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A.

|. OVERVIEW

User Guide

This guide has been written to assist states in using the Employment Service Data
Validation Software to produce the 9002 A-E and VETS 200 A-C reports, and to
validate data from these reports. The software includes a demo database
(ESdemo.mdb) with sample data, so users can review the full functionality of the
software prior to building their own extract files.

The User’ s Guide contains the following sections:

VI.

Installation: Provides a step-by-step description of how to install the
software on your PC, including how to load the software when using a SQL
database.

Tutorial:  Provides information on the menus and functions of the
software. Describes how to build an extract file, import data, generate
reports and validate a sample of job seeker records. The tutorial also
describes how to electronically submit quarterly reports and validation
resultsto ETA.

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

Reporting Schedule: Provides an explanation of the reporting schedule
for the 9002 A-E reports and VETS 200 A-C reports.

Record Layouts: Provides the record layout specifications for creating the
job seeker and job opening files to import into the software. Also provides
record layout specifications for importing reported counts into the software.

After reviewing this guide, users should contact Mathematica Policy Research, Inc.
by emailing ESTA @mathemati ca-mpr.com with any questions on using the
software.




|. OVERVIEW

B. ETA 9002

The five sections of the ETA 9002 report can be divided into three distinct areas:
services (9002 A and B), outcomes (9002 C and D) and job openings received
(9002 E). Services are reported on the 9002 A for all job seekers and on the 9002
B for veteran job seekers. The 9002 C and D follow this sequence by separately
capturing the employment outcomes resulting from the provison of labor
exchange services for all job seekers (9002 C) and veteran job seekers (9002 D).
The 9002 C also captures job seeker and employer customer satisfaction data. The
9002 E reports information on job openings listed with the public labor exchange.

C. VETS?200 Report

The Veterans' Employment and Training Service (VETS) 200 reports are, in
essence, a subset of the ETA 9002 data, but only apply to the activities of job
seekers who ether registered with or received services from Local Veterans
Employment Representatives (LVERSs) and Disabled Veteran Outreach Program
staff (DVOPs). This enables VETS to evaluate the outcomes related to these two
programs.



1. INSTALLATION

Step 1 — Uninstalling the Application

Before you install a new version of the ES software you should uninstall the
existing version of the software. Please follow the normal process for uninstalling
software on your computer. Inaddition, if you are using SQL make sure to archive
and erase your previous SQL database, as thiswill not happen automatically during
the uninstall process.

To uningtall the ES software using Windows 2000 or Windows XP, select Start,
then Settings, then Control Panel. In the Control Panel, double click on
Add/Remove Programs. Click on ES. Then click on Remove. Follow the
Install Shield instructions to remove the software.

Users may need to contact their system administrator in order to uninstall the
application.



[1. INSTALLATION
Step 2—L oad CD ROM/Download from I nter net

Before starting installation of the software, quit any other programs that may be
running. Insert the setup CD into the CD-ROM drive and open up the CD-ROM
directory, or download the software to your PC through the Internet from
http://www.uses.doleta.gov/dv/. Do not download the software to your C:\Program
Files\ folder. Thisisthe default installation location, and the software setup cannot
be started from the same location in which it will be installed.

Click on “Setup.exe”’. The InstallShield Wizard window will pop up. Click on the
“Next” button. Complete the Customer Information window as necessary, and
click on “Next.”

Users may need to contact their system administrator in order to instal the
application.

Minimum System Requirements:

Operating System — Windows 98 or better

RAM - 128 megabytes

Disk Space — 256 megabytes

Processor — 100 mhz Pentium |11 (or equivalent processor)
Suggested screen area— 800x600



1. INSTALLATION

Step 3—Choose Destination L ocation

The Choose Destination Location window of the InstallShield Wizard Setup allows
the user to select the installation directory. The software defaults to C:\Program
Files\ES, as shown in the Destination Folder text box. To install the software in a
different folder, click on the Browse function and navigate to the desired location.
Make note of the software directory that is selected if using a location other than
the default C:\Program Files\ES.

Even if you have completely uninstalled a previous version of the software, it is
possible that there are registry remnants that can be detected by the InstallShield
Wizard. Consequently, the following screen may appear. If this screen does not
appear, simply follow the ensuing prompts by clicking “Next”, as the Setup Type
window is not a required element for successful installation. If the Setup Type
window does appear, select Typical and then click Next.

InstallShield Wizard

'y

Setup Type
Select the Setup Type to inzstall

Click the type of Setup you prefer, then click Mext.

..................

& Typical Program will be inztalled with the most common optionz. Becommended for
""""""""" ) most uzers.

" Compact  Program will be installed with minimum required aptians.

" Custom f'ou may chooze the optionz pou want to inztall. Recommended for advanced
LIZETs,

[nztallS hield

¢ Back | Hest > I Cancel




1. INSTALLATION

The Start Copying Files window will appear next. You do not need to change any
settings in this window, so click “Next”. When installation is complete, the
InstallShield Wizard Complete window will pop up. This window may prompt
you to restart your computer.

Step 4—Restarting Computer

After completing the ES InstallShield Wizard installation setup, reboot your
computer before continuing any further. If the InstallShield Wizard Complete

window does not prompt you to restart your computer, simply restart the computer
as you would normally.



1. INSTALLATION

Step 5—Select the Driver—For MS ACCESS Database

During installation, the application automatically sets up the ODBC to the default
database ES.mdb with the DSN of ESDV.

Follow Step 5 to add a database, access the demo database, change the default
database, or install the application somewhere besides the default location. Skip to
Step 8if you areusing MS SQL Server.

Go to the Settings—Control Panel. In the Control Panel window select ODBC
Data Sources {32bit} if using Windows 98. If using Windows 2000, select
Administrative Tools and then Data Sources (ODBC.) Double click.

Administrative Tools

File Edit Wiew Faworites Tools  Help

s=Back ~ = - | ‘@ search [ Folders @| L O 5 o) | -

address adrinistrative Tools

Mame ¢ | Size | Tvpe | Modified |
ﬁ] Component Services 1KE Shorkout 3/5)2002 2:02 PM
Cu:-mputer Management 2KB Shorkout 3/5/2002 2:08 PM
& -, Data Sources (ODBC) 2KE  Shortcut 10/8/2002 9:18 AM
E Event Wigwer ZKE Shortouk 315902002 2:058 PM
@ Local Security Palicy ZKE Shortouk 3/5)2002 2:038 PM
@Perfarmance ZKB Shorkout 3/5/2002 2:08 PM
%Services ZKE Shorkout 3/5/2002 2:08 PM
ﬂTelnet Server Adminiskration ZKE Shorkouk 31512002 2:05 PM




1. INSTALLATION

In the ODBC Data Source Administrator window, on the User DSN tab, click
“Add,” regardless of the data source name that is highlighted.

€10DBC Data 5ource Administrator EE

Uszer DSM | Systern DSN | File DSN | Drivers | Tracing | Connection Podling | &baut |

| Driver | 2dd... |

Microzoft dBaze Driver [*.dbf]
Microzoft Ewcel Driver [7.xlz) Bemove |
FaowPro Files Microsoft FaxPro Driver [#.dbf)

Uzer Data Sources:

OIS SOL Server Configure. .. |
M5 Access 97 Databaze  Microzoft Access Driver [*.mdb)

Tent Files Microzoft Text Diriver [0t = cov)

o Diriver do Microsoft Access [*.mdhb)

Uioe Diriver do Microsoft Access [*.mdhb)

Wizual FouPro Database  Microzoft Wisual FoxPro Driver

Wizual FoxPro Tables Microzoft Wisual FoxPro Driver

A ODBC Uszer data source stares infarmation about how bo connect o
the indicated data provider. & User data zource is only wizible to pou,
and can only be uzed on the curent machine.

(0] I Cancel e ] Help

In the Create New Data Source window, select the Microsoft Access Driver (.mdb)
and click “Finish.”

Diriver da Microsoft para arguivos testo (%t *oev] 4
Diriver do Microsoft Access [*.mdb)

Diriver do Microzoft dBase [*.dbf] 4
Diriver do Microzoft Excel[*.xlz)

Driver do Microzoft Paradox [*.db |

Driver para o Microzsoft Vizual FoxPro

icrozoft Access-Treiber [*. mdb]
icrozoft dB aze Driver [*.dbf)




1. INSTALLATION

The ODBC Microsoft Access Setup window will pop up. Enter the data source
name, which is“ESDV” and the description, which is ES database. Then go down
to “Database” options and click the “ Select” button.

Note that all database setups in SQL or Access must have a data source name
beginning with the prefix “ESDV” and there should be no spaces in the data source
name. For example, users should enter “ESDVDemo” as the data source name for
the demo database included with the software application. This ensures that these
additional databases will appear in the Switch Database function. For more
information about the Switch Database function, see Section F of Chapter IV:
Reference Guide.

21

[ata Source Mame: IE SO0

E

D escription: I
Cancel |
— Databaze
Databaze: Help |
Select... | Create. .. | Bepair... Compact... |
Advanced... |

— Suztem Databaze

i+ MNone
i~ Databaze

Sugtem Matabaze, ..

Optione: =




1. INSTALLATION

The Select Database window will pop up with your C: drive and file folders
(unless you have chosen to save the file elsewhere). Open the Program Files folder
and scroll down until you see the ES folder. When you open this folder up, the
ES.mdb and ESDemo.mdb should appear in the left window. Highlight the
applicable fileand click “OK.”

If the software was installed in a different directory, follow this procedure using
the appropriate directory.

Select Database

ES mdb = et 2]
ESDemo.mdb [ Program Files

Aocess Databazes [".mn |_ |

Click “OK” on each of the open screens to close them.

10



[1. INSTALLATION
Step 6—Fixing Database/Data Source Errors During I nstallation

For some users of Windows 2000, XP and NT, the data source may not be linked
to the correct database or to any databases, which prevents the application from
functioning. Thisis usually indicated by the opening splash screen “freezing” and
not letting you proceed further.

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

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

If you are still experiencing difficulties accessing the software after checking the
data source, you should consult your system administrator.

11



[1. INSTALLATION
Task 7—Manually Registering Files

While installing the ES data validation software, users may get an error message
stating that afile is not registered or cannot be found. In certain cases, users may
get this error message after the software has been installed instead of during the
Installation process.

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

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

regsvr32 "PathName'

where “Pathname” is the full location of the file including the file name given in

the error message. Type in the entire pathname and filename with quotes around it.

For example, users with Windows 2000 or XP would type the following in

response to an error message noting that the file crviewer.dll is not registered:
regsvr32 "c:\Program Files\ES\crviewer.dll"

Windows NT users would typein:

regsvr32 "C:\winnt\system32\crviewer.dl|"

This manually registers the file that did not register during the batch installation
process. Repeat this process for each unregistered file, and reboot your PC.

12



[1. INSTALLATION
Step 8—Createthe SQL Database—For MS SQL Database Users Only

Since the Access database has a maximum capacity of 1.0 gigabytes, states with
very large data files may prefer to use the SQL database version of the ES
software. The user functionality of the Access and SQL databasesisidentical.

A file named ES.sql is located in the ES folder. This file contains the SQL code
required to create and load a SQL database version of the ES software. A new
SQL database must be created whenever a new version of the software isinstalled.

The following steps are necessary to create the SQL version of the ESDV
Software:

1. Openthe ES.sql file.
2. Modify the “CREATE DATABASE” part of the code to direct the database to
a valid folder on your network. As shown in the screen print below, users

should modify the path and file name that follows “FILENAME=N"".

3. Once you have modified the ES.sgl file, use SQL Query Analyzer to run the
ES.sql script file.

&} ES.5ql - Notepad - [O] x|

File Edit Format Help

[F ExISTS (SELECT name FROM master.dbo.sysdatabases wWHERE name = M'ES') i’
DROP DATABASE [EsS]

(0]
CREATE DATABASE [ES] OM (MAME = W'ES_Data', FILEMAME = M'C:\MSSQL7hwdata“wES_Data.MDF' , SIZE = 200, FILEGROWTH = 10%) LOG ON
G0

exec sp_dboption N'ES', N'autoclose', W'false’
GO

exec sp_dboption N'ES', N'bulkcopy', N'false’
50

exec sp_dboption N'ES', N'trunc. log', N'false’
50

exec sp_dboption N'ES', N'torn page detection', N'true’
Lela)

exec sp_dboption N'ES', N'read only', n'false’
G0

exec sp_dboption N'ES', N'dbo use', W'false’
GO

exec sp_dhoption N'ES', N'single’, N'false’ -
1

13



1. INSTALLATION

The SQL database is created once these steps are compl ete.

After the SQL database has been created, nine text files need to be imported into
the SQL database. Listed below are the names of the nine text files located in the
ES folder. Each file name corresponds to the table name in the database. Select
each one and import it into the SQL database.

tbl System.txt tblRecordL ayout3.txt

tbl Support.txt tbl RecordL ayout2txt

tbl SamplingDef .txt tbl RecordL ayout.txt

tbl ReportedCounts.txt tbl ReportingSchedul e.txt

tempTbl EtaQ00A .txt

Follow these steps to import each text file into atable:

4.

5.

6.

1. Open Enterprise Manager and find the ES database on your server.
2.
3. Right-click on the table you want to import and select All Tasks>>Import

Open the ES database and click on Tables.

Data.

The Import Data Wizard should open. Click Next and choose your Data
Source (Text File) and browse for the related .txt file of the table. The
default location of the .txt filesis C:\Program Files\ES.

Click Next throughout the Wizard until the text file is successfully imported
into the table.

Proceed with same process until al nine text files are imported successfully.

Once all nine files are imported, the SQL version will be ready to run.

14



1. INSTALLATION

Step 9—Select the Driver—For M S SQL Database Users Only

Prior to selecting the driver, you must create the ES database in SQL server, as
described in Step 8. To select the driver go to the Settings—Control Pandl. In the

Control Panel window select ODBC Data Sources {32bit}.

