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|. OVERVIEW

This User’s Guide has been written to guide you through the process of using the
WIA Data Validation Software (WIADV) to produce and to validate the WIA
annual, quarterly and rolling four-quarters reports. The software includes a demo
database with sample annual report data that allows users to review the full
functionality of the software prior to building their own extract files.

The User’ s Guide contains the following sections:

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

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

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

Record Layouts: Provides the record layouts for the validation import and
reported value import files. Also, provides an example of a reported count
file for the quarterly/rolling four-quarters report. Also, has a list of tips on
how to build an extract file.

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




II. INSTALLATION

Step 1—Uninstalling the Application

Before you install a newer version of the WIADV software it is recommended that
you uninstall the existing version of the software. Please follow the normal process
for uninstalling software on your computer.

To uninstall WIADV software on a Windows 2000 or Windows XP machine,
select Start, then Settings, then Control Panel. In the Control Panel, double click
on Add/Remove Programs. Click on the WIA. Then, click on Change/Remove.
Follow the InstallShield instructions to remove the software.

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

Step 2—L oad CD ROM/Download from Inter net

Before starting installation of the software, quit any other programs that may be
running. Insert the setup CD into the CD-ROM drive or download the software
from the Internet at www.uses.doleta.gov/dv. 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 installing the software on a network may need to contact their system
administrator in order to install the application.



II. INSTALLATION

Minimum hardwar e requirements:

For users with extracts exceeding 50,000 records:

Operating System - Windows 98 or better
RAM - 256 mb

Disk Space - 750 mb
Processor — 400 mhz Pentium 111 (or equivalent processor)

For userswith extracts of fewer than 50,000 records:

Operating System - Windows 98 or better

RAM - 128 mb

Disk Space - 250 mb

Processor — 100 mhz Pentium 111 (or equivalent processor)



II. 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
FilesWIA, 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.

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, smply follow the ensuing prompts by clicking “Next”, as the Setup Type
window is not a required element for successful installation. If the Setup Type
screen does appear, select Typical and then click Next.

Installshield Wizard

'y

Setup Type
Select the Setup Tvpe to install,

Click the type of Setup wou prefer, then click Mest.

0 ;'T_|,||:.i.;;ag Program will be inztalled with the most commaon optionz. Becommended for
................. : ot SIS,

" Compact  Program will be installed with minimum required aptians.

" Custom Y'ou may chooze the options you want to install. Becommended for advanced
LIZErs.

| nztallS hield

< Back | Hest > I Cancel




II. INSTALLATION

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

Step 4—Restarting Computer

After completing the WIA 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.

Step 5—Select the Driver —For MS ACCESS Database

Step 5 is needed to add a database, to access the demo database, to change the
default database, or to install the application in a folder other than the default
folder.

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

Double click. On the System DSN tab, in the ODBC Data Source Administrator
window, click “Add,” regardless of the data source name that is highlighted.

&1 0DBC Data Source Adminiztrator 2] x| |

User DSM | Spstem DSNI File DS K I Driversl Trau:ingl Connechion F'u:n:ulingl About I

Uszer Data Sources:

M ame | Diriseer | Add...
icrozoft dBaze Driver [*. dbf]

Eucel Files Microzoft Excel Driver [*.8ls) Remave |

FouPro Files icrosaft FoxPro Diriver [*.dbf)

M5 SOL Server Egnﬁgure_“ |

M5 Access 97 Databaze  Microzoft Access Driver [F.mdb]

Test Files Microzoft Test Driver [*.kR; * oav]

(Tt Crniver do Microsoft Access [*.mdb)

D E Drriver da Microzoft Access [F.mdb]

Wizual FoxPro Database  Microzoft Visual FoxPro Driver

Wizual FosPro Tables Microsoft Wisual FosPro Driver

An ODBC User data source stores information about how to connect bo
the indicated data provider. A zer data source iz anly vizible ta wou,
and can only be used on the current machine.

| k. I Cancel 1] Help




II. INSTALLATION

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

Drriver da Microsoft para arquivos testa [* bt *
Diriver do Microzoft Access [*.mdb)

Drriver da Microgzoft dB aze [*.dbf]

Drriver do Microgaoft Excel[* xlz]

Drriver do Microzoft Parados [F.db ]

Diriver para o Microzoft Yisual FoxPro

Mizrozoft Access-Treiber [.mdb]
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The ODBC Microsoft Access Setup window will pop up. Enter the data source
name, which is “WIADV”. Then go to “Database” options and click the “Select”
button.

Note that all database setups must have a data source name beginning with the
prefix “WIADV” and there should be no spaces in the data source name. For
example, users should enter “WIADVDemo” 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 |V: Reference Guide.

0ODBC Microsoft Access Setup E

Data Source Mame: IWI.-‘i'-.D‘-.f

E

Dezcnphion: I"v'-.-"l.-'l'-. Databasze
Cancel |
—Databaze
Databaze: Help |
Select... | Create. .. | Bepair... Compact... |
Advanced... |

— Syztem Database

% Mone
" Database:

Syztem Databasze, .

Optionz:
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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 WIA folder. When you open this folder, the
WIA.mdb and the WIADemo.mdb should appear in the left window. Highlight the
applicablefileand click “OK.”

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

Select Database

WlAD emo.mdb

WA, mdb = o
WA emo. mdb | [ Pragram Files
i 151

Access Databazes [* mn |_

Click “OK” on each of the open screensto close them.
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II. INSTALLATION

Step 6—Fixing Database/Data source Errorsduring I nstallation

For some users of Win 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.

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

Some users of Windows 2000, XP, and NT may also need to set up the ODBC in
the System DSN tab under Administrative Tools. This setup procedure is identical
to the procedure used for the User DSN tab.

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

11



II. INSTALLATION

Step 7—Manually Registering Files

When the users are in the process of installing the WIA Data Validation software,
they may get an error message stating that afileis not registered or cannot be
found. In certain cases, users may get this error message after the software has
been installed instead of during the installation process.

These error messages can be resolved by manually registering the specific files that
failed to register. First, the users should check for the file on the hard drive. If the
fileison the hard drive they should follow the steps outlined below to manually
register thefile. If the file cannot be found, the users should contact

WIATA @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” isthe full location of the file, with the file name given in the

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

it. For example, users who use Windows 2000 and X P, would type the following

in response to an error message noting that the file crviewer.dll is not registered:

regsvr32 "c:\Program Files\WIA\crviewer.dll"

Users who use Windows NT would typein:
regsvr32 "C:\winnt\system32\crviewer.dll"

This manually registers the file that did not register during the batch
installation process. Repeat this process for each unregistered file.

12



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. This section also describes how the user can change the reporting options
after theinitial signin.

B. Importing Records

Section B describes how to build and import files of records so the software can
produce and validate the ETA 9091, ETA 9090, and the rolling four-quarters
reports. This section also describes how to access and review duplicate detection
and error reports of records rejected by the software during the import process.

C. Report Validation

Section C describes how to import reported values if a separate software
application was used to produce the ETA 9091, ETA 9090, or the rolling four-
guarters reports. This section also describes how to access and review the report
validation summary and how to access and analyze records by performance
outcome group.

D. Data Element Validation

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

13



1. TUTORIAL

A. SigningIn
Step 1—Opening the Software

Go to the Start menu, click on Programs, and then scroll to find WIA. Click on
the WI A sidebar to open the software.

14



1. TUTORIAL

Step 2—Sign In Screen

The Sign In screen provides several options. The user can either choose to
calculate and validate the annual ETA 9091 report, the quarterly ETA 9090 report,
or aquarterly report using arolling four quarters.

To validate the annual report, click in the box marked “Annua” and enter the
program year for the report being validated in the cell marked program year. Move
the cursor to any other cell and the program and performance year date ranges will
automatically update to match the program year entered by the user.

i U003 - Sign In

,Annual = Cluarterly [~ Raolling Quarters [
Frograrm Year |2|:||:|1 State IN,J

Feport @TR Due I vI

Program Year

Ferformance ¥ear

|m 101 |1 i o0
|5;3|:|rc|2 |Eu3|:|rc|1
Sign In | Exit |
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1. TUTORIAL

To validate the quarterly report, click in the box marked “Quarterly,” enter the
appropriate Program Year, and select the report due date in the cell marked
“Report QTR Due.”

& U003 - Sign In

—FReport
Annual [

Guarterly W Rolling Quarters [

State

Frogram Year Ipnm— INJ—

Feport QTR Due Iugm 5 vI

Frograrm Year

Ferformance Year

|7i1101 [10:00
|Emnm2 |9mm1
Siggn In | Ezxit

To calculate a rolling four-quarters, click in the box marked “Rolling Quarters,”
enter the appropriate Program Year, and select the report due date in the cell
marked “Report QTR Due.”

Program year and performance year date ranges do not apply to the quarterly or
rolling quarters report options.

Click on the“Sign-In” button.

After logging in alist of tips that provides brief explanations of each function will
be displayed.

16



1. TUTORIAL

Step 3—Change Reporting Options

To change the reporting parameters after signing in to the software, open the
Change Reporting Options menu and select Change Reporting Options.

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

The program year and performance year start and end dates can only be changed
when the annual report checkbox is filled with a checkmark.

¢ U003r - Change Report Options

—Report
Annual - Guarterly Rolling Quarers [ iME Mame J
Office Marme
Prograrn Year IW State W I j
Case WManager
Report QTR Due m | j

Program Year Performance Year

[riiz001 |01 12000 Reset |

IEBDQDUE |9:3m9_nn1

Exit
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1. TUTORIAL

While program year and performance year date ranges are auto filled based on the
program year entered, users may overwrite these date ranges to analyze
performance for specific time periods. If no program year is selected, the software
will display an error message and close out.

If the user decides to change the program year after importing the data, the report
may not accurately reflect the program year set. For the software to calculate an
accurate report, the user must re-import the data after changing the type of report,
the program year, or the report due date.

If the user manually changes the program/performance year date ranges to different
date ranges, clicking on the Reset button will automatically reset the
program/performance year date ranges to the program year entered. The Reset
button will also reset the filters for WIB, Office, and case manager to blank (if they
were changed).

The WIB, office, and case manager drop down menus are the unduplicated values
in each of these fields.

After the user selects the options to create the desired report, the user should click
on Save to save the options.

18



1. TUTORIAL

B. Importing Records

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

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

To view the record layout, select the Import Data menu and then choose Sour ce
Table Record Layout. The record layout is also in Chapter V of this User's
Guide.

The record layout isin the WIASRD format with the addition of six fields. The
extract file typeis ASCII, comma-delimited, or tab-delimited columns. Fields must
be in the order listed on the record layout. 160 fields are accepted by the software,
not including the exact number of fields or columns listed in the record layout will
result in all the records being rejected. States should include the participant’s
Social Security Numbers (SSNs) as the individual identifier (field 2) because SSNs
are required to obtain wage records needed to validate earnings during data
element validation.

Mandatory fields are specified in the layout. They include the observation number
(field 1), individual identifier (field 2), and the WIA Registration date (field 34).
Blanks are acceptable in optional fields. Blank or null values are not valid for
observation number, individual identifier and the WIA Registration date and will
result in the record being rejected. Additionally, at least one of the funding stream
classifications (field 36- 40,42-47) hasto have avauein it that would enable the
software to assign the records to a funding stream as specified in Appendix A of
WIA Validation Handbook.

The extract file in this version of the software also allows for goal type, date goal

set, and attainment date for twelve sets of goals for younger youth (see fields 104-
151).

