 10 = Older Y outh Entered
Employment Dermominator
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Number | Field Name Number of Fields Data Type/Format
Credentia and 10 Col 1=
Employment Col 2 = Adult Credential &

Employment Rate

Col 3 = Adult Credential &
Employment Numerator

Col 4 = Adult Credential &
Employment Denominator

Col 5 = Didocated Worker Credential &
Employment Rate

Col 6 = Didocated Worker Credential &
Employment Numerator

Col 7 = Didlocated Worker Credential &
Employment Denominator

Col 8 = Older Youth Credential &
Employment Rate

Col 9 = Older Y outh Credentia &
Employment Numerator

Col 10 = Older Y outh Credential &
Employment Denominator
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Number | Field Name Number of Fields Data Type/Format

Six Months — 13 Col 1=K

Retention Rate Col 2 = Adult 6 months Retention Rate
Col 3 = Adult 6 months Retention
Numerator

Col 4 = Adult 6 months Retention
Denominator

Col 5 = Didocated 6 months Retention
Rate

Col 6 = Didocated Worker 6 months
Retention Numerator

Col 7 = Didocated Worker 6 months
Retention Denominator

Col 8 = Older Y outh 6 months
Retention Rate

Col 9 = Older Y outh 6 months
Retention Numerator

Col 10 = Older Y outh 6 months
Retention Denominator

Col 11 = Younger Youth 6 months
Retention Rate

Coal 12 = Younger Y outh 6 months
Retention Numerator

Col 13 = Younger Y outh 6 months
Retention Denominator
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Number | Field Name Number of Fields Data Type/Format

Six Months — Earnings | 10 Coll=L

Change or Earnings Col 2 = Adult 6 months Earnings

Replacement Change Rate
Col 3 = Adult 6 moths Earnings Change
Numerator
Col 4 = Adult 6 moths Earnings Change
Denominator

Col 5 = Didocated 6 moths Earnings
Replacement Rate

Col 6 = Didlocated Worker 6 moths
Earnings Replacement Numerator

Col 7 = Didlocated Worker 6 moths
Earnings Replacement Denominator
Col 8 = Older Y outh 6 moths Earnings
Change Rate

Col 9 = Older Y outh 6 moths Earnings
Change Numerator

Col 10 = Older Y outh 6 moths Earnings
Change Denominator
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E-Submit provides functionality to electronically submit Data Element
Vaidation (DEV) and/or Report Validation (RV) data electronically viathe
internet to the Department of Labor (DOL).

Submitting from WIA:

Refer to the Section I11. Tutorial, B. Options Under File Menu,
4. e-Submit in the WIA User Guide for instructions on how to create a

submission file, and connect to the DOL website.

E-Submit Data
Step 1.  Click on OK at the security message (see Figure 1).

Microsoft Internet Explorer N L‘

You are now logging onkto 3 compuker system operated for and on behalf of the Uniked States Government,
Unauthorized access, or use of the system For any purpose okher than official government business, is punishable by
fine, imprisanment, ar bath, (18 .5, Code 1030)

Figure 1. Security Message
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Step 2. Thefile path and submission file name is displayed at the top of
the DRV S eSubmission window. On the Grantee Reporting
System L ogin screen (see Figure 2), enter your Per sonal

I dentification Number (PIN) in the Password field and then click
on the L ogin button.

T DRY¥SeSubmission - www.etareports,d

oy ]
Your data has been sent to the following location:
|C:\PROGRA“’1 WiA\Data\WilAleSubmitheSubmit_4_13_2004_10_16_17_AM xml
Signon the DRYS eSubmission site below. browse to. select and transfer your data
=

Grantee Reporting System
Please L.ogin:

Ernter the Passwonrd for the grantee you are reparting on

Password: |

Lagin |

Department of Labor Privacy and Security Statement.

Figure 2. Grantee Reporting System Login Screen
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Step 3.  The system automatically identifies your state from the PIN you
entered and displays your state on the Submission Data Entry
screen (see Figure 3). If your PIN aso corresponds to a DOL
program, the program will be displayed. If your PIN does not
correspond to a program, you must select a Program from the drop
down list. Note: The Program pick list field will only display if
the program is unknown.

Enter the additional required information. An asterisk (*) indicates
that the field isrequired. Use the Browse button to locate your
submission file. Click on Submit.

== DRYSesubmission - http:/ /testetareports.doleta.goy; = o |EI

“'our data has been sent to the following location: Close

CAPROGRA™1YWIAZ3™1 A\Data\wWlAleSubmit\eSubmit_b_10_2004_9_49_26_AM xml

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

o U.S. Department of Labor = B
®W Employment & Training Administration Data Reporting and Validation System

DRVS

Submission Results Co

* Indicates a required field

State: cT
Program: Program unknown. Please select below.
FullMame:  *[lane Doe

E-mail Address: " [Doel@email com

Telephone: *|(1 23) 456-7890
*

Pragram: Wias =
Locate File: *|C:\F'r0gram Files\WWIAZ 3. Browse.. |

© 2004 . Thiz Application is the Property of the United States Department of Lakor

Figure 3: Submission Data Entry Screen
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Step 4.  If you have previously submitted data for the Program, Period, and
Report contained in the .xml file, the Submission Overwrite screen
displays (see Figure 4). If you have not previousy submitted data
for the Program, Period, and Report contained in the file, skip to
Step 8.

Click on Y esto continue the submission and overwrite data. Click
on No to return to the Submission Data Entry screen where you
may select adifferent file.