If using Windows

2000, select Administrative Tools and then Data Sources (ODBC.) Double click.

3 Administrative Tools

Adminiskrative Toaols

% Component Services 1KE

ZFKE
] 3 is ) ZKE
Event Yiewer 2B
E Local Security Policy ZKB
ﬁPerFDrmance ZKB
%Services ZKE
EETeInet Server Adrinistration 2KB

15

Shortcut
Shortouk
Shortout
Shorkout
Shortcut
Shortouk
Shortouk
Shorkouk

ane © | oseefmype [ vodfied |

3/512002 2:02 PM
/542002 2:08 PM
10/8{2002 9:18 AM
3/542002 2:08 PM
/542002 2:08 PM
3/512002 2:08 PM
/542002 2:08 PM
3/542002 2:08 PM



1. INSTALLATION

In the ODBC Data Source Administrator window go to the System DSN tab, and
click the“Add” button.

#10DBC Data Source Administrator EH |

Uszer D5k System DSM |File DSH I Driversl Tran::ingl Cornection F"n:u:nlingl Aot I

System Data Sources:

M ame | Drriveer | - Add... |
LCRGLP CR SOLBaze
ECDCMuzic Microzoft Access Driver [*.rdb) Bemove |
ESDn Microzoft Acceszs Driver [*.rmdb)
ESOVESKS Microzoft Access Driver [*.rmdhb) Configure. .. |
ESDVID Microzoft Access Driver [*.mdb)
ESDWMS2 Microzoft Access Driver [Frmdb]
k5 P D Microzoft Acceszs Driver [ MDE]
scaalcoffes Microzoft Access Driver [*.rmdb)
TasD atay al bicrozoft Access Drver [*MDB]
TaAN Microzoft Access Driver [ MDE]
(] ity Microzoft Access Driver [*mdbl T
An ODBC Syatem data source stores information about how to connect to
the indicated data provider. & System data zouwrce iz vizible to all uzers
an thiz machine, including MT services.

| F. I Cancel Apply Help

16



1. INSTALLATION

In the Create New Data Source window, select the “SQL Server” driver and click
“Finish.”

Create Hew Data Source E3

Select a driver for which you want to set up a data source.

M ame | 1 il
Microzoft Paradox Driver [*.db ]
Microzoft Parados-Treiber [*.db ]
bicrogoft Test Driver [*.kxt; * cav]
bicrozoft Test-Treiber [*.kat: * cewv]
ticrozoft Yizual FoxPro Driver
Microzoft Yizual FoxPro-Treiber
Powwer SCL Internet Diriver

SA5

]
4

= Harh I Finizh I Cancel

17



1. INSTALLATION

In the Microsoft SQL Server DSN Configuration window enter the data source
name, which is“ESDVsgl.” Enter the description, which is “ES Data Validation.”
Select the Server Name that contains the ESDV database. Press Next to continue.

Microsoft SOL S x|

Thiz wizard will help you create an ODBELC data source that you can use to
connect ko SOL Server.

“what narme dao pou want ko uze to refer to the data zource?

M ame: IE S0 aql

Haow do wou want to describe the data source?

Description: IES D ata Walidation

Wwihich SOL Server do pou want to connect to?

Server I vI

Finizh I Mext » Cancel | Help |

In the Create a New Data Source to SQL Server window, double click on the
second bullet, “With SQL Server authentication using alogin ID....." Then enter
Login ID “ESuser”, Password “es.” Press Next.

Create a Mew Data Source to SOL Server

Haow should SAL Server verify the authenticity of the login (D7

£ with Windows NT authentication using the network login (D

o "ith SOL Server authentication uzing a login |0 and passward
entered by the uzer.

To change the netviork library used to communicate with SOL Server,
click Client Configuration.

Client Configuration. ..

Connect ta SOL Server to obtain default zettings for the
[ Lonn L Server to c
additional configuration options.

Login [D: IE Suzer

Pazsword: I""

< Back I Mewxt = I Cancel Help

18



1. INSTALLATION

On the next Microsoft SQL Server DSN Configuration screen that appears, press
Next.

Microsoft SOL Server DSN Config |

[ Change the default databaze ko

|Es -
[T attach database filename:

[ LCreate temporarny stored procedures for prepared SEL statements
and drop the stored | procedures:

= Drly when vou disconnect

wihen vou disconnect and &z appropriate while pou are
cannected!

W Use AMS] quoted identifisrs.
W Use AMSI nullz, paddings and warkings.

r Uze the failover SAL Serer if the priman SEL Server is not
awailable.

< Back MNest » Cancel Help

Press Finish when the next SQL configuration screen opens.

Microsoft SQL Server DSN Configuration

[ iChange the language of SOL Server spstem meszages tod

|English ~|

v Perform translation for character data

Uze regional settings when outputting currency, numbers, dates and
r times.

[ Save long running queries ko the log file:

|CHOUERY.LOG Browse... |
Long query time [millizecondsz]: IEDDDD

[T Log ODBC driver statistics to the log file:

|C:HSTATS.LOG Browse.., |
< Back I Finizh I Cancel I Help

19



1. INSTALLATION

Click on Test Data Source in the ODBC Microsoft SQL Server Setup window to
test if you are successfully connected to your SQL server.

DDBC Microsoft S0L Server Setup ﬂ

A new ODBC data source will be created with the following
configuration:

Microsoft SAL Server ODBC Driver YWersion 03. 70,0961 ;I

D ata Source Mame: ESDYW =gl

Data Source Descrption: ES Data WWalidation
Server MPR22

D atabaze: [Default)

Language: [Default]

Tranzlate Character Data: ves

Log Long Running Queries: Mo

Log Diriver Statiztics: Mo

Uze Integrated Security: Mo

Uze Regional Settings: Mo

Frepared Statements Option: Drop temparary procedures an
disconnect

Usze Failowver Server: Mo

Usze aMS] Quoted |dentifiers: v'es

Usgze AMS] Mull. Paddings and W amings: vVes

I-

Te=t Data Source. .. ak I Cancel I

Click OK on the Test Results screen if the connection is successful. Click OK
until you return to the Control Panel. It is not necessary to reboot before using the
application.

— Test Results

Ficrozaft SOL Serser ODBC Driver Yersion 03700961 ;I
Rurning connechivity tests.

Attempling connection

Connection establizhed

Werifying ophion =ettings

Dizconnecting from server

TESTS COMPLETED SUCCESSFLULLY!

Ok |

20



1. TUTORIAL

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

A. Signing In

Section A describes how to open and sign in to the software for specified reporting
periods and for job seeker or job opening data. This section aso describes how to
change the reporting options after the initial signin.

B. | mporting Records

Section B describes how to build and import files of job seeker and job opening
records, so the software can produce and validate the 9002 and VETS 200 reports.
This section also describes how to access and review duplicate detection and error
reports of records rejected by the software during the import process.

C. Reporting and Report Validation

Section C describes how to use the software to prepare the quarterly 9002 and
VETS 200 reports, as well as how to use the software to conduct report validation
If the quarterly reports are produced in another way. This section describes how
to produce federa report facsimiles and exportable files (to upload to LERS,
ETA’s Labor Exchange Reporting System), access and review the report validation
summary, and access and analyze job seeker records by performance outcome
group. This section aso describes how to upload report validation results to
ETA’s Data Reporting and Validation System (DRVS).

D. Data Element Validation
Section D describes how to conduct data element validation for a sample of job
seeker records. The data e ement validation instructions cover how to access and

utilize the on-line worksheets, and how to print the worksheets. The instructions
also cover how to upload state DEV resultsto the DRVS.

21



1. TUTORIAL
A. Signingln
Step 1—Opening the Software

Go to the Start menu, click on Programs, and then scroll to find ES. Click on ES
to open the software. Anicon of the program is also available on the desktop.

22



1. TUTORIAL
Step 2— Sign In Screen

The Sign In screen provides the user with job seeker or job opening group, report
guarter, and state options to select in generating federal reports or conducting
validation.

1. First, select the Group to be validated from the pull down menu on the
top left of the screen. Group 1 consists of job seekers reportable on the
9002 A-D and VETS 200 A-C reports. Group 2 consists of job openings
reportable on the 9002 E.

2. Second, enter the postal code abbreviation for your state in the State
field. Thislabels all worksheets and reports with the state abbreviation.

3. Third, select the program Report Quarter being validated from the
Report Quarter drop down menu. Chapter V of this User's Guide
specifies the date ranges that are autofilled on the sign in screen for each
program report quarter through 200404.

& U003 - Sign In

1-9002 A-D, VETS 200 &4-C ¥

TR

23



1. TUTORIAL

Users must click on the “Sign In” button to register the group, state, and report
quarter selections. After logging in alist of tips will pop up that provides brief
explanations of each function. This tips list can be deactivated by unchecking the
Show Tips at Startup box under the File menu.

The ES program year begins on July 1, with the first program quarter ending on
September 30, the second program quarter ending on December 31, the third
program quarter ending on March 31, and the fourth program quarter ending on
June 30. For example, 200401 is the first quarter of program year 2004 (July 1
through September 30, 2004).

For each group, the Start Date and End Date of the period being validated are
autofilled based on the applicable reporting period time frames. For both groups,
the application will accept aternative dates for management or other purposes,
including dates prior to the program start on July 1, 2002. The date ranges may be
overwritten if aternate time frames are needed, by selecting the calendar and
double clicking on the appropriate year, month and day. All three fields must be
selected for this feature to register the date selected.

For Group 1, which covers the 9002 A - D and VETS 200 A - C reports, the job
seeker’s registration date or most recent staff assisted service date (within a valid
registration year) must be between the start and end dates on the sign in screen to
be countable on each report. The autofilled dates on the sign in screen match those
in the reporting schedule in Chapter V of this user's guide. The VETS200A - C
dates track to the 9002 dates. Section B of this chapter provides more information
about building the file of job seeker records.

For Group 2, which covers the 9002 E job openings report, the job opening
received date must be between the start and end dates to be countable on the 9002
E report.

States using the demo database to learn about the software’s functionality can
select either Group 1 or Group 2 on the Sign In screen. The Group 1 demo Report
Quarter is 200301. The group 2 demo Report Quarter is aso 200301. See page 9
of this User’s Guide for more information about accessing the demo database.

24



1. TUTORIAL

Step 3—Change Reporting Options

This function opens an expanded version of the Sign In pop-up window, where the
user can change the report quarter, the job seeker or job opening group, the
reporting period start and end dates, and the WIB/Office, Office/Case Manager and
User Field filters within a group.

On the Change Reporting Options menu select Change Reporting Options.

After changing the reporting parameters, the user must click on the “Save” button
for the changesto register.

& U003y - Change Reporting Options

15002 0.0, vETS 200
EECR

BERLIN OFFICE = | CPERATIONS -

25



1. TUTORIAL

The Change Reporting Options screen can be used to import both group 1 and
group 2 files in the same session. After importing the group 1 file into the
application, change the reporting options to group 2, click on “Save’ and then
import the group 2 file.

This screen can also be used to select and view subsets of the imported records.
By selecting a WIB/Office filter, an Office/Case Manager filter and/or a User Field
filter the user can view subsets of the imported records. The WIB/Office,
Office/Case Manager and User Field drop down menus reflect the data values that
appear in the corresponding fields in the imported records.

After selecting filters from the drop down menus and clicking on Save, the source
table, report validation table, report validation summary, and facsimile reports will
al be reconfigured to reflect the data and results for the selected substate unit.
(Currently, the software treats records with multiple office identifiers as belonging
to aunique office, rather than to each of the multiple offices identified.)

The selected substate unit appears in the footer of the report validation summaries
and facsimile reports to distinguish them from the state level reports.
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B. Importing Records

Two state data files for the period being validated are imported into the software.
One file consists of job seeker records (group 1) and the other consists of job
opening records (group 2).

Step 1—Create Files of Job Seeker and Job Opening Records Based on the
Record Layout Specifications

The record layouts for both files are provided in Chapter VI of this User’s Guide.
The group 1 record layout covers the 9002 A-D and VETS 200 data; the group 2
record layout covers 9002 E data. Many data elements and data formats on the
Group 1 record layout are based on the WIASRD for consistency. Both the group
1 and group 2 extract files should be generated at the end of the report quarter.

To view the record layout for the group selected on the software sign in screen,
open the Import Data menu, and select Sour ce Table Record L ayout.

The extract files must be in ASCII, comma delimited .txt format. The software will
also accept comma separated (CSV) files if necessary. Fields must be in the order
listed on the record layout. Mandatory fields are specified. Blanks are acceptable
in optional fields. However, blank or null values are not valid for mandatory fields
and will result in the record being rejected. Although not a mandatory field, a null
value in Date of Registration will result in the record being rgjected. States should
either put the values shown in the record layout, or leave the field blank. Values
not listed in the record layout should not be included in the extract file as they
might impact the report/validation calcul ations.

There is an extra field called “User Field” listed at the end of each record layout.
This field can be used for any additional data element that the state wishes to
include. States are not required to use this field. However, states may want to use
this field to organize the source table on a substate level, since the user field
appears as afilter on the change reporting options screen.
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The group 2 extract file, beginning with the fourth quarter of program year 2002,
will always contain four quarters worth of job openings on arolling four quarters
basis. States might need the “User Field” as a workaround for preparing the group
2 job openings file. If the state’'s system cannot easily generate records of job
openings, but only of job orders, the state will need to convert its job order fileinto
a job openings file. This can be done with the user field if in the state every job
opening within ajob order isidentical for reporting purposes. Following the group
2 record layout, pull an extract of job order records putting the number of job
openings for the job order in the user field. Then create a routine that will multiply
that job order record by the number in the user field to obtain the proper number of
job opening records to load into the reporting/validation application.

The group 1 extract file, beginning with the second quarter of program year 2004,
will always contain ten quarters worth of data on job seeker registrations and
services. In the group 1 file, the state should include a separate record for each
discrete registration year for a given job seeker. The registration year concept is
described in the ET 406 handbook, with registration year parameters discussed in
Appendix E of the 406. The registration year is measured in quarters rather than
days, so that regardiess of when during a quarter a job seeker is registered, the
registration year will end on the last day of the third quarter following the
registration quarter.