19
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The additional six fields are observation number, office name, WIB name,
sampling unit, case manager, and user field. The user field can be used for any
additional data (e.g. participant's name) that the state wishes to include. The user
field will also be displayed in the Data Element Validation Worksheets.

The sampling unit field is a numeric designator used to create a clustered sample
for data el ement validation. This numeric indicator does not have to begin witha 1
or be consecutive. Without a sampling unit, the states will still get a sample, but it
will not be clustered. If states wish to get a clustered sample by office, and does
not currently have a numeric office designator, it should create one for each office.
No two offices should have the same sampling unit number. However, if states do
not have a numeric office indicator and do not want to create one, they can use a
numeric indicator for the WIB. If they choose to use WIB instead of office, the
cluster sampling will be geographically more dispersed, increasing the travel
necessary to perform data element validation.

To validate the annual report, the extract file must contain the records for four
cohorts of individuals. First, the file should include the records for all participants
for the program year. That is the records of all participants who received any WIA
services during the program year. Second, the file should contain the records for all
exiters for the program year. Third, the file should include exiters for the
performance year—October 1% of the year prior to the program year to September
30™ of the program year. Fourth the file should include exiters for the prior
performance year—October 1% of the year prior to the prior program year to
September 30" of the prior program year.

For an explanation of how these cohorts are used to calculate the performance
measures on the annual report, see Appendix A of the WIA Validation Handbook.

To validate the quarterly and the rolling four-quarters reports, the extract file must
contain the participants and exiters for the appropriate quarters. The tables on the
next two pages denote the date ranges for the participants and exiters to be
included in the file for the quarterly and the rolling four-quarters reports.

20



Definitions:

1. PY = Current program year
2. PY-1= Prior program year

3. PY-2 = Program year prior to the prior program year

1. TUTORIAL

ETA 9090 Quarterly Report Specifications

4. PY+1 = Program year following the current program year

Reporting Quarter 1 Quarter 2 Quarter 3 Quarter 4
Elements Report Due Report Due Report Due Report Due
11/14/PY 2/14/P Y +1 5/14/PY +1 8/14/PY +1
Participants 711UPY 711UPY 711UPY 711UPY
to to to to
9/30/PY 12/31/PY 3/31/PY +1 6/30/PY +1
Total Exiters 7/1UPY -1 7/11UPY 7/11UPY 7/11UPY
to to to to
6/30/PY 9/30/PY 12/31/PY 3/31/PY +1
Entered 10/1/PY-1 10/1/PY-1 10/1/PY-1 10/1/PY-1
Employment and to to to to
Employment- 12/31/PY-1 3/31/PY 6/30/PY 9/30/PY
Credential Rate
Retention and 10/1/PY -2 10/1/PY -2 10/1/PY-1 10/1/PY-1
Earnings Rates to to to to
6/30/PY -1 9/30/PY -1 12/31/PY -1 3/31/PY
Y outh Diploma 7/11UPY-1 7/11PY 7/11UPY 7/11PY
Rate to to to to
6/30/PY 9/30/PY 12/31/PY 3/31/PY +1
Y outh Skill 711UPY 711UPY 711UPY 711UPY
Attainment to to to to
9/30/PY 12/31/PY 3/31/PY +1 6/30/PY +1

The table shows that to calculate the Entered Employment Rate for the first quarter
report, due on November 14™ of the current program year (11/14/PY), the file
should include records for participants who exited from October 1% of the prior
program year (10/1/PY-1) through December 31% of the prior program year
(12/31/PY-1). It also shows that to calculate the retention rate, the file should
include records for participants who exited from October 1% of two years prior to
current program year (10/1/PY-2) through June 30™ of the prior program year

(6/30/PY-1).

21




Definitions:

Rolling Four Quarters Report Specifications

1. PY = Current program year
2. PY-1= Prior program year
3. PY-2 = Program year prior to the prior program year

4. PY+1 = Program year following the current program year

1. TUTORIAL

Reporting Quarter 1 Quarter 2 Quarter 3 Quarter 4
Elements Report Due Report Due Report Due Report Due
11/14PY 2/14/PY +1 5/14/PY +1 8/14/PY +1
Participants 10/1/PY-1 1/PY 4/1/PY 711UPY
to to to to
9/30/PY 12/31/PY 3/31/PY +1 6/30/PY +1
Total Exiters 7/1/PY-1 10/1/PY-1 1/1/PY 4/1/PY
to to to to
6/30/PY 9/30/PY 12/31/PY 3/31/PY +1
Entered 1/1/PY-1 4/1/PY-1 7/1/PY-1 10/1/PY-1
Employment and to to to to
Employment- 12/31/PY-1 3/3UPY 6/30/PY 9/30/PY
Credential Rate
Retention and 7/1/PY -2 10/1/PY -2 1/1/PY-1 4/1/PY -1
Earnings Rates to to to to
6/30/PY -1 9/30/PY -1 12/31/PY -1 3/31/PY
Y outh Diploma 7/1/PY-1 10/1/PY-1 V1/PY 4/1/PY
Rate to to to to
6/30/PY 9/30/PY 12/31/PY 3/31/PY +1
Y outh Skill 7/1/PY-1 10/1/PY-1 1/1/PY 4/1/PY
Attainment to to to to
6/30/PY 9/30/PY 12/31/PY 3/31/PY +1

For example, the above table shows that to calculate the Entered Employment Rate
using rolling four quarters with the report due date of August 14" of the year
following the program year (8/14/PY +1), the file should include records for exiters
from October 1% of the prior program year (10/1/PY-1) to September 30" of the
current program year (9/30/PY). It aso shows that to calculate the retention rate,
the file should include records for all exiters from April 1% one year prior to the
current program year (4/1/PY-1) to March 31% of the program year (3/31/PY).

22



1. TUTORIAL

Step 2—L oad Extract Data

Once the data are formatted according to the record layout, open the Import Data
menu and select Import from Extract File. Select the file to be imported using
the Select File box. Click Open. A box will appear. Click yes to reload the
master validation table (import the extract file). Once the import has begun, the
Import File box includes counters for both the number of records imported
successfully and the number of records with errors.

4 UD11 - Impork File.

Importing File: C:A%A Demo Data.csw

1 & &

Cancel Eit

The Import File box also includes a cancel button to stop the import process. If the
Import File box shows a large number of errors and the user wishes to cancel, click
the Cancel button, then click No in the WIA screen.

Click Exit when a message appears that the import is complete.

23
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Depending on the size of the file, it may take a while to import the data. During
the import process, the software creates a sample from the extract file for data
element validation. The sampling procedure can be time consuming.

When states do not wish to perform data element validation, they may turn off the
software's sampling function. The user should open the Import Data menu and
select Skip Sampling on Import. This option must be selected before the extract
file isimported. Once selected, it will have a checkmark next to it. If not selected,
there is no checkmark. It is important to note that if the user chooses to skip
sampling and later wishes to draw a sample, the extract file must be re-imported.

To unselect the Skip Sampling on Import option, open the Import Data menu
and click on Skip Sampling on Import. The checkmark will disappear.

24



1. TUTORIAL

Once the file is imported, the user can view the imported file. Open the Import
Data menu and select View Source Table. This is a read only screen; however,
the columns in the source table are sortable to facilitate state review of the
imported records. Users can sort on any column in the source table. If the cursor is
placed on a particular row of a column, the application will show that row number
in red at the bottom of the screen. This feature enables the user to easily count the
number of records with a particular characteristic in the source table. The total
number of recordsis provided on the lower left corner of the screen.

i U002 - Source Data Table

0OBS SSH DOB Gender Dizability | Hizpanic HativeAmer| Asian ﬂ
19720726

19720726
19740830
19750715
19460710
195309
19530313
196601 26
19380501
10 19721207
11 19720715
120 18972011
150 19831112
14| 19400809
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The following tables show the approximate length of time to import extract files of
various sizes, both with and without sampling. The import process for these files
was tested on both a Pentium 1V and a Pentium 111 computer and the following
results were obtai ned.

Import Times— Pentium 1V 1.8 Ghz
256 mb, 40 gb Hard Drive

Number of Import Time | Import Time
Records Imported | w/ Sampling | w/o Sampling
1,000 | 30seconds | 15 seconds
25,000 | 15 minutes | 10 minutes
50,000 | 30 minutes | 20 minutes
100,000 | 60 minutes | 45 minutes
200,000 | 2.5 hours 2 hours

Import Times— Pentium |11 866 Mhz
256 mb, 10 gb Hard Drive

Number of Import Time | Import Time
Records Imported | w/ Sampling | w/o Sampling
1,000 | 90 seconds | 60 seconds
25,000 | 20 minutes | 12 minutes
50,000 | 40 minutes | 25 minutes
100,000 | 80 minutes | 50 minutes
200,000 | 5.2 hours 3.8 hours

26
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These computers were dedicated specifically to testing the import times of the
WIA Data Validation Software (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 the recycling bin, running the “disk clean up” function in
Windows, etc.) to maximize system efficiency and free up hard disk space.

The import times depend not only upon system capabilities, but also on the number
and dengity of the records. The Microsoft Access database has a capacity of 1.0
gigabytes; thus, the number of records imported is contingent upon the number and
density of participant records. If the Access database has reached its maximum
capacity the software may indicate “Overflow” errors and will be written to the
importerror.txt file. This may show up as either Windows errors or asimport errors
within the WIA software. To avoid overflow errors, users routinely importing
extracts in excess of 100,000 records should compact the database prior to import
as often as possible. This function is available under the Utilities menu in the
software. The software may also indicate “Overflow” errors, if the file has a
random error that the software cannot identify or if the date fields are incorrectly
formatted.

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

27
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Step 3—Review Error Reports

When the extract file is loaded, the software reads each record to ensure that all
fields are valid based on the specifications in Appendix A of the validation
handbook. Duplicate records and any records with improperly formatted data or
with missing data in mandatory fields are rejected.

An error report listing the rejected records is produced. The error report is
automatically saved to the WIA folder and is titled importerror.txt. Every time a
file is imported into the software, the previous error report is deleted. If no errors
are found, no error report is produced — and no error report will be found in the
folder. To save each error report, the user should rename the importerror.txt file so
that the software does not overwrite it with subsequent error reports.

The error report indicates which observation has an error and the general type of
error that caused the record to be rgected. The error report does not however
indicate the specific field or fields in the record that are in error. For example, a
record may be rgected because the funding stream code is inconsistent with
participant’s date of birth. For instance, for records where the younger youth
participants have an age greater than 21 years the software cannot determine if
the participant is incorrectly classified as an adult or a youth or vice versa
Therefore the error report should be viewed as a diagnostic tool to help states
determine why records have been rejected.

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 that is specified in the record layout. This type of import error
message is shown in sample error report 1. This error message does not give the
observation code number since all observation numbers have an error in them.
States should compare their import file format to the source table record layout to
determine why the number of fields/columns does not match.
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Sample Error Report 1

Eile | Edit Farmat Help
errors in Tile: oDoOLNETANSOTtware AapplicationshwIAwrecords. csv on 6,/23,/2003 2:10:24 PM |«

Error with 0BS code - . There was an error reading a row from the input file due to an
incorrect number of columns in the extract file as compared to the number that is
specified in the record layout.

Error with 085 code - . There was an error reading a row from the input file due to an
incorrect number of columns in the extract file as compared to the number that is
specified in the record layout.

Error with 085 code - . There was an error reading a row from the input file due to an
incorrect number of columns in the extract file as compared to the number that is
specified in the record layout.

Error with 0BS code - . There was an error reading a row from the input file due to an
incorrect number of columns in the extract file as compared to the number that is
specified in the record layout.