== DRYSesubmission - http:/ /dol.sdc-moses.com/drvstest‘eims.cim B |El|i|

Your data has been sent to the following location:

IC:\PROGRA"1 WYIAZ 3\Datai\WlAleSubmitieSubmit_4_19_2004_10_34_45_AM.xml

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

U.S. Department of Labor = =
Employment & Training Administration Data Reporting and Validation Syste!

Submission

This file has already been processed.
Continuing will Dverwrite your previous submission,

Wiolld you like to continue amway?

& 2004, This Application is the Property of the United States Department of Lakor

Figure4: Submission Overwrite Screen
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Step 5. The Submission Progress screen displays while datais being
transmitted to DOL (see Figure 5).

B DRY¥SeSubmission - http://dol.sdc-moses.com/drystest/eims.cfm i -0l x|

Your data has been sent to the following location: Close

IC:\PROG RA™1YWIAZ \Data\WlAleSubmitye Submit_4_19_2004_11_11_53_AM.xml

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

U.S. Department of Labor E =
N Employment &Training Administration Data Reporting and Validation System

DRVS

Submission R

Yalidating Data

This could take up to 1 minute.
Flease wait...

@ 2004, Thiz Application iz the Property of the United States Department of Labor

Figure5: Submission Progress Screen

When a successful submission transmission is complete, the Confirmation
screen displays as described in Step 6 (see Figure6). If the submission
falls, the Results screen displays with areason for the fallure, as described in
Step 11 (see Figure 8 and Figure9).
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Step 6. For successful submissions, a Confirmation screen displays the
Sate, Program, Report, Period, Date, Time, and Submitter Name
(see Figure 6). To send acopy of the Confirmation to the printer,
click onthe PRINT button.

IE'g DRY¥SeSubmission - http://dol.sdc-moses.com;/drvstest/eims.cfm = |EI|5]

Your data has been sent to the following location: Clase

IC:\PROG RA™TYWIAZ F\Data\wlAteSubmitieSubmit_4_19_2004_11_11_53_AM.xml

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

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

5 Confirmation

DRYS Confirmation of Submission
“our submission has been successiul.

State: WA
Program: WA
Repart Name: BY

Period: 07/01/2002 - 06/30/2003
Date: 04/19/2004

Time: 11:14:00 Ahd

Marme: Jane Doe

Mote: If you wish to print or E-mail this confirmation, you must do so from this page. Once you leave
this page, you will nat be ahle to return.

Print @ copy of this confirmation for your records.
Etnail this confirmation to DOEJ@EMAIL COM

Figure 6. Confirmation Screen

To send Email with the confirmation information to the e mail
address you entered on the Submission Data Entry screen, click on
the E-MAIL button. After clicking the E-MAIL button, the
screen will refresh and confirm that Email was sent.

164



APPENDIX C. E-SUBMIT

The following message is sent to your email address.

Thank you for electronically submitting the foll ow ng
i nformati on:

State: VA

Program WA

Report Nane: RV

For the period: 07/01/2002 - 06/30/2003
Dat e: 04/ 19/ 2004

Ti me: 11: 38: 46 AM

Your information has been successfully processed.
This email is your receipt.

Pl ease do not respond to this email. |If you have additional
guestions pl ease contact:

Gai| Eul enstein
DOL/ ETA/ PRO
202-693-3013

Thanks again for using our e*Subm ssion systenl
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Step 7. When you are ready to exit e Submit, click on Logout and the
Logged Out screen displays (see Figure8). Click on the Close
button in the upper right corner of the DRV S eSubmission window
to close the window and return to the application.

£ DR¥SeSubmission - http://dol.sdc-moses.com,/drvstest /eims.cim i 10l x|

Your data has been sent to the following location: Close

IC:\PROGRA"1\WIA_23"1_3\Datﬁ\WIA\eSubmit\eSubmit_4_21_2I]I]4 8_50_04_AM.xml

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

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

¥ou have been logged out of the systemn. You may close your application by clicking on the "x" at the top,
right corner of the screen.

@ 2004, Thiz Application iz the Property of the United States Department of Labar

Figure7: Logged Out Screen
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Step 8. If the transmission fails, the Results screen displays with a
Submission Failed message and an explanation of the error(s). See
Figure8 and Figure9 for examples.
- Click onthe try again link to return to the logon screen.
Click on the system administrator link, see Figure 9, to send an
email to the system administrator requesting help with certain
errors.
Or, click on the Close button in the upper right corner of the
DRV S eSubmission window to exit e-Submit.

'.I:‘E DRYS5eSubmission - http:/ /dol.sdc-moses.com/dr¥stest/eims.cfm = |E||i|

Your data has been sent to the following location: Clase |

IC:\PROGRA”1 YWlA23™1 \Data\WlAleSubmitheSubmit_5_3_2004_9_07_59_AM.xml

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

%, U.S. Department of Labor
“W Employment & Training Administration

DRVS ~

Data Reporting and Validation System

n Results Co

Submission Failed

The PIN number you supplied does not correspond to the State included in the uploaded data file. Please
verity that the proper State is reflected in your DOL application and that you have the proper PIN number.

Please try again

@ 2004, Thiz Application is the Praperty of the United States Department of Labor

Figure 8. Results Screen
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=@ DR¥SeSubmission - http://testetareports.doleta.gov/ = |EI

Your data has been sent to the following location: Llose

CAPROGRA™I\WIAZ3I™1 _4\Data\v¥lAle Submitie Submit_5_10_2004_9_49_26_AM.xml

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

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

DRVS

Results

Submission Failed

We're sorry, but an error has occurred.

Flease thy again.

If the error continues, contact the systern adrministrator and repart an error 1060.

Message: Other DB error

plication iz the Property of the United epartment of Labor

Figure9: Results Screen with system administrator link
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