In terms of the group 1 file, the following example illustrates potential records for
agiven job seeker.

» Job seeker Smith registers on 7/1/2002 and receives services throughout the
registration year which ends on 6/30/2003.

» Job seeker Smith receives services on 7/1/2003 and begins a new registration
year which ends on 6/30/2004.

» Job seeker Smith receives services on 7/1/2004 and begins a new registration
year which ends on 6/30/2005.

In preparing the group 1 extract file for the 9002/VETS 200 reports due on

2/14/2005, the state should include three separate records for job seeker Smith, one
for each discrete registration year of Smith's involvement in the LX/VETS
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program. Chapter V provides more information about the registration year cohorts
included on each set of quarterly 9002/VETS 200 reports.

For many job seekers, the group 1 extract file will contain up to but no more than
three discrete registration year records, depending on how frequently the job seeker
has received services. However, beginning with reports due on 2/14/05, states may
have up to four records for a given job seeker, if that job seeker received services
while a transitioning service member (TSM) and again later as a veteran. States
must create a registration year record reflecting the job seeker’s status as a TSM,
and a new record reflecting the job seeker’s veteran status even if the job seeker
becomes a veteran within the origina TSM registration year. For example, job
seeker Jones, who is a TSM, registers on 7/1/2004 and begins a new registration
year which would normally end on 6/30/2005. Job seeker Jones leaves the military
and becomes a veteran on 1/1/2005. He receives services on 1/2/2005. In this
scenario the state creates two records for Jones. The first record has a registration
date of 7/1/2004 and the second record has a registration date of 1/2/2005. The
software will accept both records because the first isa TSM and the second is a
veteran, even though the registration dates are not four quarters apart. Each record
Isincluded for afull cycle of reporting on the 9002/VETS 200 reports.

Each registration year record should be constructed based on the group 1 record
layout keeping the following field parametersin mind.

« Fields 1 through 31 represent the job seeker’s characteristics at registration,
and remain fixed for the life of the registration year record.

« Fields 32 through 70 represent service dates during the registration year; as
such, the state may include new service date information in these fields as
appropriate during the registration year. At the end of the registration year
the data in fields 32 through 70 would also be deemed to be "fixed".

» Fields 71 through 78 represent data used in outcome measurement, and must
be updated as subsequent quarters of wage and employer information
become available. As soon as the state obtains data for wages in the 4th
guarter after the job seeker’s registration quarter, fields 71 through 78 would
be deemed to be "fixed" and the state would not need to update this
particular registration year record any further.
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Each discrete registration year record for ajob seeker has alife cycle of 10 quarters
of being reported on the 9002/VETS 200 reports, beginning with the registration
guarter. The record is reported for four quarters on the A/B and top portion of the
VETS 200 reports alone, and then six quarters on the C/D and bottom portion of
the VETS 200 reports. Of the six quarters in which the registration year record is
measured for performance outcomes, the record is measured for entered
employment only in the first two quarters, both entered employment and retention
In the next two quarters, and retention only in the last two quarters.

If the registration year record remains in the extract file in the eleventh quarter
(registration quarter plus ten) it will be rgected by the software. States should
refer to Chapter V of this user’s guide and the 406 handbook for more information,
and contact MPR at ESTA @mathematica-mpr.com with any questions.
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Step 2—Import Extract File

Once the data are formatted according to the record layouts, open the Import Data
menu and select Import From Extract File. Select the file to be imported using
the Select File box. Click Open to continue.

When the Import File box opens, press Yes on the smaller ES box to continue the
loading process. Once this is done, the Import File box will display counters for
both the number of records imported successfully and the number of records with
errors. The Import File box aso includes a cancel button that can be used to stop
the loading process.
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To view the imported file, open the Import Data menu and select View Source
Table. Thisisaread only screen. However, all columns in the Source Table are
sortable to facilitate state review of the imported records. To count the number of
records with a particular characteristic in the source table, sort by the applicable
column and then place the cursor on the last row that contains that data element.
The application will show that row number in red at the bottom of the screen. The
total number of records in the source table is provided on the lower left corner of
the screen.

Group 1 Sample Source Table

1 1 1947070 1 20020701 1 3 2 2 2
2 2| 13420214 1 20020701 3 2 2 2
3 3| 13430404 1 20020701 3 2 2 2
4 41 19491009 20 20020701 3 2 2 2
5 S| 1953071 1 20020701 1 3 2 2 2
g B| 19730531 1 20020701 3 2 2 2
¥ 7| 19841126 2 20020701 3 2 2 2
g g 19630101 1 20020701 3 2 2 2
9 9| 19710310 2 20020701 3 2 2 2
10 10 19410622 2 20020701 3 2 2 2
11 11 13421006 1 20020701 1 2 2 2
12 12| 19320308 1 20020701 3 2 2 2
13 13| 19621216 20 20020701 3 2 2 2
14 14 193611 1 20020701 3 2 2 2
13 12 192907 20 20020701 3 2 2 2
16 16| 1961120 20 20020701 1 2 2 2
17 17| 19821107 20 20020701 3 2 2 2
18 18| 194603 1 20020701 3 2 2 2
19 19 19520601 1 20020701 3 2 2 2
20 200 19371010 1 20020701 3 2 2 2
| il 19670625 2 20020701 3 2 2 2
22 22| 19700903 2 20020701 3 2 2 2
23 23 197403 20 20020701 3 2 2 2
24 24| 19658071 1 20020701 3 2 2 2
23 23| 19741003 1 20020701 3 2 2 2
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It may take some time for the data to be imported, depending on the size of thefile.
The following table shows the length of time that states using the default software
installation creating Access (.mdb) files (not SQL) can expect for the import of
files for job seekers (Group 1.) The import process for these files was tested on
both a Pentium 4 and a Pentium |11 computer.

Estimated Timeto Import Large Files
ES Group No. of Records | Pentium 4 Import Pentium [11
Imported Time Import Time
ES Group 1 Job 800,000 7.5 hours 9 hours
Seekers

The Pentium 4 and Pentium 111 computers had the following specifications.

Pentium 4 Pentium I11
1.8 ghz processor 866 mhz processor
256 meg RAM 256 meg RAM
40 gig HD 10gigHD
512 meg virtual memory 512 meg virtual memory

These computers were dedicated specifically to testing the import times of ES
records (i.e. no other functions were being carried out on these machines while
import tests were being conducted). Prior to each import, the database was
compacted and unnecessary files were deleted/removed from the system (i.e.
emptying recycling bin, running “disk clean up” function in Windows, etc.) to
maximize system efficiency and free up hard disk space. It is aso important to
close al other programs prior to import to allow optimal memory for importing
large files.

Import times reflect the total time required for completion of the import.
However, use of the various functions and validation techniques of the software
can take anywhere from several seconds to nearly 15 minutes depending on the
size of the import file and the capabilities of the user’s computer.
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The import times depend not only upon system capabilities, but also on the
number and density of the records. The Microsoft Access database has a
capacity of 2 gigabytes, thus, the number of records imported is contingent
upon the amount of data and number of completed fields in each record.
“Overflow’ errors are an indication that the Access database has reached
maximum capacity and will present as either Windows errors or as import
errors within the ES software. “Overflow’ errors will be written to the
importerror.txt file indicating that the “database has reached maximum size.”
Testing of the ES software indicates that files of more than approximately
950,000 records will generate overflow errorsin Access.

States with very large data files may use the SQL database version of the ES
software. Performance will vary for states using the SQL version based on
server speed and contention with other users.
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Step 3—Review Error Reports

When the extract files are loaded, the software reads each record to ensure that all
fields are valid based on the record layout. Duplicate records and any records with
invalid data or missing data in mandatory fields are rejected. For example, records
without registration dates are rejected, as are records with registration dates outside
the Start Date and End Date parameters on the sign in screen.

An error report is produced for each group, which lists the rgected records, their
observation numbers, and the general type of error that caused the record to be
rgiected. If no errors are found, no error report is produced.

The error report is automatically saved to the C:\Program Files\ES folder and is
titled importerror.txt. To save each error report, the importerror.txt file should be
renamed so that it is not overwritten by subsequent error reports.

Sample Error Report

Ej ImportError.txt - Notepad !E[ E
i |T§_:Iit Format Help

errors in Tile: aDoL2NeTANSOTTware applicationsheEshTestingitest Tiles“ES Master Test :J
Grp l.csw on 1952003 12:30:38 PM

Error with COBS code - 20%6. [Microsoft][CoDBC Microsoft Access Driver] Too few
parameters. Expected 4.

, 2056, '2056" ,NUTT, NuTT, 20020700, MUl T, MUl T, MuT T, NuTT, MuT T, MuTT, MUl T, NuTT, NuTT, MUl T, Mul1, p
UTT, M T, M1 T, M1, M1 T, MU T T, a1, Wu 1 T, §uT T, T T, M T, M1, Mu T, M1 T, a1, M 1, Mul 1, jull
GMUTT, MUl T, W1 T, WU T T, M T T, Mo T, M T T, Wt T, T T, Mo T T, Mu T T, WU T, MuT T, M T T, Mo T, Mud T, MuT T, MU
T, W1, Wu 1T, MuT T, a1 T, Mu T T, WUt T, MuT T, MU T, M T T, M1 T, M T, MUl T, Mu ] T, Mul T, juT T, Ml T, Ml T,
Mull, 8, B,C, D, mMulT, Y, talpha

wages ', 'N1', "', 0,1,6747103,6,0, 0701702, NULL, NULL, NULL, O, 0,0,0,"","",0,0,0

Error with 0BS code - 2066. object reguired Registration Date is required.
2066:2066!!ssss!!sss!:ssss!:ssss!!ssss!!sss!:ssss!!ssss!!ssss:!sss!:ssss!!ssss!!ssss:!ss
MO Reg Cate,Q, '1l',40436614,0

OBS #2053,55W #2053 - uUnable to assign -- some columns do not meet data reguirements
(e.qg. date or other field format, or field missing.)

OBS #,55M #2064 - Unable to assign -- some columns do not meet data requirements (e.q.
date or other field format, or field missing.
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The error reports should be viewed as a diagnostic tool that identifies the records
with errors and the type of error. The software generates two types of errors —
Import errors and assignment errors.

Import errors may occur when the number of columns in the extract file
does not match the number of columns specified in the record layout. A
common error message in this situation is: “Object required error in column
##. Item isrequired.” States should compare their import file format to the
source table record layout to determine why the number of fields/columns
does not match. As shown in the sample error report for observation 2066,
when the registration date is missing, the error report will specify “Object
required. Registration date is required.” In addition, records may receive a
“data type mismatch” error if field values are switched, specifically if text
values are placed in anumber field.

Staff-Assisted Service Date errors may occur if dates for any staff-assisted
service are outside of the registration year. The message in the error report
would say “Staff Assisted Service is more than 4qtr from the Reg Date”.
For a particular registration year, any associated staff-assisted services must
be within three quarters after the registration quarter.

Assignment errors may occur if data values are out of the required range.
As shown in the sample error report for observations 2053 and 2064, the
error message will state “Unable to assign — some columns do not meet data
requirements (e.g. date or other field format, or field missing.)” For
example, records with registration dates outside of the range on the sign in
screen will appear on the error report with this message.

After reviewing any error reports that are generated, ADP staff should determine if
the extract files must be regenerated or reformatted and reloaded. If a very small
number of records are rejected, it may not be necessary to re-import thefile.
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Step 4—Review Duplicates

This function allows the user to view the duplicate job seeker records identified
and rglected by the software. There is no data entry required, it is used for
analytical purposesonly.

Click on the Report Validation menu and select View Duplicates.

This opens a window which displays all of the duplicate service records for the job
seeker group, including the observation number, SSN, the registration date and the
staff assisted service date that are used to determine duplicates. Whenever two or
more records for the same SSN have registration dates within four quarters of each
other, the most recent registration record is retained, and earlier registration records
within that registration year are rejected. The duplicate report displays the rejected
records, as shown in the sample screen print below.

Duplicate Detection Report

Obs SSN Registration Date StaffAssistedServDate

2 123 20000718 20000518

Beginning with version 2.01 of the software, dual track reporting of transitioning
services members (TSM) and veterans is allowed. If a TSM is registered with the
labor exchange, and then becomes a veteran within that registration year, the job
seeker should be reregistered as a veteran. The software will accept both the TSM
and veteran records even though their registration dates are within the same four
quarter period. More information about dual track reporting is provided in Section
B of this chapter.

There is no duplicate detection for group 2—job openings.
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Step 5—Repeat Same Process for All Groups

Follow steps 1 through 4 to import the data for both of the groups.
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C. Reporting and Report Validation

The software can be used to generate the eight quarterly 9002 and VETS 200
reports. The import files generate the reported values in facsimile format as well
as in files that can be uploaded to LERS. States input their customer satisfaction
data for inclusion on the 9002 C report, as described in Step 1—Enter Customer
Satisfaction Data.

Report validation is only applicable to states who do not use this software or
DART to generate the ETA 9002 and VETS 200 reports. In report validation, the
software compares the validation counts derived from the extract file to the actua
values reported by the states on the ETA 9002 and VETS 200 reports. To conduct
report validation, states must prepare and import a separate file of reported counts
for each report being validated. These separate files are identical in format to the
LERS report upload files used by many states for submitting their 9002 and VETS
200 reports.

Reporting is covered in Steps 1 — 3 of this section. Report validation is covered in
steps4 7.
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Step 1—Enter Customer Satisfaction Data
Click on the Report Validation menu and select Enter 9002C Cust. Sat.

Scor es/Counts. On the entry screen, key enter the state’ s reported scores/countsin
the appropriate cells. Click on the Exit button when done.