Error with 0BS code - . There was an error reading a row from the input file due to an
incorrect number of columns in the extract file as compared to the number that dis
specified in the record Tayout.

Error with 0Bs code - . There was an error reading a row from the input file due to an
incorrect number of columns in the extract file as compared to the number that dis
specified in the record Tayout.

Error with 0BS code - . There was an error reading a row from the input file due to an
incorrect number of columns in the extract file as compared to the number that is
specified in the record layout.

Import errors may also occur when the extract file contains incorrectly formatted
data (as shown in Sample Error Report 2). One example is when field values have
an incorrect format, especialy if text values are placed in a number field.

Sample Error Report 2

mMporcerror.CeE - Motepad - LI X%
Eile_! Edit Format Help
lerrors in file: q:\DoOL2WETANSOfTware |

applicationsiwIaidata.csy on 6/24,/2003 3:03:47 PM

Error with oBs code - 1. [Microsoft] [oDBC Microsoft
Access Driver] Data type mismatch in criteria
expression. There was an error reading a row from the
input file due to incorrectly formatted data. certain
columns do not meet the requirements as specified in
the record Tayout (e.qg text walues may he placed in
fields which require numeric values).
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An assignment error message will appear when records are accepted by the
software but cannot be assigned because they do not conform to the assignment
rules for any performance outcome group (as shown in Sample Error Report 3).

Thiswill generally occur if afunding stream is not assigned to that record.

Sample Error Report 3

i ImportError.txt - Notepad
EI|EJ Edit Format Help

-

arrars in file: q:\poL2NeTAMSoftware applicationsiywIahall Mat Grant.csw on 672372003

2:04:44 PM

JBS #1,I0 #224965645 - (unable To assign performance outcome groups. Certain
1ot meet the reguirements as specified in the record layout for groups to be
che funding streams may be incorrect or missing waluesl.

IBS #2,I0 #232885124 - (Unable to assign performance outcome groups. Certain
10t meet the reguirements as specified in the record layout for groups to he
the funding streams may be incorrect or missing walues).

JBS #3,I0 #235944506 - (Unable to assign performance outcome groups. Certain
10t meet the requirements as specified in the record layout for groups to be
the funding streams may be incorrect or missing walues).

JBS #4,I0 #235172583 - (Unable to assign performance outcome groups. Certain
1ot meet the reguirements as specified in the record layout for groups to be
che funding streams may be incorrect or missing waluesl.

IBS #5,I0 #233067495 - (Unable to assign performance outcome groups. Certain
10T meet The reqguirements as specified in the record layout for groups To he
the funding streams may be incorrect or missing walues).

JBS #6,ID #235728416 - (unable to assign performance outcome groups. Certain
1ot meet the reguirements as specified in the record layout for groups to be
che funding streams may be incorrect or missing walues).

JBS #7,ID #234310073 - (Unable to assign performance outcome groups. Certain
1ot meet the reguirements as specified in the record layout for groups to be
che funding streams may be incorrect or missing walues).

IBS #8,I0 #234310074 - (Unable to assign performance outcome groups. Certain
10t meet the requirements as specified in the record layout for groups to be
che funding streams may be incorrect or missing walues).

columns do

assignedie. g.

columns do

assignedde. g.

columns do

assignedde.g.

columns do

assignedie. g.

columns do

assignedde. g.

columns do

assignedie. g.

columns do

assignedie.g.

columns do

assignedde.g.

After reviewing any error reports generated by the software, ADP staff should

determine if the extract must be regenerated or reformatted and reloaded.

If a

small number of records are rejected, it may not be necessary to re-import thefile.
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Step 4—View Duplicates

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

Click on the Import Data menu and select View Duplicates.

This opens a report that displays the duplicate records from the extract file. The
software rejects all records with the same SSN, Date of Exit and the same funding
stream — Adults, Dislocated Workers or Y outh.

The duplicate report displays the rgjected records, as shown in the sample below.
The user must determine if it is necessary to fix the extract. If so, the user must
determine which observations to delete from the extract file, and then re-import the
file.

WIA Duplicate Records Report

OBS Individual Identifier/SSN WIA Exit Date
76 1000007 1 20000930
Fis) 10000071 20000930

71 10000071 20000930
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C. Report Validation

For report validation, the software compares the validation values derived from the
extract file to the actual values reported by the state on the ETA 9091 or ETA 9090
report. States also can use the software to calculate arolling four-quarters report.

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

Step 1—Import Reported Counts

Click on the Import Data menu and select Import Reported Counts. Note that
the import file should be formatted according to the reported values record layout
listed under the Import Data menu and in Chapter V of this User’s Guide. There
are two reported values record layouts, one for the annual report and one for both
the quarterly report and rolling four quarters report. The file format must match the
reported count record layout for the report being validated. Note that for the annual
report, the software uses the same record layout states use to upload their Annual
Report to the Department of Labor through the EIMS system. There should be a
file for each table on the 9091.

The user will be able to view only the reported values record layout if the “annual
report” is selected on the sign in screen. If the quarterly report is selected, users
will be able to view both the annual and quarterly reported values record layout.

Select the file to be imported using the Select File box. Click Open; a box will
appear. Click on Yesto reload the reported counts table. The Import File box will
show the number of records imported.

Once the user has imported reported counts into the software, the software will
keep these values until the user imports new reported counts files.
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Step 2 - View Report Validation Table

This function allows the user to view the individual records in the adult, dislocated
worker, older youth, and younger youth performance outcome groups. No data
entry isrequired; this function is for analytical purposes only.

Click on the Report Validation menu. Then click on View Report Validation
Tables. Finaly, select the appropriate performance outcome group from the
sidebar. This opens a window that displays a summary of each performance
outcome group and the total number of records and dollar amounts, where
applicable, for each performance outcome group. The performance outcomes are
described in Appendix A of the WIA Validation Handbook.

It is important to note that the quarterly and rolling four quarters reports use
different cohorts of exiters for the entered employment rate and for the retention
rate (Appendix A of the WIA Validation Handbook explains this in more detail).
Consequently, the numerators and denominators for entered employment rate will
differ from those for the retention rate for performance outcome groups A.1, A.3,
and A.5.

It is also important to note that if the user decides to change the report due date or
program year after the file has been imported, the counts within each performance
outcome groups displayed in the report validation table may not accurately reflect
the report selected. The user must change the type of report, the program year, or
the report due date and then re-import the data to accurately display the correct
performance outcomes.
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WIA Report Validation Table for Performance Outcome Group 1

Summary Exhibit A1 1 e e I
WA Report Validation.
1 2 3 E (=
Exit

Humber Emp Status Emp a+1 Exit E—
in at a+ Wage Records! Emp o
Participant Group Group Registration Exit +1 Sup.Sources a+3 S
[ 123 Mot Employed Yes Wage Yes 1
4% 28 Mot Employed Yes Wage Yes pE
1 X 6 Mot Employed Yes Suppl Yes Ul
1 .4\ 23 Mot Employed Yes Suppl. Yes DL
1.5 \ 158 Mot Employed Yes Wage Mo 2
16 \ 7 Mot Employed Wes Suppl. Mo M2
1.7 \ il Mot Emplayed Yes Wace PENDING 2
1.8 \ il Mot Employed Yes Suppl. PENDIMG 2
18 \ o Mot Employed PEMDING [ PENDING M2
10\ 36 Mat Emplayed Ha T HA, T2
1.11 \ 28 Employed Yes Wage Yes L
112 \ 1 Employed Yes WWage Yes S
113 \ 2 Employed Yes Suppl. Yes s
114 \ 6 Employed Yes Suppl Yes S

115 \ 4 |Employed Yes Wage Mo M =

\

Exxit |

Double click on the arrow in the far left column of each performance outcome
group to view the detailed records in that group.
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Detailed Recordsfor Group 1.1

[ Suminary Exhibit &1 Summary Exhibit 4.2
Detail for 1.1
Current Fow Mumber 5 Totsl Mumber of Records: 10
OBS SSH DOB Gender Disability |Hispanic HativeAmer| Asian AfricanAme| Pacificlslam | White

10000001 19660220
10000002 19660220
10000003 19660220
10000004 | 19660220
100000037 19660220
10000006| 19660220
10000007 19660220
10000008| 19660220
10000009| 19660220
10000010| 19660220

o Iy e Rt Y L T R VI SR R

-

Sort Detailed Records

To sort records in ascending or descending order, double-click the heading of the
column you wish to sort. The sorting capability of the software can help staff
analyze changes in performance over time. For instance, by sorting on the data
elements for earnings, the user can determine if changes in the program’'s
performance were due to factors such as changes in Ul wage record patterns or due
to other factors.

Widen Columns

To increase the width of the columns, go to the intersection of the relevant column
heading, click the mouse button and drag to the desired width.
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The performance outcome group summaries are labeled as follows:

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

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

Exhibit A.4 — Dislocated Worker Employment and Credential Rate

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

Exhibit A.8 — Y ounger Y outh Diplomaor Equivalent Attainment Rate

Exhibit A.9 — Y ounger Y outh Retention Rate

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

For instance, if employment for the first, third, or fifth quarter after exit isa 3 and
two full quarters after the end of the quarter of activity have passed, the software
will change the 3 to a 2, and change the earnings for the appropriate quarter to a 0.
Consequently, these records will be failures for the appropriate performance
measures.

If employment for the first, third, or fifth quarter after exit is a 3 and two full
guarters after the end of the quarter of activity have not passed, the software will
retain the 3. These participant records are considered to have pending employment
and earnings information.
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Step 3 - View Report Validation Summary

This function displays a report that calculates the difference between the validation
values and the reported values for each performance outcome group (adults,
dislocated workers, older youth, younger youth). A percentage difference is
generated for each report item except for the rates. When difference are being
calculated for rates, the difference between the rates is used as the “% difference’.
No data entry is required; this option is a read-only function.

Click on the Report Validation menu and select View Report Validation
Summary. To view the summary report, select the applicable group from the
sidebar. It may take severa minutes to open the first report validation summary
after loading the validation file.

The summaries for the annual report can be printed in two ways. First, the user
can click on Report Validation menu, select View Report Validation Summary,
and then select a performance outcome group. Once the report opens, click on the
printer icon in the upper left corner of the screen and then select OK. Second, to
print the report validation summaries for all four groups in batch mode, click on
the Report Validation menu and select View Report Validation Summary.
Then click Print Annual RV Summary (full set).

To view and print the quarterly or rolling four quarters reports, click on Report

Validation menu and select View Report Validation Summary. Then click
Print Quarterly/Rolling Four QuartersRV Summary Report.
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Report Validation Summary- Adults
Period (7/1/01 - 6/30/02)

State:  US Program Year: 2001

Yalidation Reported

RptCell Description Value Value Difference % Diff
a0a1/B- 181 EER Mumeratar 205 205 ] 0.0%
= =i = =l EER Denominator 241 241 ] 0.0%
= =h =y =] EER Rate 851 853 02 0.3%
a0a1/B- 21 Retention Murmeratar 217 215 2 0Aa%
00/B 2R Retertion [ enominator 248 M6 2 0.2
b= =) =Rl =] Retention R ate a7 s a7n 05 0.6%
Q0B 36 Earnings Change Hum 653,050 625,050 12000 1.8%
02/B- 362 Earnings Change D'enom 173 168 5 e
= 1=y = Bl = ] Earnings Change R ate 304853 ImEn nz 0.0%
S0a1/B-4E1 Credertial Num 140 162 22 15.7%
= L=y =S el Credertial Denom 235 275 40 17.0%
b= i=h =i Credertial R ate 508 520 07 1.1%
a0adiC- 141 Public A=sistance EER Num 17 an 3 17.6%
= =k K e Py Fublic A=sistance EER Denom az 1 3 13.0%
= u=) wey P Fublic Azsiztance Rate TR Tho 30 4.0%
Q0 - 240 Fublic Azzistance Retention Hum 16 16 i} 0.0%

If users have selected a WIB, office, or a case manager filter on the change
reporting options screen, the report validation summary will be generated for that
sub-state level. The software regects duplicate records based on SSN, exit dates
and the same funding stream. Any individual with the same SSN, exit date and in
the same funding stream will be rejected, even if that record represents service to
the individual by more than one WIB, office and case manager. Consequently, any
individual who was assisted by more than one of these units will not be included in
every appropriate sub-state level report. A future version of the software will
include the capability to handle records with multiple WIB, office and case
manager data.
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Step 4 — Export Performance Outcome Groups

This function will create extract files for each performance outcome group. These
export files can be used for analytical purposes, or they can be used to generate
files to match against wage records.

Click on the Report Validation menu. Then click on Export Performance
Outcome Groups. Once selected, the software will indicate when the files have
been exported by displaying the message “Done”.

The exported performance outcome group files are saved to a subfolder titled
“Participants Extract” in the C:\Program Files\WIA folder. The last two numbers
within the file name correspond to the performance outcome group. For instance,
Performance Outcome Group 1.1 is saved as Participant Groupl.l.l.txt, and
Performance Outcome Group 3.10 is saved as Participant Groupl.3.10.txt, and so
on. To save each report, the files should be renamed so that they are not
overwritten by subsequent exports.

Sample Performance Outcome Group Export File

X

% File Edit Actions Options ‘Window Help _|5’|i
u e - * b

MEENEIRE = gl]l e ol plElel %] 2] 2 2
====3 1 -
AABAB = * » Top of File = = = I
B0Ad1 206 .10080206 .17668220, .. . .. s s nsa- 2 irrrrrnn 2 nrrnnna 18@85.199916881 28668116841 .1 .2, 2, 2.2, ... —
AARR2 207 . 10080207 . 19660220, ., s rrrvrrnrs 2 irrrrres 2 nrrrrrs 18A85,.1999168081 . 20PA1161 .1 .2 ,.2,2.2, .,
APRA3 208 .100800208.17668220, ... . .. .nsaa 2 irrnrrnn 2 e rirenra 18A85.19791081 . 200811081 .1 .2, 2, 2,2, ..
giaBR4 207 .10080209 .17668220, .. . .. s s nsna 2 irrnrrnn 2 e rirenrn 18085 .1979168681 . 2606681161 .1 .2, 2,2,.2, ..
AAARS 210100002108, 19660220, ., o vrrvrrnrs 2 irrrrres . 18A85,.199916801 .20PA1161 .1 .2,.2,2.2, .,
B0aBe 406 .100800406.176682208, ... .. cnnaa 2 irrnrrnn 2 e rirenra 18085 .19791068681 .2800181681 .1 .2, 2, 2.2, ..
AAAA? 407 .100800407.17660220, . . . c v s s nn e 2 irrnrrnn 2 e rirerrn 18A8L.197916881 .2881081681 .1 .2, 2, 2.2, ..
PAPPE 408 . 10000408 . 19660220, ., . vrrvrrnrs 2 irrrrres . 18A85,.199916801 .20P10161 .1 .2,.2,2.2, .,
B0Ra? 407 .100804809 .17668220, .. .. .. ccnnns 2 irrnrrnn 2 rirenen 18A85.1979168681 288181681 .1 .2, 2,2,.2, ..
AAP1B 410,.10080418,. 19660220, ., s vrrvrrnrs 2 rrrrrres 2 rrrrrrs 18A85,.19991801 . 200191081 .1 .2,.2,2.2, .,
AAP11 606, 1008B6B6 . 19660220, ., . . .. rrr- 2 rrrrren 2 e 180A85,199910801 . 2001085301 .2 2,2.2, _,
BEA12 6@7.180080607.17668220, .. . s s s nsn 2 irrnrrnn 2 rirenen 18A85.197916881 . 28W18530,.1.2,.2,2,.2, ..
AAP13 608 .100PAGASE . 19660220, ., . vrrvrrnrs 2 irrrrres 2 nrrrrrs 18A85,.199918A1 .20P19A530,.1 .2 ,.2,2.2, .,
AlA14 607.100800607.17668220, ... . .. .0 a- 2 irrnrrnn 2 e rirenra 18A85.19791081 . 2001A5%30,.1.2,.2,2,.2, ..
B0@15 619.100806108.17668220, ... cccsnsns 2 irrnrrnn 2 rirenrn 18085.1999168681 ,.200185%309,.1.,.2,2,2,.2, ..
BAP16 = * »* End of File = = =

39



1. TUTORIAL

Step 5— Export Validation Counts

This function will create files formatted to upload into the Enterprise Information
Management Systems (EIMS) for each of the sections of the ETA 9091 report.
This function does not generate the customer satisfaction data required on the
report, financial, or local level performance data required on the report.

Click on the Report Validation menu. Then click on Export Validation Counts.
Once selected, the software will indicate that the file has been exported by
displaying the message “Done”.

The exported validation counts are saved to a folder titled “Exported Validation
Counts’ under the C:\Program Files\WIA folder. The files are named according to
the report itemsitables in the annual report or the quarterly report that they
correspond to. For instance, Table A is saved as table A.txt, and Table B is saved
astable B.txt, and so on.

Sample Validation Count Export File

table B.txt - Notepad - |O] =
EiIIE!_I Edit Format Help

ET,2001,84,84.58,212,250,81,87.45,223,255,3700,35878.31,6 |«
G4218,179,55,57. 55,141, 245 o
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Step 6- Facsimiles

The Facsimile function displays the validation values in the format of the ETA
9091 and ETA 9090 reports. The software also displays the validation values for a
rolling four quarters report on afacsimile of the ETA 9090 report.

Click on the Report Validation Menu and select Facsimiles. The Facsimile
sidebar allows the user to select the applicable report, depending on which report
type was selected on the Sign In and/or Change Reporting Options screen. The
footer of the facsimile indicates the pertinent information from the sign in screen
including the type of report, the state name and the report due date.

Sample Facsimile Report

Table B - Aduli Program Resulis At- A - Glance

Negotiated Actual
Performance Level Performance Level
43
Entered Emplbyment Rate 0.0 100,07 —
Emp loyment Retention Rate 0.0 . ::‘;
Earnings Change in 5ix Months $0m $ 9.5 28 3 3,43;,390
. 45
Emplyment And Credential Rate 0.0 B3 —

Tahlke C - Outcomes for Adult Special Populations

Reported Publc Assistance Veterans Indwriduak With OMer Indiriduak
Information Recipienis Receiing Disah ilities
Intensire or Training
Services
Entered 5 g 17 6
ﬁmp Joyment 100,00 3 1000 5 100,00 K 10000
ate
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If users have selected a WIB, Office or Case Manager filter on the Change
Reporting Options screen, the software will generate a facsimile report for that
substate level. The footer of the facsimile report will display the selected substate
unit. As previoudly stated, however, any individual who was served by more than
one of these unitswill not be included in every appropriate sub-state level report.

Click on the printer icon to print the facsimile report using the live printer. To
produce the facsimile in Adobe Acrobat (PDF) format, click on the export report
button to the right of the printer icon and follow the prompts. Note that the
facsimile report may not be fully formatted on the screen or in print unless
validation values for the report have been calculated.
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D. Data Element Validation

These steps allow the user to validate a sample of participant records used to
calculate performance on the annual and rolling four quarters reports.

Step 1 - Validate Sampled Records

Click on the Data Element Validation menu and select Edit Worksheets. Then
select from among the four groups—adult, dislocated workers, older youth, and
younger youth—on the sidebar.

This opens a window that displays a summary of the samples for the selected
group. Double click on a sample row to view the records chosen for that sample.

Clustered Sample - Probahility of selection =1 |25

Clustered Sample - Probahilty of selection =1 | 237

Double click on arrow to open the summary worksheet for each sample
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This will open the data element validation worksheet summary for the selected
sample. The validation software automatically selects samples from the particular
group and displays the sampled data on validation worksheets. This summary
screen isread only.

Summary Wor ksheet
Summary of Samples Taken T Worksheet
Clustered Mumber samples inspected: 0
Detail
ohs ssh office DOB Pass/Fail Disability =]
1 {1 10000011 1 19660220 o
2 M 10000021 1 19660220
Y 10000041 1 19660220 1
4 151 10000051 1 19350101
5 |61 10000061 1 19350101
B a1 10000081 1 19660220
7| 10000031 1 19660220
g [20 10000020 10 19660220
g J30 10000030 10 19660220 1
10 40 10000040 10 19660220 1
11 150 10000050 10 19660220 1
12 |60 10000060 10 19350101
13 70 10000070 10 19350101 -
<[] i
DOE Dizability Wet EmpStatus UCClaimant Lowlncome TAMNF
[ 3 Refrezh Counts |
[« | ’

To access, update, and print individual sampled cases, double click on any column
of the applicable record on the summary worksheet. This will open a validation
worksheet for the sampled record. Do not click on a column header.
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The worksheet has several tabs. These tabs allow the user to more easily navigate
through al of the data elements.

Worksheet Tabs
File Import Data Change Reporting Options  Report Validation  Data Element Yalidation  Utilities  Window  Help = ﬂ
0BS [; | SamplingUnit [s33333 WIlA Data Element Validation
SSN [1ooooon= Office | (AdU”’S)
User Id WIB Hame [1
2-28 1 29 5E | 57 ]
Data Elements Reported Yalue Pasz  Fail Data Elements Reported ¥alue Pass Fail
2. DOB |— r 19. WIAIBRegDate r I
3. Disahility |— r 20. WIAExitDate r I
4, Vet [ B 21, SuppService B [
5. Emp Status [ B 12. NeedsPaymenis B [
. UCClaimant |— r 23. IntensiveServDate r r
7. LowIncome [ B 24, TrainServDate B [
2. TANF |— r 25. EstabITA r I
9, Cashdssist |— r 26. RecviBasicSkills Service r I
10. GradeComp - r 27. OJT r r
11. DisplacedHomemalker [ [ 28. Recvd$ldllzTrain [ [

The validation worksheet includes all of the data elements to be validated.

Follow the validation instructions, as specified in Appendix C of the validation
handbook, by checking all necessary documentation and other sources to determine
if the data element is valid. The reference number for each data element on the
worksheet corresponds to the reference number for that data element in the data
validation instructions. Negative values are not validated and hence will not be
displayed in the worksheet.

Check either pass or fail for each element, or leave the checkbox blank if

appropriate. When finished select either Save and Exit or Print at the bottom of the
screen. The summary worksheet will then display the updated information from
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the tabbed worksheets. Follow the same series of steps for each record in the
sample.

The worksheets also include a text box titled “Comments’ which enables the
validator to note any additional information that they may want to with regards to
the data elements or the validation process.

Step 2 —Print Sampled Cases

To print al of the worksheets in batch mode, click on the Data Element
Validation menu and then click on Print Worksheets. Next, select the
appropriate group from the sidebar. All sampled records for the selected group
will be formatted for printing. Click the printer icon at the top left of the screen to
begin printing.