& UDD7T - Enter 9002C Cust. Sat. Scores,Counts

Job Seeker Customer Satisfaction Scare
I_ 9002CHAT-13 |# of Completed Surveys

I_ 9N02CIAT-14 | Sample Size

I_ 9002C/81-15  |Employer Customer Satisfaction Score
|_ Q002CAAT-16 (¥ of Completed Surveys

I_ SN02CIAT-1T | Sample Size
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Step 2—View Facsimile Reports

The View Facsimiles function displays a copy of the selected report in the format
presented in the ET 406. Click on the Report Validation menu and select View
Facsimiles. Using the View Facsimiles sidebar, select the applicable 9002 or
VETS 200 report to be viewed.

Sample Facsimile Report
ETA 0002 B Quarterly Report

Services to Veterans

State 19T Report Ine / #
Repert Period  F/1A2002 to 97230,/2002
A
Tatal Veterarie and Eligible Persons
Crmmmlatire For Fonmr Choarters Erding: 093002002
19-44 45-54 55+ Total

1 2 3 4
1 |Total fctire Weteran Tob Seebans 5 ] 3 ]
2 |Tfale 4 ] 2 f
3 |Female 1 ] 1 2
4 [Beceired Stafffecicted Senices 4 1] 3 T
5 |Career Cuidarce 1] 0 0 0
6 (Tob Search Actiwities 1] 0 0 0
T |Referred to Bmploymerd i ] 1] ]
% |Referred to WILA Serrices i ] 1] ]

The facsimile reports contain the validation values for each report item on the 9002
A-E and the VETS 200 A-C.
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If users have selected a WIB/Office or Office/Case Manager filter on the Change
Reporting Options screen, the facsimile report will be generated for that substate
level. The footer of the facsimile report will display the selected substate unit.

Click on the printer icon to print the facsimile report using alive printer. To print
the facsimile report in Adobe Acrobat (PDF) format, click on the export report
button to the right of the printer icon. Note that the facsimile report may not be
fully formatted on the screen or in print unless validation values have been
calculated for that report.
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Step 3—Export ETA Countsor VETS 200 Counts

This step produces a file compatible with the LERS for each of the five sections of
the 9002 report and the three sections of the VETS 200 report. Once generated,
these files can be uploaded by the state to the LERS system as the quarterly report
submission. Refer to the LERS  user guide  posted at
http://www.uses.dol eta.gov/rptvalidation.asp for more information about uploading
to LERS.

Click on the Report Validation menu and select either Export ETA Counts or
Export VETS-200 Counts. Next select the specific 9002 or VETS 200 report to
be exported. Once selected, the software will indicate that the file has been
exported by displaying the message “Done.”

The reports are automatically saved to the ES folder and are titled ETA9002A .txt,
ETA9002B.txt, ETA9002C.txt, ETA9002D.txt, ETA9002E.txt, VETS200(A).txt,
VETS200(B).txt, and VETS200(C).txt. To save each report, the files should be
renamed so that they are not overwritten by subsequent reports.

Sample Export File

& ETA9002C.txt - Notepad

Ele Edit Format Help
1M, UMY, 20020830, Tan02c", 0,
2N, UMY, 20020930, Ma002C", O,
L MM, UZ0020830", "G002C",
YWY, 20020530, "G00
UMDY, 200208300, "o002C”
LMY, TZ00Z20830", "G002C"
UMY, 20020530, "a002C",
UMDY, 200209300, Mo002C”,
LMY, TZO0Z20930", "G002C",
1ot YMat, 200209300, "002C"
11, UM, 200209300, "o02C", 0, .,
"1z, "Mat, "20o0z0%930", "a002c", 100, ,, ., ,
13T, UMY, 200209300, "002C", 200,,,,,
14, UMIt, 200209300, "9002C", 2000, ,,,
"1sY, "MaY, 200205930, "a002C", 100, ,, .,
"1e", UMIM, M200209300, "002C", 200,,,,,
AFT, UMY, 200209300, "002C", 2000, ,,,

(e Rl el
[l el ol

[l el el e

L= = ]

[l Rl

[l b

Ovrs
I:l!!!

WD G ] O B L)
=
[}
I
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Following the instructions in the LERS user guide, states can upload these files to
LERS as their quarterly report submission.

States may receive a LERS error on their upload stating, for example:

"The vaue in row 3 must be equal to the value in row 1 divided by the value in
row 2 for that column (5)."

This is because in some circumstances the reporting/validation software and LERS
round differently from decimals to whole number performance measurement rates.
If states do recelve such an error they should double check the numerator,
denominator and rate in the column indicated.

For example, using the above error message, column 5 of the export file may have
avaueinrow 1 of 20, avalueinrow 2 of 32, and avaluein row 3 of 62. Using a
calculator the actual rate is 62.5, but the value in the export file is 62. States
should manually change the value in the export file from 62 to 63, and reload.
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Step 4—Import Reported Data

Click on the Import Data menu and select Import Reported Counts. Note that
each import file should be formatted according to the reported count record layout
which is under the Import Data menu and in Chapter VI of this User Guide. The
format for the reported count record layout mirrors the import file format required
for LERS. The first four columns in each reported count file must have double
quotes (“ ") around the values.

In the example below for the 9002 C report note that fields 12-16, which are the
customer/employer satisfaction portions of the report, are included in the extract
file although they are not validated. Also notice the use of zeroes (0) and commas
(,) in the extract file. Zeroes indicated a O value in a position where a value could
be present. Commas indicate the row and column that is not reported on the
particular report.

&5 ETAO002C txt - Notepad H=] E3
File Edit Format Help

Tl”,"ES",”20040930","9002C”,633,94,539,368,?,626,4,5,229,0,403,11,0,633,62,5?1,49,6,0,44 -
Y2t "Es", "20040930", "0002C",15,0,15,4,0,15,0,0,11,0,4,0,0,15,12,3,0,2,0,0 =
LUESY, 200409307, "o002C", 492, 75,417,279, 5,4587,5,4,184,0,308,9,0,402,43,449,30,3,0,29

. 'ES","20040930", "o002C", 98,16, 82,66,2,96,0,1,27,0,70,1,0,58,4,94,15,0,0,10

. 'ES","20040930", "0002C",28,3,25,1%,0,28,1,0,7,0,21,1,0,28,3,25,4,1,0,45

CUES™, 200400307, 00020, 131, , . 706, s ssssas .. L8, 0,82

s ESY, M20040930", "O002C" 48, ,, 52, s asaasanasaas 53,0,54

LUESY, "20040030%, "0002C", 782,122, 660, 544,13, 78%,4, 4,245, 2,518,4,0,782,51,751,70,11, 0,75
H “ES“s ”20040930“3 ”9002(:”31040: - P I

"10", "ESY, 200409307, "0002C0, T8, ., 78, 4, s saa000500 s

”11”5 “ES“! ”20040930”! “9':”32':“54??5 B L T T

M2, "ESY, "20040930", "0002CT, 0.,y s a0

"13t, "ESY, "200409307, "0002CT, 00y u s s s as sy

”14”5 “ES“! ”20040930”5 --90O2Cu, P

M15M, "ESY, "20040930", "0002CY, 0,5, s ss a0

"16", "ES", 200409307, "9002C", 00y s u s arsasaaaa sy

] o

WD G ] o e L R

Select the file to be imported using the Select File box. Click Open to continue.
The Import File box will show the number of records imported. Repeat this
process for each reported counts file to be imported.
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Step 5—View Report Validation Summary

This function alows the user to view the report validation summary, which
calculates the difference between the validation values and the reported values. A
percentage difference is generated for each reported item. No data entry is
required; this option is aread only function.

Click on the Report Validation menu and select View Report Validation
Summary. Select the applicable summary from the sidebar. It may take severa
minutes for the first report validation summary to open after loading the validation
file. Two report validation summaries cannot be open at the same time. Users
must close one report validation summary before opening another one. Using the
printer and export icons on the upper left of the summary report, the summary can
be printed as a paper copy, saved as an image file (.pdf), or exported to Excel
among other options.

Sample Report Validation Summary

Report Validation Summary- 9002C
Period (01/01/2003 - 12/31/2003)
RptCell Description Validation Reported
Value Value Difference ‘o Diff
oo02csad-1 Job Sedcers - Entered Employmert 36,156 36,196 0 0%
[ u nelntlt Bel Job Sedcers - Entered Employmentvouth) 2.493 2,493 1] 0%
[0 n wrlndl Bel Job Sedcers - Entered Employment 195 24681 24,681 1] 0%
[ el N Job Sedkers - Entered Employ ment&6-55) G172 6,172 1] 0%
Q2CHALS Job Sedcers - Entered Employment(S5 and ower) 2.810 2810 i] 0%
QIECAALE Job Sedkars - Entered Employmert R ate Base Go.018 69,018 0 0%
QOI2CATT Job Sescers - Entered Employment F ate 7% a2 a 0%
a2CiALE Job Sedcers - Employment Retention at S Mo, 30,543 39,543 a 0%
aECA1g Job Sedcers - Employment Retention at Sbc hio. Base 50,885 50,885 i] 0%
Q02 CrAt-10 Job Sedcers - Employment Retention Rate at St dlo. To% Ta 0 0%
QLA Job Sedkiers - Entered Employment F ol 54 Senrices 34,457 34,457 1] 0%
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If users have selected a WIB/Office or Office/Case Manager filter on the Change
Reporting Options screen, the report validation summary will be generated for that
substate level. The footer of the report will display the selected substate unit.

If states use the software to generate reported values, the generated values will
appear in the validation value column. The report validation summary will show
percent differences of 100 percent, and will not show reported val ues.

Step 6—Submit Report Validation Summary to National Office

To submit the report validation results to the National Office for the 9002 and
VETS 200 reports, click on the Upload RV Summary function under the Report
Validation menu in the application. Then click on the specific RV summary to be
uploaded.

i Employment Service - Data Yalidation System {For Population 1 - 9002 A-D, YETS 200 A-C)
File Import Data  Change Reporting Options | Report Yalidation Cata Element Walidation  Utiities  window  Help

Wiews Report Walidation Table
Wiew Report Yalidation Summary
Wiews Facsimilas

Export ETA Counts
Expart Yets-200 Counts

Wigw Duplicates

Enker 9002C Cust, Sat. Scores/Counts

Upload RY Surmary: ETAS00Z4 -

ETA002E - Services ko Vekerans

ETAIO0ZC - Performance Outcomes - Job Seekers
ETAI00ZD - Performance Outcomes - Yeterans
ETGO00ZE - Job Openings Received

Wets-20004) DVOP Quarterly Repart

Wets-200(B) LYER Quarterly Repork

Wets-200(C) DVORLYER Quarterly Report

Print All RY Summary Repaorks
Print All Facsimilie Reports
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An XML file is created for each report and is saved in the application folder. A
prompt indicates that the XML export file has been created and opens the DRVS
eSubmission sign-on screen where the XML file can be uploaded.

0 DR¥YSeSubmission - h

PN
et

Your data has been sent to the following location:

IC:‘-_Prugrﬂm Files\ES\03-29-2005_10_46_27_AM_xml

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

Export Summary Analytical.

& Export has completed,




1. TUTORIAL

It may take a minute or two for the software to open the web browser. Enter the
validation password provided by ETA and click on the Login button. Enter your
name, email address, and telephone number in the appropriate fields. Then click
on Browse. Use the Choose File window to find the XML file created by the
software. The location and name of the file are listed in the white cell on the top of
the web browser. Click on the Open button and the name of the selected file will
appear in the Locate File box.

Using the Report Source drop down menu select the type of software that your
state uses for generating quarterly reports, whether ETA (the validation/reporting
software), DART, or another program. Users may also enter comments about the
report validation results in the LX Report Validation box. Then click the Submit
button in the web browser.

State: ND)
Program: L
Full Name: *

=

*

E-rnail Address:

Telephone:

Browse... |

Locate File:

Report Source:

Comments:
L Report walidation:
" £l
L Data Element Validation: =
=
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It may take up to a minute for the XML file to upload. Once the file has been
successfully transmitted, the DRVS Confirmation of Submission screen will
appear. You can print a copy of the confirmation, have a copy emailed to you, or
logout.

Repeat the entire process for each RV summary to be uploaded. For each
subsequent upload, a screen will appear asking if you want to overwrite the
existing data, append the new data to the existing data, or cancel the submission.

A file has already bheen submitted for this state and prograrm.

Would you like to ovenarite the existing data, append the new data to the existing data, or cancel the
subrmission?

{ OVERWRITE | [ APPEND | [ CANCEL |

Choose Overwrite only if you want to replace your prior submission entirely. For
example, if you uploaded your 9002 A RV Summary Report but want to replace it
with an updated 9002 A RV Summary Report, select Overwrite.

Choose Append if you are submitting the RV Summary for a different 9002 or
VETS 200 report. For example, if you first upload the 9002 A RV Summary, then
want to upload the RV Summaries for the 9002 B, C and D reports, you must
select Append each time so that the subsequent reports do not overwrite the prior
submissions.
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Step 7—View Report Validation Table

This function allows the user to view the performance outcome groups for job
seekers. Valid job seeker records in the import file are assigned to outcome groups
based on the age of the record and the job seeker’s wages and EINs both prior to
and after registration. This step is not applicable to job openings on the 9002 E.
Thereis no data entry required, this function is used for analytical purposes only.

Click on the Report Validation menu and select View Report Validation Table.
This opens a window displaying a summary of each group of job seeker
performance outcomes and the total number of records and dollar amounts, where
applicable, for each group.

The full report validation table of 21 performance outcome groups appears on the
next several pages. Outcome groups with “fully ripe”’ records contain records that
are old enough to be measured for both entered employment and retention. Other
outcome groups include records that are either “too young for retention” (measured
for entered employment but not yet for retention) or “too old for EER” (already
measured for EER for four quarters, still measured for retention). Any records that
are too young for EER measurement or too old for retention measurement are not
assigned to performance outcome groups.
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1. TUTORIAL

On the report validation table in the software, double click on the arrow in the far
left column of each group to view the detailed records in that group.