The sampled records will be sorted by WIB and office within WIB when printed in
batch mode.
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WIA Data Element Validation
Adukts

For S5N: 10000003 Samp ling Unit: Office:
OBS: ¥ Wi MName: 1 User Id 1
Data Element Refi Value PassiF ail
DOB 02 19660420
Disab litiy 03
Yet 04
Emp Status (153
UC Claamant 06
LowIncome o7
TANF 08
Cashdssiet 0a
GradeComp 10 2
Disp laced Homemalker "
WIAIBRegDaie 19 19991001
WIAExitDate 20 20000930
Supp Service 21
MNeedsPayments )
IntensweServDaie 23

TrainCormrTiata

L
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Step 3—DEV Summary/Analytical Report

Click on the Data Element Validation menu and select Summary/Analytical
Report. Then select the appropriate group on the sidebar.

This opens a summary report which shows the number of errors and the percent of
errors for each data element. No data entry is required; this screen is for analytical
purposes only. The two types of error rates (Overal Error Rate and Reported Data
Error Rate) are generated as the worksheets are being validated; the # of Errorsis
generated only after the entire worksheet has been validated.

WIA Data Element Validation Summary and Analytical Report

Group: Adults Period: Humber of Cases: 0
Data Element Ref. # # of Errors Overall Error Rate Reported Data Error Rate

Do 0z 1] 0.00% 0.00%
Disahility 03 1] 0.00% 0.00%
Vet 04 1] 0.00% 0.00%
EmpStatus 05 1] 0.00% 0.00%
LICClaimant 0f 0 0.00% 0.00%
Lowlncome 07 0 0.00% 0.00%
TAMF 0s 1] 0.00% 0.00%
CashAssist 04 1] 0.00% 0.00%
GradeCamp 10 0 0.00% 0.00%

Please refer to Appendix F in the validation handbook for an explanation of the
two types of error.

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

Step 4 — Eligibility Validation

Under Development

Currently, the software allows the user to validate the elements associated with
eligibility that are present on the WIASRD during the data element validation of
exiters. In a future version, the software will draw a separate sample of recent
WIA registrants to validate eligibility. To reduce the burden of digibility
validation, this sample will be drawn from the same WIBs and offices as the
sample for validation of exiters.
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V. REFERENCE GUIDE

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

A. FileMenu

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

1. Show Tipsat Start-Up

Users can choose whether or not the tips appear at start-up.

2. Exit

Select this to exit the program.
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V. REFERENCE GUIDE

B. Import Data Menu

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

1 Skip Sampling on Import

Select this tab to stop the software from producing a sample of participant records
for data element validation. Selecting this option will reduce the time required to
import the records. If the user later needs the software to draw a sample, the user
must unsel ect this option and re-import the file.

2. Import From Extract File

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

3. Import Reported Counts

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

4, View Duplicates

This function displays a report that lists the duplicate records identified and
rejected by the software when importing the extract file.
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V. REFERENCE GUIDE

5. Sour ce Table Record Layout

This function displays the record layout used in developing the validation file. The
record layout is in WIASRD-format with the addition of six fields: observation
number, sampling unit, WIB name, office name, case manager and user field. A
copy of the record layout can be found in Chapter V of this User’s Guide.

6. Reported Values Record Layout

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

7. Quarterly Reported Values Record L ayout

This function displays the record layout used to prepare the reported values import
file for the ETA 9090 report and the rolling four quarters. A copy of the quarterly
reported values record layout can be found in Chapter V of this User’s Guide.

8. View Source Table

This function displays all of the records from the extract file that were imported
into the software.

52



V. REFERENCE GUIDE

C. Change Reporting 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 screen that allows the user to select the type of
report, the program year, the report due date, the state name, the performance year
start and end dates, the WIB name, the office name, and the case manager’ s name.
This screen enables the user to select and view subsets of participant records for
analytical and management purposes.
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V. REFERENCE GUIDE

D. Report Validation Menu

The fourth menu on the toolbar is called “Report Validation.” Options in this
menu are;

1. View Report Validation Tables

This function provides a window to view a summary of each performance
outcome group and totals of records and dollar amounts, where applicable, for
each group. Click on the arrow in the far left column next to a performance
outcome group to view the detailed records for that group.

2. View Report Validation Summary

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

3. Export Performance Outcome Groups

This function creates extract files for each performance outcome group. These
export files are saved to the Participants Extract subfolder under the
C:\Program Files\WIA folder.

4. Export Validation Counts

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



V. REFERENCE GUIDE

5. Facsimiles
The Facsimile function produces the annual, quarterly, and rolling four quarters

reports in the format of the ETA 9091 and ETA 9090 reports. Select from the
sidebar the facsimile report to be viewed.
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V. REFERENCE GUIDE

E. Data Element Validation Menu

The fifth menu on the toolbar is caled “Data Element Validation.” For each
option in this menu, the user selects the applicable performance outcome group —
adults, dislocated workers, older youth, and younger youth — from the sidebar.
Optionsin this menu include:

1. Edit Worksheets
a. Summary of Samples Taken

This window displays a summary of the samples. Click on the relevant
summary row to view the worksheet summary.

b. Worksheet

The validation software automatically selects samples from the performance
outcome groups and displays the sampled data on a summary worksheet. This
summary worksheet isread only.

To access, update, and print individual sampled cases, double click in any
column of the applicable case. This will open a condensed validation
worksheet for the particular sampled record. The condensed worksheet has
severa tabs, depending on the performance outcome group and the associated
data elements being validated. These tabs allow the user to more easly
navigate through all of the data elements.

2. Print Worksheets

This function enables the user to print the worksheets in batch mode for each
performance outcome group.
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V. REFERENCE GUIDE

3. Summary/Analytical Report

This function displays a report that is generated after the worksheets are
completed. The report calculates a percentage error for each applicable data
element.
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V. REFERENCE GUIDE

F. UtilitiesMenu

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

1. Compact Database

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” errors in the
importerror.txt file.

2. Switch Database

This function allows the user to select from multiple databases using a drop down
menu. This functionality may be helpful if you :

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

e Have gsplit the validation file into two databases to keep the size
manageable in large states

e Want to access the state's validation database as well as the demo
database.
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V. REFERENCE GUIDE

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 verticaly.

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

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

Thisfeature is under development.

2. Contacting Mathematica Policy Resear ch, Inc.

This feature provides contact information for users who would like additional
assistance with installing or using the software. Usears should e-mail
WIATA @mathematica-mpr.com by clicking on the email link and specify the
version of the software being used, the specific question, and the user’s contact
information.

3. About

This feature provides the software version number and product development
information for the application.
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V. RECORD LAYOUTS

Attached are three record layouts. The first is the record layout for the extract file
of participant records. The second is the record layout for the reported counts for
the WIA ETA 9091 report and the third is the record layout for the reported counts
on the quarterly 9090 and rolling four-quarter reports. Also, attached is an example
of areported count file for the quarterly and rolling four-quarters reports and some
tipsto help create the extract file.

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

Extract file typeis- ASCII, comma delimited columns. The record layout should be used to create a reconstruction file of records for
three cohorts of individuals. First, the file should include the records for al participants for the program year. Second, the file should
contain the records for all exiters for the program year. Third, the file should include exiters for the performance year-October 1st of
the year prior to the program year to September 30th of the program year. Datamust be in the order and format listed in the Data
Type/Format column. The Data Type/Format column also indicates the generic values for text fields. All fields listed as mandatory

arerequired fields.

Number  Field Name

Field Description

Data Type/Format

1 OBS

2 SSN

3 Date of birth

4 Gender

5 Individual with a
disability

6 Ethnicity Hispanic or
Latino

Tuesday, 9 September, 2003

Sequential number, starting at 1

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

The ID number may include both numeric and
alphabetic characters.

An individual with adisability means an individual with
any disability as defined in section 3 of the Americans
with Disabilities Act of 1990 (42 U.S.C. 12102).

Record 1 for any individual who has a physical or mental
impairment which substantially limits one or more of
such person's mgjor life activities, or has arecord of
such an impairment, or is regarded as having such an
impairment.

Record 2 if theindividual hasa physical or mental
impairment which for such individual constitutes or
results in a substantial impediment to employment.

A person of Cuban, Mexican, Puerto Rican, South or
Central American, or other Spanish culturein origin,
regardless of race.

Number (Mandatory)

Text - 000000000
(Mandatory)

Number -
YYYYMMDD

Number-
1=Male
2 =Femade

Number -

1=Yes

2 = Yesand disability
resultsin a substantial
impediment to
employment

3=No

Number-
1=Yes
2=No
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Number  Field Name Field Description Data Type/Format
7 American Indian or A person having originsin any of the original peoples of Number-
Alaska Native North America and South America (including Central 1=Yes
America), and who maintains cultural identification 2=No
through tribal affiliation or community recognition.
8 Asian A person having originsin any of the original peoples of Number-
the Far East, Southeast Asia, or the Indian Subcontinent 1=Yes
(e.g., India, Pakistan, Bangladesh, Sri Lanka, Nepal, 2=No
Sikkim, and Bhutan). This areaincludes, for example,
Cambodia, China, Japan, Korea, Maaysia, the
Philippine Islands, Thailand, and Vietnam.
9 Black or African A person having originsin any of the black racial groups Number-
American of Africa 1=Yes
2=No
10 Hawaiian Native or other A person having origins in any of the original peoples of Number-
Pecific Islander Hawaii, Guam, Samoa, or other Pacific Islands. 1=Yes
2=No
11 White A person having originsin any of the of the original Number-
peoples of Europe, the Middle East, or North Africa. 1=Yes
2=No
12 Veteran status Record 1 if theindividual is a person who served in the Number -

Tuesday, 9 September, 2003

active U.S. military, naval, or air service for aperiod
less than or equal to 180 days, and who was discharged
or released from such service under conditions other
than dishonorable.

Record 2 if the individual met the conditions described
above for more than 180 days.

1=Yes<=180days
2=Yes> 180 days
3=No
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Number  Field Name

Field Description

Data Type/Format

13 Campaign veteran

14 Disabled veteran

15 Recently separated
veteran

Tuesday, 9 September, 2003

Record 1 if theindividual is a veteran who served on
active duty in the U.S. armed forces during awar or in a
campaign or expedition for which a campaign badge or
expeditionary medal has been authorized asidentified
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/veterans/html/vgmedal 2.htm.

Record 2 if theindividual served in the active U.S.
military, naval, or air service, and who was discharged
or released from such service under conditions other
than dishonorable during the Vietnam-era (the period
beginning on February 28, 1961 and ending on May 7,
1975, in the case of a veteran who served in the Republic
of Vietnam during that period, and the period beginning
on August 5, 1964 and ending on May 7, 1975, in al
other cases).

Note: If both codes 1 and 2 apply, record 2 for
Vietnam-Era Veteran.

Record 1 if theindividual is aveteran who is entitled to
compensation regardless of rate (include those rated at
0%) for adisability under laws administered by the
Department of Veterans' Affairs (DVA), or who was
discharged or released from active duty because of a
service-connected disability.

Record 2 if the individual israted at 30% or more by the
DVA, or at 10 or 20 percent for a serious employment
disability.

A veteran who applied for participation under WIA title

| within 48 months after discharge or release from active
U.S. military, naval, or air service.

Number -

1=Yes

2=Yes, Vietnam-era
veteran

3=No

Number -
1=Yes
2=Yes, specia
disabled
3=No

Number-
1=Yes
2=No
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Number

Field Name

Field Description

Data Type/Format

16

17

18

19

Employment status at
registration

Limited English
language proficiency

Single parent

Unemployment

compensation programs

u.L)

Tuesday, 9 September, 2003

Employed. Anemployed individual is currently working
as a paid employee or who works in his or her own
businesses or profession or on his or her own farm, or
works 15 hours or more per week as an unpaid worker
on afarm or in an enterprise operated by a member of
the family, or is one who is not working, but has ajob or
business from which he or she was temporarily absent
because of illness, bad weather, vacation,
labor-management dispute, or personal reasons, whether
or not paid by the employer for time-off, and whether or
not seeking another job.

Not employed. An individual who does not meet the
definition of employed or who, athough employed, has
received notice of termination of employment.

An individual who has limited ability in speaking,
reading, writing or understanding the English language
and (a) whose native language is alanguage other than
English or (b) who livesin afamily or community
environment where alanguage other than English is the
dominant language.

A single, separated, divorced or widowed individual who
has primary responsibility for one or more dependent
children under age 18.

An eligible claimant is an individual who has been
determined to be monetarily eligible for benefit
payments under one or more State or Federal
unemployment compensation programs and whose
benefit year or compensation, by reason of an extended
duration period, has not ended and who has not
exhausted his/her benefit rights.

Number -
1 = Employed
2 = Not employed

Number-
1=Yes
2=No

Number-
1=Yes
2=No

Number -

1 = Eligible claimant
referred by WPRS

2 = Eligible claimant
not referred by WPRS
3 = Exhaustee

4 = Neither claimant
nor exhaustee
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Number  Field Name

Field Description

Data Type/Format

20 Low income

21 Temporary Assistance to
Needy Families (TANF)

22 Genera Assistance (GA)
(State/local
government),Refugee
Cash Assistance (RCA),
Supplemental Security
Income (SSI- SSA Title
XVI)

23 Pell Grant recipient

Tuesday, 9 September, 2003

A registrant in one or more of the following categories:
(A) receives, or isamember of afamily which receives,
cash payments under a Federal, State or income-based
public assistance program;
(B) received an income, or is amember of afamily that
received atotal family income, for the six-month period
prior to registration for the program involved (exclusive
of unemployment compensation, child support payments,
payments described in subparagraph (A) and old-age and
survivors insurance benefits received under section 202
of the Socia Security Act (42 U.S.C. 402)) that, in
relation to family size does not exceed the higher of:

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

(I1) 70 percent of the lower living standard
income level, for an equivalent period;
(C) amember of ahousehold that receives (or has been
determined within the 6-month period prior to
registration for the program involved to be eligible to
receive) Food Stamps pursuant to the Food Stamp Act of
1977(7 U.S.C. 2011 et seq.);
(D) qualifies asahomelessindividual, as defined in
subsections (a) and (c)of section 103 of the Stewart B.
McKinney Homeless Assistance Act(42 U.S.C. 11302);
or
(E) isafoster child on behalf of whom State or local
government payments are made.

Participants who were referred by the TANF agency,
who participated in the TANF assessment program as a
reguirement prior to opening a TANF grant, and who
received support services from the TANF agency.

A participant who receives cash from one or more of the
following sources: General Assistance, Refugee Cash
Assistance, Supplemental Security Income

Theindividual is or has been notified they will be
receiving a Pell Grant.

Number-
1=Yes
2=No

Number-
1=Yes
2=No

Number-
1=Yes
2=No

Number-
1=Yes
2=No
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Number  Field Name Field Description Data Type/Format
24 Highest school grade Number-
completed 0= No school grade
completed
01-11 = Number of
elementary/ secondary
school grades
completed
12= High school
graduate
88= Attained certificate
of equivalency for a
high school degree
(e.g., GED)
13-15= Number of
school years completed.
16= Bachelor's degree
or equivalent
17= Education beyond
the Bachelor's degree
25 Displaced homemaker An individual who has been providing unpaid services to Number-
family membersin the home and who- 1=Yes
(1) has been dependent on the income of another family 2=No
member but isno
longer supported by that income; and
(2) isunemployed or underemployed and is
experiencing difficulty in
obtaining or upgrading employment
26 Date of actua qualifying The last day of employment at the dislocation job. Number-
dislocation YYYYMMDD
27 Homeless individual Anindividual who lacks afixed, regular, adegquate Number-
and/or arunaway youth nighttime residence; and any individual who has a 1=Yes
primary nighttime residence that is a public or private 2=No
operated shelter for temporary accommodation; an
institution providing temporary residence for individuals
intended to be ingtitutionalized; or a public or private
place not designated for or ordinarily used as aregular
dleeping accommodation for human beings. Also
includes a runaway youth.
NOTE: Does not include a person imprisoned or
detained pursuant to an Act of Congress or State law.
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Number  Field Name Field Description Data Type/Format
28 Offender Anindividua: Number-
(1) whoisor has been subject to any stage of the 1=Yes
criminal justice process, 2=No
for whom services under WIA may be beneficial; or
(2) who requires assistance in overcoming artificial
barriers to employment
resulting from arecord of arrest or conviction.
29 Pregnant or parenting Anindividual who is under 22 years of age and who is Number-
youth pregnant, or ayouth (male or female) who is providing 1=Yes
custodial care for one or more dependents under age 18. 2=No
30 Y outh who needs A youth, aged 14-21, who requires additional assistance Number-
additional assistance to complete an educational program, or to secure and 1=Yes
hold employment as defined by State or local policy. If 2=No
the State Board defines a policy, the policy must be
included in the State Plan.
31 Education status at time Education status at time of registration Number-
of registration 1 = Student, H.S. or
less
2 = Student, attending
post-H.S.
3 = Not attending
school; H.S. dropout
4 = Not attending
school; H.S. graduate
32 Basic literacy skills The individual meets the State or local level definition of Number-
deficiency (asdefined in basic literacy skills deficient. 1=Yes
8664.205) 2=No
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Number  Field Name Field Description Data Type/Format
33 ETA-assigned Example for State with FIPS code 36 (New Y ork): Number-
WIB/Statewide code For federal funds sent to States for use at the local area: 00000
Adults - 36005, 36010, 36015, etc.
Y outh - 36005, 36010, 36015, etc.
Dislocated Workers - 36005, 36010, 36015, etc.
For federal funds sent to States for statewide (15%)
activities:
Statewide activities (Y outh, displaced homemakers,
incumbent workers, other) - 36903
Rapid Response (including additional assistance) -
36902
National Emergency Grant - 36901
NOTE: If the individual was served by the local area and
also by other non- local funds (e.g., statewide funds or a
national emergency grant), record the code for the local
WIB and not one of the special codes specified above.
NOTE: If the individual wasjointly served by two or
more local areas, record the code for the local areain
which the individua resides. Thisinstruction is not
intended to determine how the state measures
performance for these local areas.
34 Date of WIA Title1-B The registration date should be the date of the first WIA Number-
registration Title I-B service (other than informational or self-service YYYYMMDD
activities for adults and dislocated workers). (Mandatory)
35 Date of WIA exit The last date on which WIA Title | or partner services Number-
were received by theindividua excluding follow-up YYYYMMDD
services.
36 Adult (Local) Services to adults provided by funds allocated to local Number-
areas under WIA section 133(b)(2)(A) 1=Yes
2=No
37 Dislocated Worker Services to dislocated workers provided by funds Number-
(Local) allocated to local areas under WIA Sec. 133(b)(2)(B) 1=Yes
2=No
38 Youth (Local) Services to youth provided by funds allocated to local Number-
areas under WIA Sec. 128(b). 1=Yes
2=No
39 Y outh [Statewide (15%) WIA Sec. 134(a) Number-
Activities] NOTE: Thisitem need not be recorded as ‘yes' if the 1=Yes
individual is served by alocal areawith statewide funds 2=No
passed down from the state to the local area.
40 Displaced Homemaker WIA Sec. 134(a)(3)(A)(vi)(I) Number-
[Statewide (15%) NOTE: Thisitem need not be recorded as ‘yes if the 1=Yes
Activities] individua is served by alocal areawith statewide funds 2=No
passed down from the state to the local area.
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Number  Field Name Field Description Data Type/Format
41 Incumbent Worker WIA Sec. 134(a)(3)(A)(iv)(1) Number-
[Statewide (15%) NOTE: Thisitem need not be recorded as ‘yes if the 1=Yes
Activities] individua is served by alocal areawith statewide funds 2=No
passed down from the state to the local area.
NOTE: Individuals served only with these funds should
not be reported.
42 Other [Statewide (15%) Whether the individual receives activities (i.e., adult or Number-
Activities] dislocated worker activities) funded with State 15% 1=Yes
reserve funds are provided to individuals eligible for 2=No
WIA Title 1- B services, except for youth activities,
displaced homemaker activities and incumbent worker
activities.
43 Rapid Response Anindividual who participated in rapid response Number-
activities authorized by WIA Sec. 134(a)(2)(A)(i) before 1=Yes
WIA registration.
44 Rapid Response - An individual who participated in a program funded by 1=Yes
Additional Assistance the State under WIA section 134(a)(2)(A)(ii). 2=No
45 National Emergency The last four digits of the original Notice of Obligation Number-
Grant (NOO) number assigned to the project (e.g., if the NOO 0000 = Grant number
number is 30-95-02, the WIASRD entry is 9502.)
46 Second National The last four digits of the original Notice of Obligation Number-
Emergency Grant (NOO) number assigned to the project (e.g., if the NOO 0000 = Grant number
number is 30-95-02, the WIASRD entry is 9502.)
a7 Third National The last four digits of the original Notice of Obligation Number-
Emergency Grant (NOO) number assigned to the project (e.g., if the NOO 0000 = Grant number
number is 30-95-02, the WIASRD entry is 9502.)
48 Adult Education WIA Titlell Number-
1=Yes
49 Job Corps WIA Title!|-C Number-
1=Yes
50 Migrant & Seasonal Participant receives services funded by migrant & Number-
Farmworker Programs seasonal farmworker programs. WIA Title |-Subtitle D, 1=Yes
Sec. 167
51 Native American Participant receives services funded by native American Number-
Programs programs. WIA Title I-Subtitle D, Sec. 166 1=Yes
52 Veterans Programs Participant receives: Number-
1. Services provided by DVOP/LVER (WIA Sect. 1= Yes, labor exchange
121(b)(1)(ix)) 2=Yes, VWIP
2. training services under WIA Sec. 168.
53 Trade Adjustment Act Participant receives services funded by Trade Number-
(TAA) Adjustment Act 1=Yes
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Number  Field Name Field Description Data Type/Format
54 NAFTA-TAA Participant receives services funded by NAFTA-TAA Number-
1=Yes
55 Vocational Education Participant receives services funded by the Carl D. Number-
Perkins Voc. and Applied Tech. Ed. Act (20 U.S.C. 1=Yes
2471)
56 Vocationa Participant receives services authorized by WIA Title Number-
Rehabilitation V. 1=Yes
57 Wagner-Peyser Act Participant receives services funded under Number-
Wagner-Peyser Act 1=Yes
58 Welfare-to-Work Participant receives services funded by Welfare-to-Work Number-
Participant programs. 1=Yes
59 Employment and Participant receives employment and training program Number-
Training programs services carried out under the Community Services 1=Yes
carried out under The Block Grant Act.
Community Services
Block Grant Act
60 Employment and Participant receives employment and training services Number-
Training programs funded by the Department of Housing and Urban 1=Yes
carried out by the Dept. Development
of Housing and Urban
Development
61 TitleV activities Participant isinvolved in activities specified under Title Number-
V of the Older Americans Act of 1965 (42 U.S.C. 3056 1=Yes
et seq.)
62 Employment and training Theindividual receives employment and training Number-
services related to Food services from the Food Stamps program or was referred 1=Yes
Stamps by the Food Stamps program to WIA for employment
and training services.
Note: Thisitemisnot intended to record receipt of
Food Stamps.
63 Other non-WIA Participant receives services from any non-WIA Number-
programs program not listed above that provides the individual 1=Yes
with services authorized under WIA.
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Number  Field Name Field Description Data Type/Format

64 Supportive services For adults and dislocated workers, supportive services Number-
(except needs-related include services such as transportation, child care, 1=Yes
payments) received dependent care, and housing that are necessary to enable 2=No

anindividual to participate in activities authorized under
Title | of WIA, consistent with the provisions of Titlel.
Supportive services for youth, as defined in WIA section
101(46), may include linkages to community services;
assistance with transportation; assistance with child care
and dependent care; assistance with housing; referralsto
medical services; and assistance with uniforms or other
appropriate work attire and work-related tools, including
such items as eye glasses and protective eye gear.