Summary | o]
Employment Serices Report Yalidation.
1 2 £ 4 & 6 7 8 =
Ente
Humber RQ-1 _ B RQ+1 RG+2 Empl|
in Ellis/ :t"'f"s""""“ Elis Elis RO+3 RO+4 Rate
Grou Age Wages Wages Wages Wages Wages Hum
Groug P g9 g Reg.Date g g 9 g
» |1 9554 GTor=14 Ay Within Crir At lemst one nessy EIM Wiages = 0 Yes
2 25020 GTar=19 Ay Wyithin Grir At least one neswy EIM Wiages = 0 Reg
3 1364 GTor=14 Ay Within Crir Mo sy EIM not in RG-1| At least one nessy EIM ng WA Wages =0 |Yes
3605 GTar=19 Ay Wyithin Grir Mo newy EIM nat in RG-1| At least one newvy EIM ng A Wages =0 |Regl
E\ 2827 GTor=14 Ay Within Crir At lemst one nesy EIM Mo Wages &, Yes
B\ 16457 GTar=19 Ay Wyithin Grir At least one neswy EIM PEMDING A&, Yes
7 \ GRE6 GTor=14 Ay Within Crir At lemst one nesy EIM Mo Wages &, Reqgl
g \ 27T GTar=19 Ay Wyithin Grir Mo newy EIM nat in RG-1| At least one newvy EIM ng A Mo Wages Yes
9 \ 2854 GTor=14 Ay Within Crir Mo sy EIM not in RG-1| At least one nessy EIM ng WA PEMDING Yes
10 1252 GTar=19 Ay Wyithin Grir Mo Mewy EIN not in Ri-1| &t least one newy EIM ng A Mo Wages Reg
11 124 =14 Ay Within Crir At lemst one nesy EIM Yes
12 1\351 =149 Ay Wyithin Grir At least one neswy EIM Reg
13 36@ =148 Ay Within Cir Mo nesy EIM not in FG-1| At lesst one nessy EIN R Yes
14 2?2\ =149 Ay Wyithin Grir Mo newy EIM nat in RG-1| At least one newvy EIM 0 Reg@:
4 r\ » I

E it |

Double click to view detailed records
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It may take several minutes for the report validation table to open for the first time
after loading the validation file.

Detailed Recordsfor Group 7

SLIMmary T Detail for Group - 7 order by [ProgSrc] Desc
Current Roswe Mumber 2 Total Mumber of Recards.  BS
0OBS S5SH DateOfBirth | Gender RegDate Progsrc Persons\Wil| RBaceAl'AH (RaceAsian |RaceBlacki! RaceHIj
1566 1866 198201 20020701 f 2
2047 2047 198201 2| 200207 / 2
1818 1818 198201 20020701 / 2
1819 1519 198201 20020701 / 2
1520 1§20( 1895201 20020701 / 2
15821 1821 19820101 20020701 / 2
1822 1§22 198201 20020701 2
1863 1863 198201 20020?01/ 2
1865 1865 198201 20020?0[1 2
1867 1867 1958201 2EII32IZI?¢1 2
18903 1908 198201 200201[!1 2

To sort records in ascending or descending order, double-click the heading of the
column you wish to sort. A message indicating the sorted column appears on the
tab header. When the cursor is placed on a specific row in a sorted column, a
message on the top left of the screen indicates the row number selected.

With this functionality, users can analyze the data in each performance outcome
group to review the characteristics of job seekers who are successful in program
performance (are counted in performance measure numerators and denominators),
and the characteristics of job seekers who are not as successful.

For example, users can analyze the records in an outcome group to determine if
employment prior to registration (the presence of wage record data in RQ-1)
appears to be connected to employment and retention success after registration.

To increase the width of the columns, go to the intersection of the heading, click
the mouse button, and drag it to the desired width.

57



1. TUTORIAL

D. Data Element Validation
Step 1—Validate Sampled Records

The validation software automatically selects a random sample of 25 job seeker
records and displays the sampled data on a validation worksheet. The random
sample of 25 job seekersis selected from records in groups 1-5, 7-8, and 10. These
groups represent records with the most complete information about the job seeker
based on registration year and outcomes.

Click on the Data Element Validation menu and select Edit Wor ksheets.

This opens a window that displays a summary of the sample taken. Click on the
summary row to view the records chosen for the sample.

Summary of Samples Taken Screen

Summary of Samples Taken: |

Transaction Types |Sample Types Sample Count
b |Sample Selection of Twenty Five Records. 25

Click on arrow to open summary worksheet for the sample
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This will open up the data element validation worksheet summary for the sample
selected. This summary screen isread only.

Worksheet Summary

Summary of Samples Taken T Worksheet
Sample Mumber samples inspected: O
Detail
0OBS WIB/Office Office/Case Mogr =

1 |140595 99599-1059-1020-1001 9999-5472-5240-5129 —

2 [70589 1007 2205

3 |153331 1006 B9E3-5431

4 190764 1001 B645-8450-8013-7383-5357

5 |208116 1019 8252

B |190229 S003-1002 5313-8004-5000-7095-3797

§ 156714 1006 VB4

8 |B5525 1093-1003 B056-0667 -5359-0066-5059-7 426-6995-554 3

8 1147145 1006

10 135073 1001 5576-5025-5013-7333-6910

11 |6610 1025-1003 B0RE-5058-0000

12 |505E9 1003 8264

13 |27645 1006 B0054-8689-6347-5291-6170-767 4-767 2-6963- =
BT of

SSH Drate0fBirth Gender Beghate PerzongwithDis{ B aced] A Bacetsian

[ 3 Refresh Counts |

K1l 4
E xit

To access, update, and print individual sampled cases, double click on the row of
the applicable case on the worksheet summary.
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This opens an on-line validation worksheet for the selected observation. The on-
line worksheet is on four tabs, for validation fields 1 through 20, 21 through 40, 41
through 60, and 61 through 77. This allows easier navigation though all of the data
elements.

Sample On-Line Validation Wor ksheet

0BS [120535 WIB/Office [5333-1059-1020-1001 ES Sample Validation.
55N ﬁW Dffice/Case Mar 19555_34?2_3249_31 25
Walidation Field 1 - 20: T W alidation Field 21 - 40 T alidation Field 41 - BO T alidation Field 61 - 77
Data Elements Reported Yalue Pasz  Fail Data Elements Reported Yalue Pass Fail
1. 55N [123456789 u u 11. RaceWhite I = u
2. Daie OfBirth R L u 12. Race Other I = u
3. Cender I | C - 13. RaceMore N = o
4. RegDate [poozoriz T r 14. Hispanic/Latino I = [ |
5. Prog8irc T - 15. Vet/ligiblePerson N = o
6. Persons WithDisahility [‘3_ [ r 16. Vet/CampaiznBadze [‘3_ [ o
7. Race ATIAN I = - 17. Vet/Disahled N = o
8. Race Asian A = r 18. VetMNewlySeparated N = o
9. RaceBlack/AM Al = - 18, Vet/SpecialDizabled I |l
10. Race IN/PL I = u 20. Trans. Servicemembers [ [0 r
Sawve and Exit Print %:i:i‘:;'ithnut |
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1. TUTORIAL

Validation is required for each data el ement where check boxes are present on the
worksheet. If thereis no value present for a particular element the check box will
be grayed out and validation is not required for that element. The data on the
worksheet should be compared to the datain the state system. The validator begins
the validation by looking at the first data element on the worksheet and then
locating the corresponding documentation in the state system. This entails
checking al necessary screens and other source documentation to determine if this
data element is valid. For example, wage record information must be checked
against the state wage record files.

Check either pass or fail for each element. When finished select either Save and
Exit or Print at the bottom of the screen. When each record has been validated in
its entirety, the summary worksheet and the printed worksheet display the updated
information from the tabbed worksheets.
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Step 2—Print Validation Wor ksheets

Select Print Worksheets on the Data Element Validation menu to print the
sample in batch mode. Click the printer icon at the top left of the screen to print
paper copies of the worksheets. Use the export icon on the upper left of the screen
to save the worksheet as an image file (.pdf) or export to Excel, among other
options.

Sample Printed Wor ksheet

ES Sample Validation
OES: 2_,["]4 WIEB/Office:
SSN: 2004 Office/Case Mar:
Data Element Value Pass/Fail

1. 88N 2004

2. DateOfBirth 19820101

3. Gender

4. RegDate 20020701

5. Program Source 2

6. Persons WithDisah ility

7. RaceALAN

8. RaceAsian
9. BaceBlac kAN
10. RaceHM/PI
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Step 3—View, Print and Annotate Summary/Analytical Report

Click on the Print Summary/Analytical Report function under the Data
Element Validation menu to view and print the summary/analytical report, which
summarizes errors identified in the data element validation process. The summary
report is generated after the validation worksheets have been completed. No data
entry is required on this screen.

After analyzing the errors, the state may choose to annotate the report with
comments about error causes and planned corrections. To do so, click on the
Enter Data Validation Comments function under the Data Element Validation
menu. This opens a box that allows users to enter comments of up to 250 words.
After entering comments, click on the Update button—the comments will then
appear on the Summary/Analytica Report. To return to the previous comments,
click on the Cancel button. The close the window, click on the Exit button.

Step 4—Submit DEV Resultsto National Office

To submit the data element validation results to DRV S eSubmission, click on the
Upload Summary/Analytical Report function under the Data Element
Validation menu in the application.

& Employment Service - Data Yalidation System {(For Population 1 - 9002 A-D, YETS 200 A-C)

Eile Impott Daka  Change Reporting Options  Repork Validation | Data Element Yalidation  Ukilities  Window  Help
Edit Worksheets

Prink Worksheets
Print Surmmaty)analytical Repork

pload Summary i analytical Report

Enter Data Validation Comments
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A prompt will indicate that the XML export file has been created and will open the
DRVS eSubmission sign-on screen where the XML file can be uploaded. The
summary/analytical report XML fileis saved in the application folder.

It may take a minute or two for the software to open the web browser. Enter the
validation password provided by ETA and click on the Login button. Enter your
name, email address, and telephone number in the appropriate fields. Then click
on Browse. Use the Choose File window to find the XML file created by the
software. The location and name of the file are listed in the white cell on the top of
the web browser. Click on the Open button and the name of the selected file will
appear in the Locate File box. Comments about the DEV results may be entered in
the LX Data Element Validation box. Then click the Submit button in the web
browser.

It may take up to a minute for the XML file to upload. Once the file has been
successfully transmitted, the DRVS Confirmation of Submission screen will
appear. You can print a copy of the confirmation, have a copy emailed to you, or
logout.

Data validation results and documentation should be retained for up to three years
after completion. Retention methods are at the state’s discretion and may include
an archived database, printed worksheets and reports, or other methods.



V. REFERENCE GUIDE

This chapter of the User’s Guide provides a condensed list of all of the software
menus and functions for quick reference.

A. File Menu

The first menu on the toolbar is called “File.” Optionsin this menu include:

1. Show Tipsat Start-Up

Users can choose whether or not the tips appear at Start-up by double clicking on
Show Tipsat Start-Up.

2. Exit

Select thisto exit the program.
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B. Import Data Menu

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

1. Import From Extract File

Select this function to import data into the application. See the record layouts in
Chapter VI for the appropriate data record formats.

2. Import Reported Counts

Select this function to import the report counts into the application. See the record
layout in Chapter VI for the appropriate data record format.

3. Sour ce Table Record L ayout

This function displays the record layouts for each group. Copies of the record
layouts can be found in Chapter V1 of this User’s Guide.

4, Reported Counts Record Layout

This function displays the record layout used in preparing the import files of
reported values. A copy of the record layout can be found in Chapter VI of this
User’s Guide.

5. View Source Table

This function displays all of the records from the extract file that were successfully
imported by the software.
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|V. REFERENCE GUIDE
C. ChangeReporting Options Menu

The third menu on the toolbar is called “Change Reporting Options.” The only
option in this menu is Change Reporting Options. This function opens an
expanded version of the Sign In pop-up window, where the user can change the
report quarter, the job seeker or job opening group, and the reporting period
beginning and end dates within a group. The user can aso select a WIB/Office
filter and/or an Office/Case Manager filter to view subsets of the data.
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D. Report Validation Menu

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

1. View Report Validation Table

This function provides a window where the user can see a summary of the job
seeker performance outcome groups and the total number of records and dollars,
where applicable, for each group. By clicking on the arrow in the far left column
next to agroup, the user can view the detailed records in that group.

2. View Report Validation Summary

The user selects the applicable report validation summary from the sidebar. This
function displays a report that calculates the difference and percent difference
between the validation value and the reported value for each report item.

3. View Facsimiles

The user selects the applicable report facsimile from the sidebar, for the 9002 A-E
and the VETS 200 A-C reports. These facsimile reports contain the validation
value for each report item (except for customer satisfaction values, which are data
entered values.) The reports are in the format proscribed in the ET 406 Handbook.

68



|V. REFERENCE GUIDE
4, Export ETA Counts

This menu command produces a report for each of the five sections of the 9002
report, in the upload format specified by LERS.

Select from the sidebar the section of the 9002 to be exported. Once selected, the
software will indicate that the file has been exported by displaying the message
“Done.”

The reports are automatically saved to the ES folder and are titled ETA9002A..txt,
ETA9002B.txt, ETA9002C.txt, ETA9002D.txt, and ETA9002E.txt. To save each
report, the files should be renamed so that they are not overwritten by subsequent
reports.

5. Export VETS-200 Counts

This menu command produces a report for each of the three sections of the VETS
200 report, in the upload format specified by LERS.

Select from the sidebar the section of the VETS report to be exported. Once
selected, the software will indicate that the file has been exported by displaying the
message “Done.”

The reports are automaticaly saved to the ES folder and are titled

VETS200(A).txt, VETS200(B).txt, and VETS200(C).txt. To save each report, the
files should be renamed so that they are not overwritten by subsequent reports.
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6. View Duplicates

This function allows the user to view and print areport listing the duplicate service
records identified and rejected by the software. The report displays al of the
rejected duplicate service records for the group, including the SSN, the registration
date, and the staff assisted service date that are used to determine when duplicate
service records exist. Whenever two or more records with the same SSN have
registration dates within four quarters of each other, the most recent record is
retained. The duplicate report shows the rejected records.

7. Enter 9002C Cust. Sat. Scores/Counts

Click on the Report Validation menu and select Enter 9002C Cust. Sat.
Scores/Counts. On the entry screen, key enter the state’ s reported scores/countsin
the appropriate cells.

8. Upload RV Summary

This function creates the XML file of the RV summaries to be uploaded to the
DRVS eSubmission site. An XML file is created for each 9002 and VETS 200
report validation summary. Use this function to upload validation results after
importing all reported counts.

9. Print All RV Summary Reports

This function batch prints all report validation summary reports.

10. Print All Facsimile Reports

This function batch prints all report facsimiles of the 9002 and VETS 200 reports.
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E. Data Element Validation Menu

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

1. Edit Worksheets

This function provides a window to view a summary of the sample for a particular
group. Click on the summary row to view the sample detail.

This will open up the data element validation worksheet summary for the sample
selected. This summary screenisread only. To access, update, and print individual
sampled records, double click on the applicable record.

Double click in any column of the first observation to be validated. This will open
up a condensed validation worksheet for the particular sampled observation.

2. Print Worksheets

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

3. Print Summary/Analytical Report
This function displays the summary and analytical report detailing data validation

results. Users can print paper copies of the report, create an image file (.pdf), as
well as export it to Excel, among other options.
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4. Upload Summary/Analytical Report

This function creates the XML file of the data eement validation
summary/analytical report to be uploaded to the DRV S eSubmission site. Use this
function after validating al records in the sample.

5. Enter Data Validation Comments

This function is used for data entering any comments regarding data validation.
Enter comments in the screen provided and when complete, click Update. Exit the
comments section by clicking Exit. To cancel any comments made in the session,
click Cancel. Comments will appear a the bottom of the summary/analytical
report.
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F. UtilitiesMenu

The sixth menu on the toolbar is called “Utilities.” Options in this menu include:

1. Compact Database

This function 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 software 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 import.txt file. This function is only applicable to Access users. Users should
exit the application after compacting and then reopen the application for further
use.

2. Fix Database

In the event the user receives an error message that says the database is damaged,
this function will repair the database.
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3. Switch Database

This function allows the user to select from multiple databases using a drop down
menu. The current database may be archived by saving a copy of it in a different
location. This functionality may be helpful if you:

» Have archived prior validation findings but still want to easily access them
through the application.

 Have gsplit the validation file into two databases to keep the size
manageable for large states.

» Want to access the state’ s validation database as well as the demo database.
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G. Window Menu
The seventh menu on the toolbar is called “Window.” 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 vertically.

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

The eighth menu on the toolbar is called “Help.” Options in this menu include:

1. Help Contents

Help will direct you to the ES User Guide

2. Contacting Mathematica Policy Resear ch, Inc.

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

3. About

This feature provides the software verson number and product development
information for the application.
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V. REPORTING SCHEDULE

The following report schedule provides information about the 9002 and VETS 200
reports that are due each quarter, from the first 9002 A/B report due on 11/14/02
through the first annual performance report due on 8/15/05.

The first two columns in the schedule specify the report due date and the
applicable program report quarter. The report subject is provided in the third
column and the registration/service date ranges countable on the report are
provided in the fourth column. The dates in the fourth column are autofilled on the
report validation sign in screen when the corresponding program report quarter is
entered. Beginning with 200301, each quarterly report includes two cohorts of job
seekers. Beginning with 200401, each quarterly report includes three cohorts of
job seekers. The fifth column provides comments on the subject of each report.

The following chart provides an overview of the measurement life cycle of ajob
seeker record in the import file. For the registration quarter and the subsequent
three quarters, the record is reported for registration/services on the 9002 A/B
and/or registration/service rows of VETS 200 A-C reports. In the fourth through
ninth quarters after registration, the record is assigned to the relevant performance
outcome group each quarter, and is reported accordingly on the 9002 C/D and/or
performance rows of the VETS 200 reports.

Qtr: RQ | RQ-1| RQ-2| RQ-3| RQ-4 | RQ-5| RQ-6 | RQ-7 | RQ-8 | RQ-9
Reg/Serv | X X X X

EER X X X X

Retention X X X X

Customer satisfaction measures on the 9002 C cover the same report period as the
9002 A that is due at the same time. The 9002 E report follows the same schedule
asthe 9002 A and B. VETS 200 A-C report rows 1-16 and 29-31 also follow the
9002 A and B schedule. VETS 200 A-C rows 17-19 and 23-28 follow the 9002 C
and D EER schedule. VETS 200 A-C rows 20-22 follow the 9002 C and D
Retention schedule.
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Job seekers with either a registration date or staff-assisted service date within the
report period (as long as the job seeker has a registration date within the three
quarters prior to the service date quarter) are counted on the 9002 A and B. All job
seekers with a registration date in the report period provided on the schedule are
counted on the 9002 C and D. All job seekers who were either registered by or
received a staff-assisted service from DV OP staff will be counted on the VETS 200
A. All job seekers who were either registered by or recelved a staff-assisted
service from LVER staff will be counted on the VETS 200 B. An unduplicated
count of those registered by or in receipt of services from either DVOP or LVER
staff will be counted on the 9002 C.

Definitions:

1. Report Due Date = 45 days following the report period ending date

2. EER = Entered employment rate. Wage data show up in either of the two
quarters following the registration quarter with at least one new employer
when compared to the quarter prior to registration.

3. Retention = Any wages in the second quarter after the entered employment
quarter.

4. Wage Record Report Lag = Two quarters

Report Due | Program Report | Report Subject Registration/ Comments
Date Quarter Service Period
Covered by
Report
11/14/02 200201 9002 A/B 7-1-02t0 9-30-02 | 1% Report (One
Regs/Services Quarter)
2/14/03 200202 9002 A/B 7-1-02 to 12-31- 2" Report (Two
Regs/Services 02 Quarters)
5/14/03 200203 9002 A/B 7-1-02t0 3-31-03 | 3 Report (Three
Regs/Services Quarters)
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Report Due | Program Report | Report Subject Registration/ Comments
Date Quarter Service Period
Covered by
Report
8/14/03 200204 9002 A/B 7-1-021t0 6-30-03 | 4™ Report (Four
Regs/Services Quartersof Reg/
Services Data)
11/14/03 200301 9002 A/B 10-1-02 to 9-30- Drop aquarter and add
Regs/Services 03 aquarter
9002 C/D EER 7-1-02t0 9-30-02 | 1% Report of EER
2/14/04 200302 9002 A/B 1-1-03 to 12-31- Drop aquarter and add
Regs/Services 03 aquarter
9002 C/D EER 7-1-02 to 12-31- Two quarters of EER
02 data
5/15/04 200303 9002 A/B 4-1-03t0 3-31-04 | Drop aquarter and add
Regs/Services aquarter
9002 C/D EER 7-1-02to 3-31-03 | Three quarters of EER
data
9002 C/D 7-1-02t0 9-30-02 | 1% report on retention
Retention (one quarter)
8/14/04 200304 9002 A/B 7-1-03t0 6-30-04 | Drop aquarter and add
Regs/Services aquarter
9002 C/D EER 7-1-02t06-30-03 | 1¥ report of four
quartersof EER data
9002 C/D 7-1-02 to 12-31- Two quarters of
Retention 02 retention
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Report Due | Program Report | Report Subject Registration/Service | Comments
Date Quarter Period Covered by
Report
11/14/04 200401 9002 A/B 10-1-03 to 9-30-04 Drop a quarter and
Regs/Services add a quarter
9002 C/D EER 10-1-02 to 9-30-03 Drop aquarter and
add a quarter
9002 C/D 7-1-02 to 3-31-03 Three quarters of
Retention retention
2/14/05 200402 9002 A/B 1-1-04 to 12-31-04 Drop aquarter and
Regs/Services add a quarter
9002 C/D EER 1-1-03 to 12-31-03 Drop aquarter and
add a quarter
9002 C/D 7-1-02 to 6-30-03 1% report of four
Retention quartersof retention
5/15/05 200403 9002 A/B 4-1-04 to 3-31-05 Drop aquarter and
Regs/Services add a quarter
9002 C/D EER 4-1-03 to 3-31-04 Drop aquarter and
add a quarter
9002 C/D 10-1-02 to 9-30-03 Drop a quarter and
Retention add a quarter
8/15/05 200404 9002 A/B 7-1-04 to 6-30-05
Regs/Services

9002 C/D EER

7-1-03 to 6-30-04

9002 C/D
Retention

1-1-03 to 12-31-03

ANNUAL REPORT
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VI. RECORD LAYOUTS

This chapter includes three record layout specifications. The first two record
layouts specify the validation extract file formats for the group 1 (job seeker) and
group 2 (job opening) records.

The validation extracts should be ASCII files with comma delimited columns.
Data must be in the order listed in the record layouts. The Data Type/Format
column on the layouts indicates the generic values for text fields. Mandatory fields
are specified. Blanks are acceptable in optional fields. However, blank or null
values are not valid for mandatory fields and will result in the record being
rejected. Quotes are not needed around field values but the files will import with
quotes.

Each registration year record should be constructed based on the group 1 record
layout keeping the following field parametersin mind.

« Fields 1 through 31 represent the job seeker’s characteristics at registration,
and remain fixed for the life of the registration year record.

» Fields 32 through 70 represent service dates during the registration year; as
such, the state may include new service date information in these fields as
appropriate during the registration year. At the end of the registration year
the datain fields 32 through 70 would also be deemed to be "fixed".

« Fields 71 through 78 represent data used in outcome measurement, and must
be updated as subsequent quarters of wage and employer information
become available. As soon as the state obtains data for wages in the 4th
quarter after the job seeker’s registration quarter, fields 71 through 78 would
be deemed to be "fixed" and the state would not need to update this
particular registration year record any further.

The third record layout in this section specifies the file format for reported values
for each of the 9002 A - E and VETS 200 A - C reports. These files of reported
values are imported into the software, which processes each reported value file and
compares the reported and validation values. Note that LERS calls for double
quotes on the first four fields and this format will also be accepted. Following this
third record layout is a sample file of reported values.
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Employment Service Record Layout

Extract filetypeis- ASCII, comma delimited columns. The record layout should be used to create afile of all ES active job seekers

reported for Group 1 - 9002 A-D and VETS 200 A-C. Reconstruction should be done at the end of report period being validated.
Datamust be in the order listed below. The Data Type/Format 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 — 00000000
(Mandatory)
2 SSN The job seekers' Social Security Number Number — 000000000
(Mandatory)
3 Date of Birth Indicate the date of birth of job seeker. Date— YYYYMMDD
4 Gender Male or Female Number —1 = Male; 2
=Female
5 Date of Registration Indicate the date on which the job seeker registered for Date—YYYYMMDD
servicesin ES.
6 Program Source of Indicate whether veteran job seeker was registered by Number: 1 =DVOP2 =
Registration DVOP or LVER staff. LVER
7 Persons with Disability Registered job seeker with any disability as defined in Number - 1=Yes, 2=
section 3 of the Americans with Disabilities Act of 1990 Y es and disability
(42 U.S.C. 12102). Theterm "disability" means, with resultsin a substantial
respect to an individual (a) a physical or mental impediment to
impairment that substantially limits one or more of the employment; 3 =No
major life activities of such individual; (b) arecord of
such an impairment; or (c) being regarded as having
such an impairment.
8 Race: American Indian A person having originsin any of the original peoples of Number - 1=Yes,; 2=
or Alaska Native North America and South America (including Central No
America), and who maintains cultural identification
through tribal affiliation or community recognition.
9 Race: Asian A person having originsin any of the original people of Number - 1 =Yes; 2=
the Far East, Southeast Asia, or the Indian Subcontinent No
(e.g., India, Pakistan, Bangladesh, Sri Lanka, Nepal,
Sikkim, and Bhutan). Thisareaincludes, for example,
Cambodia, China, Japan, Korea, Malaysia, the
Philippine Islands, Thailand, and Vietnam.
10 Race: Black or African A person having originsin any of the black racial groups Number - 1=Yes, 2=
American of Africa No
11 Race: Hawaiian Native A person having originsin any of the original peoples of Number - 1=Yes; 2=
or other Pacific |slander Hawaii, Guam, Samoa, or other Pacific |slands. No
12 Race: White A person having originsin any of the original peoples of Number - 1=VYes; 2=
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Europe, the Middle East, or North Africa.

No
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Number  Field Name Field Description Data Type/Format
13 Race: Other A person who has identified themselves as having Number - 1 =Yes, 2=
origins from racial categories other than the ones listed. No
14 More Than One Race A person who has identified themselves as having Number - 1 =Yes; 2=
origins from more than oneracial category. No
15 Hispanic or Latino Registered job seekers who are of Cuban, Mexican, Number - 1=Yes, 2=
Puerto Rican, South or Central American, or other No
Spanish culture in origin, regardless of race. NOTE:
Ethnicity information (Hispanic, other) is collected
separately from race information. Individuals who
indicate that they are Hispanic or Latino should also
have the opportunity to select one or moreracia
categories. NOTE: Information on ethnicity should be
collected before information on race.
16 Veteran and Eligible Registered job seekers who are (Title 38) veterans or Number —1=Yes<=

Person

Wednesday, 4 May, 2005

eligible persons. A veteran is an individual who served
on active duty for a period of more than 180 days and
was discharged or released with other than a
dishonorable discharge or was discharged or released
because of a service connected disability; or asa
member of areserve component under an order to active
duty pursuant to section 672 (a), (d), or, (g), 673 (a) of
Title 10, U.S.C., served on active duty during a period of
war or in acampaign or expedition for which a campaign
badge is authorized and was discharged or released from
such duty with other than a dishonorable discharge. An
eligible person is one who is(a) the spouse of any person
who died on active duty or of a service-connected
disability; or,(b) the spouse of any member of the Armed
Forces serving on active duty who at the time of
application for assistance under this part, is listed,
pursuant to 38 U.S.C. 101 and the regulations issued
thereunder, by the Secretary concerned, in one or more
of the following categories and has been so listed for
more than 90 days:(i) missing in action(ii) captured in
the line of duty by a hostile force, or(iii) forcibly
detained or interned in the line of duty by aforeign
government or power; or(c ) the spouse of any person
who has atotal disability permanent in nature resulting
from a service-connected disability or the spouse of a
veteran who died while a disability so evaluated wasin
existence.