65 Needs-related payments Thisitem only appliesto individuals who received WIA Number-
(Adults/Dislocated title 1-B funded needs related payments. 1=Yes
Workersin training 2=No
services) or stipends
(Youth in training)

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

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

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

69 Adult education, basic The individual received adult education, basic skills Number-
skills and/or literacy and/or literacy skills. 1=Yes
activities 2=No

70 On-the-job training Training by an employer that is provided to a paid Number-

participant while engaged in productive work in ajob 1=Yes
that: 2=No
(A) provides knowledge or skills essential to the full and

adequate performance of the job;

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

percent of the wage rate of the participant, for the

extraordinary costs of providing the training and

additional supervision related to the training; and

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

participant to become proficient in the occupation for

which the training is being provided.

71 Occupational skills Anindividual received occupational skillstraining or Number-
training or skills skills upgrading/retraining, and/or workplace training 1=Yes
upgrading/retraining, 2=No
and/or workplace
training
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Number

Field Name

Field Description

Data Type/Format

72

73

74

75

76

7

Occupational skills
training code

Occupational skills
training code type

Educational achievement
services

Employment services

Received summer youth
employment
opportunities

Additional support for
youth services

Tuesday, 9 September, 2003

The 6 digit Standard Occupational Classification (SOC)
code, 8 digit O*Net 3.0 Code, 9-digit DOT code, the
5-digit OES code, or the 5 or 6-digit O*NET code that
best describes the training occupation for adults and
dislocated workers who received on-the-job training or
occupational skills training and youth who received
employment services related to a specific occupation.

The type of code used to report the OCCUPATIONAL
SKILLS TRAINING CODE.

Educational achievement services include, but are not
limited to:

Tutoring, study skillstraining, and instruction leading to
secondary school completion, including dropout
prevention strategies; and alternative secondary school
offerings.

Preparation for and success in employment services
include, but are not limited to:

Paid and unpaid work experiences, including internships,
and job shadowing; and occupational skill training.

The youth received summer employment opportunities.

Supports for youth services include, but are not limited
to:

Adult mentoring for aduration of at least twelve
(12) months, that may occur both during and after
program participation;

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

Alphanumeric -
000000000

Number-

1=6digit SOC code
2=8digit O*Net 3.0
Code

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

4 =9-digit DOT code
5 = 5-digit OES code
6 =5 or 6-digit
O*Net98 code
0=None

Number-
1=Yes
2=No

Number-
1=Yes
2=No

Number-
1=Yes
2=No

Number-
1=Yes
2=No
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Number  Field Name Field Description Data Type/Format
78 L eadership development L eadership development opportunities are opportunities Number-
opportunities that encourage responsibility, employability, and other 1=Yes
positive socia behaviors such as: 2=No
(a) Exposure to postsecondary educational
opportunities;
(b) Community and service learning projects;
(c) Peer-centered activities, including peer mentoring
and tutoring;
(d) Organizational and team work training, including
team leadership training;
(e) Training in decision-making, including
determining priorities; and
(f) Citizenship training, including life skillstraining
such as parenting, work behavior training, and budgeting
of resources.
79 Received follow-up The youth received follow-up services. Number-
services 1=Yesreceived 12
months of follow up
services
2 =No, did not receive
12 months of follow
up services
80 Employed in quarter Individuals should be considered as employed if wage Number-
after exit quarter records for the quarter show earnings greater than zero. 1=Yes
When supplemental sources are used, individuals should 2=No
be counted as employed if they did any work at all as 3 = Individua has
paid employees, worked in their own business, exited but employment
profession, or worked on their own farm. information is not yet
available
81 Source of supplemental Non-wage records data source for the first quarter after Number-
data (first quarter after exit. 1= Case management,
exit) follow-up services,
surveys of participants,
and/or verification with
the employer.
2= Record sharing
and/or automated
record matching with
administrative records
82 Occupationa code (if The occupational code that best describes the Alphanumeric -
available) individual's employment. 000000000
Tuesday, 9 September, 2003 Page 13 of 22



Number

Field Name

Field Description

Data Type/Format

83

85

86

87

Occupational code type

Entered training-related
employment

Method used to
determine
training-related
employment

Entered non-traditional
employment

Employed in third
quarter after exit quarter

Tuesday, 9 September, 2003

The type of occupation code.

Employment in which the individual uses a substantial
portion of the skills taught in the training received by the
individual.

Method used to determineif the individual obtained
training-related employment.

Employment in an occupation or field of work for which
individuals of the participant's gender comprise less than
25% of the individuals employed in such occupation or
field of work (WIA Section 101(26)).

Nontraditional employment can be based on either local
or national data.

Appendix D provides national information that, at the
State's option, can be used to determine nontraditional
employment from the occupation code.

Can males enter nontraditional employment?

Both males and females can be in nontraditional
employment.

Individuals should be considered as employed if wage
records for the quarter show earnings greater than zero.
When supplemental sources are used, individuals should
be counted as employed if they did any work at al as
paid employees, worked in their own business,
profession, or worked on their own farm.

1=6digit SOC code
2 =8digit O*Net 3.0
Code

4 =9-digit DOT code
5 =5-digit OES code
6 =5 or 6-digit
O*Net98 code

Number-

1=Yes

2=No

8 = Training did not
impart job-specific
skills

9 = Relationship of
employment to training
cannot be determined

Number-

1 = Comparison of the
occupation codes
between the training
activity and the job

2 = Comparison of the
industry of employment
with the occupation of
training using an
appropriate crosswalk
3 = Other appropriate
method

Number-
1=Yes
2=No

Number-

1=Yes

2=No

3 = Individual has
exited but employment
information is not yet
available
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Number  Field Name Field Description Data Type/Format
88 Source of supplemental Non-wage records data source for the third quarter after Number-
data (third quarter after exit. 1= Case Management,
exit) follow-up services,
surveys of participants
and/or verification with
the employer.
2= Record sharing
and/or automated
record matching with
administrative records
89 Employed in fifth quarter Individuals should be considered as employed if wage Number-
after exit quarter records for the quarter show earnings greater than zero. 1=Yes
When supplemental sources are used, individuals should 2=No
be counted as employed if they did any work at al as 3 = Individual has
paid employees, worked in their own business, exited but employment
profession, or worked on their own farm. information is not yet
available
90 Source of supplemental Non-wage records data source for the fifth quarter after Number-
data (fifth quarter after exit. 1= Case Management,
exit) follow-up services,
surveys of participants
and/or verification with
the employer.
2= Record sharing
and/or automated
record matching with
administrative records
91 Third quarter prior to Total earningsin the third quarter before registration for Number-
registration adults, older youth, and dislocated workers without a 00000.00
dislocation date before the registration date.
92 Third quarter prior to Earningsin the third quarter before dislocation for Number-
didlocation dislocated workers. 00000.00
93 Second quarter prior to Total earningsin the second quarter before registration Number-
registration for adults, older youth, and dislocated workers without a 00000.00
dislocation date before the registration date.
94 Second quarter prior to Earnings in the second quarter before dislocation for Number-
dislocation dislocated workers. 00000.00
95 First quarter following Total earnings from wage records for the quarter. Number-
the exit quarter 00000.00
96 Second quarter following Total earnings from wage records for the quarter. Number-
the exit quarter 00000.00
97 Third quarter following Total earnings from wage records for the quarter. Number-
the exit quarter 00000.00
Tuesday, 9 September, 2003 Page 15 of 22



Number  Field Name

Field Description

Data Type/Format

98 Fourth quarter following
the exit quarter

99 Fifth quarter following
the exit quarter

100 Type of recognized
educational/
occupational
certificate/credential/
diploma/degree attained

101 Other reasons for exit

102 In postsecondary
education or advanced
training in quarter after
exit

103 In postsecondary
education or advanced
training in the third
quarter after exit.

Tuesday, 9 September, 2003

Total earnings from wage records for the quarter.

Total earnings from wage records for the quarter.

The type of credential obtained either during
participation or by the end of the third quarter after exit
from services (other than follow-up services).

The participant exits program for some other reason for
90 days or more. These reasons can include
institutionalization and medical problems.

The individual was enrolled in advanced training or
post-secondary education in thefirst quarter after exit.

The individual was enrolled in advanced training or
post-secondary education in the third quarter after exit.

Number-
00000.00

Number-
00000.00

Number-

1 = High school
Diploma/
Equivalency/GED
2=AAor AS
Diploma/Degree
3=BAorBS
Diploma/Degree

4 = Occupational Skills
License

5 = Occupational Skills
Certificate or
Credential

6 = Other

8 = No credential
received, individual
received training.
9=N/A, individua did
not receive training

Number-

1 = Ingtitutionalized
2 = Health/medical
3 = Deceased

8 = Resarvists called to
active duty who choose
not to return to WIA

Number-

1=In advanced
training

2 = In postsecondary
education

3 =Not in further
training/education

Number-
1=1Inadvanced
training

2 = In postsecondary
education

3 = Did not enter
further training
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Number

Field Name

Field Description

Data Type/Format

104

105

106

107

108

109

110

111

112

113

114

115

Goal #1 type

Date goal #1 was set

Attainment of goal #1

Date attained goal #1

Goal #2 type

Date goal #2 was set

Attainment of goal #2

Date attained goal #2

Goal #3 type

Date goal #3 was set

Attainment of goal #3

Date attained goal #3

Tuesday, 9 September, 2003

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

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

Status of the individual's attainment of the goal.

The date that the individual attained the goal.

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

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

Status of the individual's attainment of the goal.

The date that the individual attained the goal .

Setting one basic skills goal isrequired if the youthis
basic literacy skills deficient.

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

Status of the individual's attainment of the goal.

The date that the individual attained the goal.

Number-

1=Basic Skills

2 = Occupational Skills
3 = Work Readiness
Skills

Number-
YYYYMMDD

Number-

1= Attained

2 = S¢t, but not attained
3 = Set, but attainment
pending

Number-
YYYYMMDD

Number-

1=Basic Skills

2 = Occupational Skills
3 =Work Readiness
Skills

Number-
YYYYMMDD

Number-

1= Attained

2 = Set, but not attained
3 = Set, but attainment
pending

Number-
YYYYMMDD

Number-

1=Basic Skills

2 = Occupational Skills
3 = Work Readiness
Skills

Number-
YYYYMMDD

Number-

1= Attained

2 = Set, but not attained
3 = Set, but attainment
pending

Number-
YYYYMMDD
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Number

Field Name

Field Description

Data Type/Format

116

117

118

119

120

121

122

123

124

125

126

127

Goal #4 type

Date goal #4 was set

Attainment of goa #4

Date attained goal #4

Goal #5type

Date goal #5 was set

Attainment of goa #5

Date attained goal #5

Goal #6type

Date goal #6 was set

Attainment of goal #6

Date attained goal #6

Tuesday, 9 September, 2003

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

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

Status of the individual's attainment of the goal.

The date that the individual attained the goal.