180 days (for WIA
purposes)2 = Yes > 180
days (for W-P and
VETS purposes)3 = No

Page 2 of 15



Number  Field Name

Field Description

Data Type/Format

17 Campaign Badge
Veteran

18 Disabled Veteran

19 Newly Separated
Veteran

20 Special Disabled Veteran

21 Transitioning

Servicemembers

Wednesday, 4 May, 2005

The registered job seeker is a campaign badge veteran if:
Theindividual is aveteran who served on active duty in
the U.S. armed forces during awar or in a campaign or
expedition for which a campaign badge has been
authorized as identified and listed by the Office of
Personnel Management (OPM). 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/veteransg/html/vgmedal 2.htm.

A disabled veteran is aveteran who is entitled to
compensation regardless of rating (including those rated
at 0%); or who but for the receipt of military retirement
pay would be entitled to compensation, under laws
administered by the Department of Veterans Affairs; or
was discharged or released from active duty because of a
service-connected disability. A veteran rate at 0% for
disability is a service-connected disabled veteran who is
entitled to compensation (the law does not require
receipt of compensation) whether or not he/she receives
monetary benefits or compensation. 0% rated disabled
veterans may be reevaluated at alater date to 10% or
more.

A newly separated veteran isaTitle 38 eligible veteran
whose date of separation from active U.S. military
service iswithin the 36 months prior to the beginning of
the registration year.

A special disabled veteran is aveteran who(a) is entitled
to compensation (or who, but for the receipt of military
retirement pay would be entitled to compensation) under
laws administered by the Department of Veterans Affairs
(DVA) for adisability,(i) rated at 30 percent or more
or,(ii) rated at 10 or 20 percent in the case of a veteran
who has been determined by DV A to have a serious
employment handicap; or(b) a person who was
discharged or released from active duty because of a
service-connected disability.

A Transitioning Servicemember is defined asa
servicemember in active duty status (including
separation leave) who registers for employment services
and is within 24 months of retirement or 12 months of
Separation.

Number - 1 =Yes; 2=
Yes, Vietham-era
veteran; 3= No

Number - 1=Yes; 2=
Yes, special disabled; 3
=No

Number - 1 =Yes; 2=
No

Number - 2=Yes,
special disabled

Number - 2=Yes
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Number  Field Name Field Description Data Type/Format

22 Employment Status — The status of job seekers at date of registration (a) who Number - 1 =

Employed are currently working as paid employees, or who work in Employed
their own businesses, professions; or on their own farms;
and (b) who are not working, but who have jobs or
businesses from which they are temporarily absent
because of temporary lay-off, illness, bad weather,
vacation, labor management disputes, or personal
reasons, whether they are paid for the time off or are
seeking other jobs. Members of the Armed Forces
stationed in the U.S. areincluded.
23 Employment Status — The status of job seekers at date of registration (a) who Number - 2 = Not
Unemployed are not employed; or (b) who, although employed, have employed
received notice of termination of employment.

24 Education - In School Job seekers who, at time of registration, are currently Number - 1 = Student,
attending secondary, vocational, technical, or academic H.S. or less, 2=
school full-time, or who are between terms and intend to Student, attending
return to school. post-H.S.

25 Education - Not aHigh Job seekers who, at time of registration, are no longer Number - 00-11 = Not

School Graduate attending any school and have not received a secondary aHigh School
school diplomaor its recognized equivalent. Graduate; 3 = Not
attending school; H.S.
dropout.
26 Education - High School Job seekerswho, at time of registration, are not Number - 12 =H.S.
Graduate or GED attending any school and have either graduated from Graduate; 88 =
high school or hold a GED. Attained H.S.
equivalency; 4 = Not
attending school; H.S.
graduate
27 Education - Post Job seekerswho, at time of registration, have received a Number - 1 =Yes
Secondary Degree or post-secondary vocational, technical, or academic degree
Certification or certificate of successful completion.
28 Eligible Claimant Registered job seekers who have filed aclaim for Number - 1 = Eligible

Wednesday, 4 May, 2005

unemployment compensation and who, during the
registration year, have been determined monetarily
eligible for benefit payments under one or more State or
Federal unemployment compensation programs.

Claimant referred by
WPRS; 2 = Eligible
claimant not referred by
WPRS
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Number  Field Name Field Description Data Type/Format

29 MSFwW Seasonal Farm Worker - Persons who during the Number - 1 =Yes
preceding 12 months worked at least an aggregate of 25
or more days or parts of days in which some work was
performed in farm work, earned at least half of their
earned income from farm work, and were not employed
in farm work year round by the same employer. For
purposes of this definition only, afarm labor contractor
is not considered an employer. Non-migrant individuals
who are full-time students are excluded. Migrant Farm
Worker - Seasonal farm workers who have to travel to
do the farm work so that they were unable to return to
their permanent residence within the same day.

Full-time student traveling in organized groups, rather
than with their families, are excluded. Migrant Food
Processor - Persons who during the preceding 12 months
worked at |east an aggregate of 25 or more days or parts
of daysin which some work was performed in food
processing, who earned at least half of his earned income
from processing work, and were not employed in food
processing year round by the same employer. Migrant
food processing workers who are full-time students, but
who travel in organized groups rather than with their
families, are excluded.

30 Interstate Interstate registered job seekersthat are the result of ES Number - 1 =Yes
activities in the placement processinvolving joint action
of local offices or One Stop Centersin different statesin
distributing job order information and referring and
placing of qualified registered job seekers. This
includes agricultural placement activity. This should be
reported by the job seeker holding state.

Wednesday, 4 May, 2005 Page5 of 15



Number  Field Name Field Description Data Type/Format

31 Didlocated Worker Indicate the date of dislocation if job seeker isa Date—YYYYMMDD
dislocated worker. The term "“dislocated worker" means
an individual who--(A)(i) has been terminated or laid
off, or who has received a notice of termination or
layoff, from employment;(ii)(1) is eligible for or has
exhausted entitlement to unemployment compensation;
or(l1) has been employed for a duration sufficient to
demonstrate, to the appropriate entity at a one-stop
center referred to in section 134(c), attachment to the
workforce, but is not eligible for unemployment
compensation due to insufficient earnings or having
performed services for an employer that were not
covered under a State unemployment compensation law;
and(iii) isunlikely to return to a previous industry or
occupation;(B)(i) has been terminated or laid off, or has
received a notice of termination or layoff, from
employment as aresult of any permanent closure of, or
any substantial layoff at, a plant, facility, or
enterprise;(ii) isemployed at afacility at which the
employer has made a general announcement that such
facility will close within 180 days; or(iii) for purposes of
eligibility to receive services other than training services
described in section 134(d)(4) intensive services
described in section 134(d)(3), or supportive services, is
employed at afacility at which the employer has made a
general announcement that such facility will close;(C)
was self-employed (including employment as afarmer, a
rancher, or afisherman) but is unemployed as aresult of
general economic conditions in the community in which
the individual resides or because of natura disasters;
or(D) is a displaced homemaker.(10) Displaced
homemaker.--The term ™" displaced homemaker" means
an individual who has been providing unpaid servicesto
family membersin the home and who--(A) has been
dependent on the income of another family member but
is no longer supported by that income; and(B) is
unemployed or underemployed and is experiencing
difficulty in obtaining or upgrading employment.
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Number  Field Name

Field Description

Data Type/Format

32 Most Recent Date
Received Staff Assisted
Services

33 Most Recent Date
Received Staff Assisted
Services (DVOP)

34 Most Recent Date
Received Staff Assisted
Services (LVER)

Wednesday, 4 May, 2005

Indicate the most recent date ajob seeker received
staff-assisted services during the current registration
year. Staff-assisted servicesinclude: (a) referral to ajob,
(b) placement in training, (c) reemployment services (d)
assessment services, including an assessment interview,
testing, counseling, or employability planning, (e) case
management, (f) career guidance, (g) job search
activities, (h) federal bonding program, (i) job
development contacts, (j) tax credit eligibility
determination, (k) referral to other services, including
skills training, educational services, and supportive
services, or () any other service requiring significant
expenditure of staff time. Application taking/registration
and the use of self-service or facilitated self-help
services are not included as staff-assisted services.

Indicate the most recent date aregistered job seeker
received staff-assisted services during the current
registration year by DVOP staff. Staff-assisted services
include: (a) referral to ajob, (b) placement in training,
(c) reemployment services (d) assessment services,
including an assessment interview, testing, counseling,
or employability planning, (€) case management, (f)
career guidance, (g) job search activities, (h) federa
bonding program, (i) job development contacts, (j) tax
credit eligibility determination, (k) referral to other
services, including skills training, educational services,
and supportive services, or (1) any other service
requiring significant expenditure of staff time.
Application taking/registration and the use of
self-service or facilitated self-help services are not
included as staff-assisted services.

Indicate the most recent date a registered job seeker
received staff-assisted services during the current
registration year by LVER staff. Staff-assisted services
include: (@) referra to ajob, (b) placement in training,
(c) reemployment services (d) assessment services,
including an assessment interview, testing, counseling,
or employability planning, (€) case management, (f)
career guidance, (g) job search activities, (h) federal
bonding program, (i) job development contacts, (j) tax
credit eligibility determination, (k) referral to other
services, including skills training, educational services,
and supportive services, or (1) any other service
requiring significant expenditure of staff time.
Application taking/registration and the use of
self-service or facilitated self-help services are not
included as staff-assisted services.

Date—YYYYMMDD

Date—YYYYMMDD

Date—YYYYMMDD
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Number

Field Name

Field Description

Data Type/Format

35

36

37

38

39

41

42

Most Recent Date
Provided Case
Management Services

Most Recent Date
Provided Case
Management Services
(DVOP)

Most Recent Date
Provided Case
Management Services
(LVER)

Most Recent Date
Received Career
Guidance

Most Recent Date
Received Career
Guidance (DVOP)

Most Recent Date
Received Career
Guidance (LVER)

Most Recent Date
Referred to Support
Services

Most Recent Date
Referred to Support
Services (DVOP)
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Indicate the most recent date a registered job seeker who
is aveteran assigned a case manager received career
guidance, referral to supportive services, job
development contacts, referral to jobs, referral to
training, or any combination of those services.

Indicate the most recent date a registered job seeker who
is aveteran assigned a DV OP case manager received
career guidance, referral to supportive services, job
development contacts, referral to jobs, referral to
training, or any combination of those services.

Indicate the most recent date aregistered job seeker who
isaveteran assigned a LVER case manager received
career guidance, referral to supportive services, job
development contacts, referral to jobs, referral to
training, or any combination of those services.

Indicate the most recent date a job seeker received
services which include the provision of information,
materials, suggestions, or advice which are intended to
assist the job seeker in making occupation or career
decisions.

Indicate the most recent date that a registered job seeker
received services which include the provision of
information, materials, suggestions, or advice by DVOP
staff which are intended to assist the job seeker in
making occupation or career decisions.

Indicate the most recent date that a registered job seeker
received services which include the provision of
information, materials, suggestions, or advice by LVER
staff which are intended to assist the job seeker in
making occupation or career decisions.

Indicate the most recent date a registered job seeker was
referred to services designed to assist an individual to
achieve physical, mental, social or economic well being
and reduce or eliminate barriers to employment. These
include health and medical services, child care,
emergency financial services, relocation assistance,
residential support, nutritional and legal services.

Indicate the most recent date a registered job seeker was
referred by DV OP staff to services designed to assist an
individual to achieve physical, mental, social or
economic well being and reduce or eliminate barriersto
employment. Theseinclude health and medical services,
child care, emergency financial services, relocation
assistance, residential support, nutritional and legal
services.

Date—YYYYMMDD

Date—YYYYMMDD

Date—YYYYMMDD

Date—YYYYMMDD

Date—-YYYYMMDD

Date—YYYYMMDD

Date—YYYYMMDD

Date—YYYYMMDD
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Number  Field Name Field Description Data Type/Format

43 Most Recent Date Indicate the most recent date a registered job seeker was Date—YYYYMMDD
Referred to Support referred by LVER staff to services designed to assist an
Services (LVER) individua to achieve physical, mental, socia or

economic well being and reduce or eliminate barriers to
employment. These include health and medical services,
child care, emergency financial services, relocation
assistance, residential support, nutritional and legal

services.
44 Most Recent Date of Job Indicate the most recent date a registered job seeker was Date—YYYYMMDD
Search Activities provided services which are designed to help the job

seeker plan and carry out a successful job hunting
strategy. The services include resume preparation
assistance, job search workshops, including the
Transition Assistance Program (TAP) workshops, job
finding clubs, provision of specific labor market
information and development of ajob search plan.
"Resume Assistance” - Providing instructions on the
content and format of resumes and cover |etters and
providing assistance in the development and production
of the same. "Job Search Workshops" - An organized
activity that provides instructions on resume writing,
application preparation, interviewing skills, and/or job
lead development. "Job Finding Clubs' - have al the
elements of the ES Job Search Workshop, plus a period
of structured application where participants attempt to
obtain jobs. "Provision of Specific Labor Market
Information” — Information concerning occupational
staffing patterns, hiring patterns, working conditions,
and pay of firmsor industries. "Job Search Planning” -
Development of aplan (not necessarily awritten plan)
that includes the necessary steps and timetables to
achieve employment in specific occupational, industry,
or geographic area.
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Number  Field Name

Field Description

Data Type/Format

45 Most Recent Date of Job
Search Activities
(DVOP)

Wednesday, 4 May, 2005

Indicate the most recent date a registered job seeker was
provided services by DVOP staff which are designed to
help the job seeker plan and carry out a successful job
hunting strategy. The services include resume
preparation assistance, job search workshops, including
the Transition Assistance Program (TAP) workshops,
job finding clubs, provision of specific labor market
information and development of ajob search plan.
"Resume Assistance" - Providing instructions on the
content and format of resumes and cover letters and
providing assistance in the development and production
of the same. "Job Search Workshops' - An organized
activity that provides instructions on resume writing,
application preparation, interviewing skills, and/or job
lead development. "Job Finding Clubs' - have al the
elements of the ES Job Search Workshop, plus a period
of structured application where participants attempt to
obtain jobs. "Provision of Specific Labor Market
Information” — Information concerning occupational
staffing patterns, hiring patterns, working conditions,
and pay of firms or industries. "Job Search Planning" -
Development of aplan (not necessarily awritten plan)
that includes the necessary steps and timetables to
achieve employment in specific occupational, industry,
or geographic area.

Date—YYYYMMDD
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Field Name

Field Description

Data Type/Format

46

a7

49

50

Most Recent Date of Job
Search Activities
(LVER)

Most Recent Date
Referred to WIA
Services

Most Recent Date
Referred to WIA
Services (DVOP)

Most Recent Date
Referred to WIA
Services (LVER)

Most Recent Date
Referred to Employment

Wednesday, 4 May, 2005

Indicate the most recent date a registered job seeker was
provided services by LVER staff which are designed to
help the job seeker plan and carry out a successful job
hunting strategy. The services include resume
preparation assistance, job search workshops, including
the Transition Assistance Program (TAP) workshops,
job finding clubs, provision of specific labor market
information and development of ajob search plan.
"Resume Assistance" - Providing instructions on the
content and format of resumes and cover letters and
providing assistance in the development and production
of the same. "Job Search Workshops' - An organized
activity that provides instructions on resume writing,
application preparation, interviewing skills, and/or job
lead development. "Job Finding Clubs' - have al the
elements of the ES Job Search Workshop, plus a period
of structured application where participants attempt to
obtain jobs. "Provision of Specific Labor Market
Information” — Information concerning occupational
staffing patterns, hiring patterns, working conditions,
and pay of firms or industries. "Job Search Planning" -
Development of aplan (not necessarily awritten plan)
that includes the necessary steps and timetables to
achieve employment in specific occupational, industry,
or geographic area.

Indicate the most recent date a registered job seeker was
referred to a service delivery component funded under
Title| of the Workforce Investment Act of 1998.

Indicate the most recent date a registered job seeker was
referred by DV OP staff to a service delivery component
funded under Title | of the Workforce Investment Act of
1998.

Indicate the most recent date a registered job seeker was
referred by LVER staff to a service delivery component
funded under Title | of the Workforce Investment Act of
1998.

Indicate the most recent date a registered job seeker was
referred to employment. A referral to employment is(a)
the act of bringing to the attention of an employer an job
seeker or group of registered job seekerswho are
available for ajob and(b) the record of such areferral. It
means the same as "referral to ajob."

Date—YYYYMMDD

Date—YYYYMMDD

Date—YYYYMMDD

Date—-YYYYMMDD

Date—YYYYMMDD
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Field Description

Data Type/Format

51

52

53

55

56

57

58

Most Recent Date
Referred to Employment
(DVOP)

Most Recent Date
Referred to Employment
(LVER)

Most Recent Date
Referred to Federal
Training

Most Recent Date
Referred to Federal
Training (DVOP)

Most Recent Date
Referred to Federal
Training (LVER)

Most Recent Date Placed
in Federal Training

Most Recent Date Placed
in Federal Training
(DVOP)

Most Recent Date Placed
in Federa Training
(LVER)

Wednesday, 4 May, 2005

Indicate the most recent date a registered job seeker was
referred by DV OP staff to employment. A referral to
employment is(a) the act of bringing to the attention of
an employer an job seeker or group of registered job
seekers who are available for ajob and(b) the record of
such areferral. It meansthe same as "referral to ajob.”

Indicate the most recent date a registered job seeker was
referred by LVER staff to employment. A referral to
employment is(a) the act of bringing to the attention of
an employer an job seeker or group of registered job
seekers who are available for ajob and(b) the record of
such areferral. It meansthe same as "referral to ajob.”

Indicate the most recent date a registered job seeker who
isaveteran was referred to any intensive service or
training program supported by the Federal Government,
such as WIA funded projects, TAA, NAFTA, and Job
Corps. Thisdoes not include DVA-OJT.

Indicate the most recent date a registered job seeker who
isaveteran was referred by DV OP staff to any intensive
service or training program supported by the Federal
Government, such as WIA funded projects, TAA,
NAFTA, and Job Corps. This does not include
DVA-QJT.

Indicate the most recent date a registered job seeker who
isaveteran was referred by LVER staff to any intensive
service or training program supported by the Federal
Government, such as WIA funded projects, TAA,
NAFTA, and Job Corps. This does not include
DVA-QJT.

Indicate the most recent date a registered job seeker who
is aveteran was verified to have entered any job training
program supported by the Federal government such as
WIA, Job Corps, etc. This does not include placements
in DVA-OJT.

Indicate the most recent date aregistered job seeker who
is aveteran was verified by DV OP staff to have entered
any job training program supported by the Federal
government such as WIA, Job Corps, etc. This does not
include placementsin DVA-OJT.

Indicate the most recent date a registered job seeker who
isaveteran was verified by LVER staff to have entered
any job training program supported by the Federal
government such as WIA, Job Corps, etc. This does not
include placementsin DVA-OJT.

Date—YYYYMMDD

Date—YYYYMMDD

Date—YYYYMMDD

Date—YYYYMMDD

Date—YYYYMMDD

Date—YYYYMMDD

Date—YYYYMMDD

Date—YYYYMMDD
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59

60

61

62

63

65

66

Most Recent Date
Referred to Federal Job

Most Recent Date
Referred to Federal Job
(DVOP)

Most Recent Date
Referred to Federal Job
(LVER)

Most Recent Date Placed
in Federal Job

Most Recent Date Placed
in Federal Job (DVOP)

Most Recent Date Placed
in Federal Job (LVER)

Most Recent Date
Referred to a FCJIL Job

Most Recent Date
Referred to a FCJIL Job
(DVOP)

Wednesday, 4 May, 2005

Indicate the most recent date a registered job seeker who
is veteran was referred to ajob opening filed with a
placement office by a department or agency of the
Federal government or other entity under the jurisdiction
of the U.S. Office of Personnel Management.

Indicate the most recent date a registered job seeker who
is veteran was referred by DV OP staff to ajob opening
filed with a placement office by a department or agency
of the Federal government or other entity under the
jurisdiction of the U.S. Office of Personnel
Management.

Indicate the most recent date a registered job seeker who
is veteran was referred by LVER staff to ajob opening
filed with a placement office by a department or agency
of the Federal government or other entity under the
jurisdiction of the U.S. Office of Personnel
Management.

Indicate the most recent date a registered job seeker who
isaveteran was placed in ajob opening filed with a
placement office by a department or agency or other
entity under the jurisdiction of the U.S. Office of
Personnel Management.

Indicate the most recent date aregistered job seeker who
is veteran was placed in ajob opening filed with a
placement office by a department or agency or other
entity under the jurisdiction of the U.S. Office of
Personnel Management. (DVOP)

Indicate the most recent date a registered job seeker who
is veteran was placed in ajob opening filed with a
placement office by a department or agency or other
entity under the jurisdiction of the U.S. Office of
Personnel Management. (LVER)

Indicate the most recent date a registered job seeker who
is either aspecial disabled veteran, Vietnam era veteran,
campaign veteran, or newly separated veteran was
referred to ajob opening listed by an employer identified
as a Federal contractor.

Indicate the most recent date a registered job seeker who
is either aspecial disabled veteran, Vietnam era veteran,
campaign veteran, or newly separated veteran was
referred by DV OP staff to ajob opening listed by an
employer identified as a Federal contractor.

Date—YYYYMMDD

Date—YYYYMMDD

Date—YYYYMMDD

Date—YYYYMMDD

Date—YYYYMMDD

Date—YYYYMMDD

Date—-YYYYMMDD

Date—YYYYMMDD
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67 Most Recent Date Indicate the most recent date a registered job seeker who Date—YYYYMMDD
Referred to a FCJL Job is either aspecial disabled veteran, Vietnam era veteran,
(LVER) campaign veteran, or newly separated veteran was
referred by DV OP staff to ajob opening listed by an
employer identified as a Federal contractor.
68 Most Recent Date Placed Indicate the most recent date a registered job seeker who Date—YYYYMMDD
in FCJL Job is either a special disabled veteran, Vietham era veteran,
campaign veteran, or newly separated veteran was
placed in a FCJL Job.
69 Most Recent Date Placed Indicate the most recent date a registered job seeker who Date—YYYYMMDD
in FCJL Job (DVOP) is either a special disabled veteran, Vietham era veteran,
campaign veteran, or newly separated veteran was
placed inaFCJL Job. (DVOP)
70 Most Recent Date Placed Indicate the most recent date a registered job seeker who Date—YYYYMMDD
in FCJL Job (LVER) is either aspecial disabled veteran, Vietnam era veteran,
campaign veteran, or newly separated veteran was
placedinaFCJL Job. (LVER)
71 Wages 1st Quarter Prior Total earnings from wage recordsin the first quarter Number: 00000.00
to Registration before registration quarter.
72 Wages 1st Quarter After Total earnings from wage recordsin the first quarter Number: 00000.00
Registration Quarter after registration quarter
73 Wages 2nd Quarter After Total earnings from wage records in the second quarter Number: 00000.00
Registration Quarter after registration quarter.
74 Wages 3rd Quarter After Total earnings from wage records in the third quarter Number: 00000.00
Registration Quarter after registration quarter.
75 Wages 4th Quarter After Total earnings from wage records in the fourth quarter Number: 00000.00
Registration Quarter after registration quarter.
76 Employer Identification Indicate the unique employer identification number from Alphanumeric (separate
Number (1st Quarter the wage records first quarter prior to registration multiple EIN’s by
Prior to Registration quarter. semi-colon (;)
Quarter)
77 Employer Identification Indicate the unique employer identification number from Alphanumeric (separate
Number (1st Quarter the wage records first quarter after the registration multiple EIN’s by
After Registration quarter. semi-colon (;)
Quarter)
78 Employer Identification Indicate the unique employer identification number from Alphanumeric (separate
Number (2nd Quarter the wage records second quarter after the registration multiple EIN’s by
After Registration quarter. semi-colon (;)
Quarter)
79 WIB/Office Indicate the WIB or office from which the participant Text
was provided services.
80 Office/Case Manager Indicate the office or case manager for the participant. Text

Wednesday, 4 May, 2005
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81 User Field User defined field Text
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Employment Service Record Layout

Extract file typeis- ASCII, comma delimited columns. The record layout should be used to create afile of all ES job openings
received reported for Group 2 - 9002 E. Reconstruction should be done at the end of report period being validated. Datamust bein
the order listed below. The Data Type/Format 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 — 00000000
(Mandatory)
2 Date Received Job Indicate the date the job opening was received. Date—YYYYMMDD
Opening (Mandatory)
3 Employer Type Indicate whether the employer type was a federal Text: FCJL
contractor for ajob opening received.
4 O*NET SOC Code Indicate the Occupational Information Network Number:

classification code for the job opening received. 11,13,15,17,19,21,23,2
5,27,29,31,33,35,37,39,
41,43,45,47,49,51,53,5
5

5 NAICS Code Indicate the North American Industry Classification Number:

System code for the job opening received. 11,21,22,23,31,32,33,4
2,44,45,48,49,51,52,53,
54,55,56,61,62,71,72,8
1,92

6 Employer Identification Indicate the unique employer identification number for Alphanumeric
Number job opening received.
7 WIB/Office Indicate the WIB or office from which the participant Text
was provided services.
8 Office/Case Manager Indicate the office or case manager for the participant. Text
9 User Field User defined field Text
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VI. RECORD LAYOUTS

Employment Service Sample Import File for 9002C Report Values

& ETA9002C.txt - Notepad

[Eile Edit | Farmat  Help

"7, M3, C20000231°, "ooo2c, 210,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0, 0
M2t UmIt, "20000331", "ono2c”,70,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0
M3t Umat, "20000331", "oo02c”,140,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0
"4t UN3Y, "20000231", "oo02c”,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0
Mgt Um3t, "20000331", "ooo2c”,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0
”6”,”NJ”,”2DDDD331” 002" L7122 022 s n s s s nnnsesaad28,45,16

“?“! L] IIEDDDDEEI“ HQDDEC“ 12! LI} I:'! IEEERNEEEEEENERE I:'! I:'! ]

“g", UN3", "20000331", "oo02c”,105,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0
“g“!“NJ“ HEDDDDEEIH "e002C” 14D!!!D!!!!!!!!!!!!!!!!!

Illl:lll!l “2I:II:II:II:I331“ “9':”:'2(:“ ?5!!!D!!!!!!!!!!!!!!!!!

“11“! " ! IIEDDDDEEJ‘“ IIQDDEC“ l:l! L !D! LRl
“12“ ! IIEDDDDEEIH IIQDDEC“ I:I! LI R D
“13“! L) IIEDDDDEEI“ IIQDDEC“ I:I! LI R D
“14“! “NJ“! “2DDDD331“ “gl:ll:lzcll l:I! IR
“15“! ! IIEDDDDEEIH IIQDDEC“ I:I! LI R D
“16“ L) IIEDDDDEEI“ IIQDDEC“ I:I! LI R D

Ill?II!“NJ“ IIEDDDDEEj‘“ IIQDDEC“ D!!!!!!!!!!!!!!!!!!!!

98