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

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

Status of the individual's attainment of the goal.

The date that the individual attained the goal .

Setting one basic skills goal isrequired if the youthis
basic literacy skills deficient.

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

Status of the individual's attainment of the goal.

The date that the individual attained the goal.

Number-

1=Basic Skills

2 = Occupational Skills
3 = Work Readiness
Skills

Number-
YYYYMMDD

Number-

1= Attained

2 = S¢t, but not attained
3 = Set, but attainment
pending

Number-
YYYYMMDD

Number-

1=Basic Skills

2 = Occupational Skills
3 =Work Readiness
Skills

Number-
YYYYMMDD

Number-

1= Attained

2 = Set, but not attained
3 = Set, but attainment
pending

Number-
YYYYMMDD

Number-

1=Basic Skills

2 = Occupational Skills
3 = Work Readiness
Skills

Number-
YYYYMMDD

Number-

1= Attained

2 = Set, but not attained
3 = Set, but attainment
pending

Number-
YYYYMMDD
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Number

Field Name

Field Description

Data Type/Format

128

129

130

131

132

133

134

135

136

137

138

139

Goal #7 type

Date goal #7 was set

Attainment of goal #7

Date attained goal #7

Goal #38 type

Date goal #8 was set

Attainment of goa #3

Date attained goal #8

Goal #9 type

Date goal #9 was set

Attainment of goal #9

Date attained goal #9

Tuesday, 9 September, 2003

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

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

Status of the individual's attainment of the goal.

The date that the individual attained the goal.

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

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

Status of the individual's attainment of the goal.

The date that the individual attained the goal .

Setting one basic skills goal isrequired if the youthis
basic literacy skills deficient.

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

Status of the individual's attainment of the goal.

The date that the individual attained the goal.

Number-

1=Basic Skills

2 = Occupational Skills
3 = Work Readiness
Skills

Number-
YYYYMMDD

Number-

1= Attained

2 = S¢t, but not attained
3 = Set, but attainment
pending

Number-
YYYYMMDD

Number-

1=Basic Skills

2 = Occupational Skills
3 =Work Readiness
Skills

Number-
YYYYMMDD

Number-

1= Attained

2 = Set, but not attained
3 = Set, but attainment
pending

Number-
YYYYMMDD

Number-

1=Basic Skills

2 = Occupational Skills
3 = Work Readiness
Skills

Number-
YYYYMMDD

Number-

1= Attained

2 = Set, but not attained
3 = Set, but attainment
pending

Number-
YYYYMMDD
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Number

Field Name

Field Description

Data Type/Format

140

141

142

143

144

145

146

147

148

149

150

151

Goal #10 type

Date goal #10 was set

Attainment of goal #10

Date attained goal #10

Goal #11 type

Date goal #11 was set

Attainment of goal #11

Date attained goa #11

Goal #12 type

Date goal #12 was set

Attainment of goal #12

Date attained goal #12

Tuesday, 9 September, 2003

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

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

Status of the individual's attainment of the goal.

The date that the individual attained the goal.

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

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

Status of the individual's attainment of the goal.

The date that the individual attained the goal .

Setting one basic skills goal isrequired if the youthis
basic literacy skills deficient.

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

Status of the individual's attainment of the goal.

The date that the individual attained the goal.

Number-

1=Basic Skills

2 = Occupational Skills
3 = Work Readiness
Skills

Number-
YYYYMMDD

Number-

1= Attained

2 = S¢t, but not attained
3 = Set, but attainment
pending

Number-
YYYYMMDD

Number-

1=Basic Skills

2 = Occupational Skills
3 =Work Readiness
Skills

Number-
YYYYMMDD

Number-

1= Attained

2 = Set, but not attained
3 = Set, but attainment
pending

Number-
YYYYMMDD

Number-

1=Basic Skills

2 = Occupational Skills
3 = Work Readiness
Skills

Number-
YYYYMMDD

Number-

1= Attained

2 = Set, but not attained
3 = Set, but attainment
pending

Number-
YYYYMMDD
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Number  Field Name Field Description Data Type/Format
152 Attained Secondary Status of youth in his or her attempt to attain a secondary Number-

School Diploma school diploma or equivalent. 1= Attained a
secondary school (high
school) diploma
2 = Attained aGED or
high school
equivalency diploma
3 = Attending
secondary school at exit
4 =Did not attain
diploma or equivalent

153 Date of high school The date of attainment should be the date on the diploma Number-
diplomaor GED or equivalency certificate, if available. Otherwise, the YYYYMMDD
attainment date may be estimated.
154 Y outh placement The youth entered the following activities within 1 Number-
information quarter of exit. 1= Entered
Postsecondary education and advanced training are postsecondary
defined in Item 623. education
lor 2) Should be recorded only if the youth started to 2 = Entered advanced
attend classes. training

Tuesday, 9 September, 2003

3) The youth entered military service (i.e., reported for
active duty).

4) Theindividua entered a qualified apprenticeship
program, i.e., a program approved and recorded by the
ETA/Bureau of Apprenticeship and Training or by a
recognized State Apprenticeship Agency. Approval is
by certified registration or other appropriate written
credential.

5) The youth entered full- or part-time unsubsidized
employment.

Unsubsidized employment is any employment, including
self-employment, not financed by either funds provided
under the Act or by direct wage subsidies provided by
any type of public funds. See Item 601 for the definition
of employment.

Also include entry into the Peace Corps, VISTA and
other National Service programs funded by the Federal
Corporation for National and Community Service under
the National and Community Service Trust Act of 1993
(Examples are activities in the AmeriCorps and the
National Civilian Community Corps programs). Do not
include entry into the Armed Forces or entry into a
qualified apprenticeship program.

3 = Entered military
service

4 = Entered aqualified
apprenticeship

5 = Entered
unsubsidized
employment

6 = Did not enter 1-5
above
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Number  Field Name Field Description Data Type/Format
155 Y outh retention The primary activity that the youth wasin at any time Number-
information (For all during the third quarter after exit. 1= In postsecondary
youth except those still education
attending secondary 2=In advanced training
school at exit). Wasthe 3= In military service
youth active in the third 4=naqualified
quarter following the exit apprenticeship
quarter in any of the 5= In unsubsidized
following activities: employment
6=Wasnotin 1-5
above
156 Office Name Indicate the office name from which the participant was Text
provided services.
157 WIB Name Indicate the WIB name of the office from which the Text
participant was provided services.
158 Sampling Unit Indicate the sampling unit number of the office from Number
which the participant was provided services.
159 Case Manager Indicate the case manager from which the participant Text
was provided services
160 User Field User-defined field. Text
Tuesday, 9 September, 2003 Page 22 of 22



WI A Reported Values Record Layout

The user should create files that contain the state's reported values for their ETA 9091 WIA Annual Report. The software uses the
same record layout states use to upload their Annual Report to the Department of Labor through the EIMS system. There should
be afilefor each table onthe 9091. The extract file typeis ASCIl comma-delimited or tab-delimited columns. The file name must
be the word "Table" followed by a space, followed by the letter name for table, and ending in either a".txt" or a".csv." For
example, the file for table B would be named "Table B.txt."

In addition to the above, states should note the following while creating the files:

1) Thetext filesfor each table should be saved and imported separately.

2) Users should not use quotation marks to designate text (versus numeric) data.

3) Usersshould not use $ symbols with the data to reflect dollar amounts. Users also should not use commas to designate

values that are at/over 1000.

4) Inorder toinsert ablank in the text file, simply use two consecutive commas (,,).

5) The state name and the Program Y ear should be the first two itemsin each file.

6) Users should make sure that each text file has the correct number of fields. The system will not accept files with too many
or too few fields (See below for alist of the number of fields for each table).

7) Text files should include the negotiated levels of performance for Tables A, B, E, H, and J.

Number of fields that must be included in each Text File:

Table A: 14 Tablel: 50

TableB: 18 Table J 14

Table C: 50 TableK: 29
TableD: 20 TableL: 44
TableE: 18 TableM: 10
Table F: 50 TableN: 30
Table G: 20 Table O: 54
TableH: 18

To receive a copy of the upload instructions, contact your Regional Performance Specialist, or Amanda Ahlstrand in ETA's Office
of Performance and Results at 202-693-3052 or Ahlstrand.Amanda@dol.gov.
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of al WIA reported values on the 9090 for the report period being validated.

WI A Quarterly Reported Values Record Layout

Extract file typeis ASCIl commadelimited or tab delimited columns. The record layout should be used to create a reconstruction file

The extract file should includes 12 rows of data. Each row represents a performance item in the ETA 9090 report. A letter isgiven to
each performance/report item and is arranged alphabetically (from A to L) in accordance with the sequence in the quarterly report.
The letter should be the first entry in the text file. The data should follow the letter and be arranged in relation to the cells (program
group) within the performance/report items. For report/performance items with rates, the rate is listed first, followed by the numerator
and then the denominator.

The user guide includes a sample for the Quarter Reported V alues Record Layout.

Number  Field Name Number of Fields Data Type/Format
1 Total Participants 5 Coll= A
Col 2 = Adults
Col 3 = Didocated Workers
Col 4 = Younger Youth
Col 5= Older Youth
2 Total Exiters 5 Col1=B
Col 2 = Adults
Col 3 = Didlocated Workers
Col 4 = Younger Youth
Col 5= Older Youth
3 # of Completed Surveys 5 Col1=C
for Customer Col 2 = Employers
Satisfaction Col 3 = Response Rate
Col 4 = Participants
Col 5 = Response Rate
4 # of Employers/Exiters 3 Col1=D
Eligible for the Customer Col 2 = Employers
Satisfaction Survey Col 3 = Participants
5 # of Employerg/Exiters 3 Col1=E
in the Sample Col 2 = For Employers
Col 3 = For Participants
6 Customer Satisfaction 3 Coll=F
Col 2 = For Employers
Col 3 = For Participants
7 Y outh Diplomaor 4 Col1=G

Equivalent

Wednesday, 3 September, 2003

Col 2 = Younger Y outh Diploma/ Equivalent Rate
Col 3 =Younger Youth Diploma/ Equivalent Numerator
Col 4 = Younger Y outh Diploma/ Equivalent

Denominator

Page 1 of 3



Number Field Name Number of Fields Data Type/Format

8 Skill Attainment 4 Col 1=H
Col 2 = Younger Youth Skill Attainment Rate
Col 3 = Younger Youth Skill Attainment Numerator
Col 4 = Younger Y outh Skill Attainment Denominator

9 Entered Employment 10 Col1=1
Col 2 = Adult Entered Employment Rate
Col 3 = Adult Entered Employment Numerator
Col 4 = Adult Entered Employment Denominator
Col 5 = Didocated Worker Entered Employment Rate
Col 6 = Didlocated Worker Entered Employment
Numerator
Col 7 = Didlocated Worker Entered Employment
Denominator
Col 8 = Older Y outh Entered Employment Rate
Col 9 = Older Y outh Entered Employment Numerator
Col 10 = Older Y outh Entered Employment

Denominator
10 Credential and 10 Col1=1J
Employment Col 2 = Adult Credential & Employment Rate

Col 3= Adult Credential & Employment Numerator
Col 4 = Adult Credential & Employment Denominator
Col 5 = Dislocated Worker Credential & Employment
Rate

Col 6 = Dislocated Worker Credential & Employment
Numerator

Col 7 = Dislocated Worker Credential & Employment
Denominator

Col 8 = Older Youth Credential & Employment Rate
Col 9 = Older Y outh Credential & Employment

Numerator
Col 10 = Older Y outh Credential & Employment
Denominator
11 Six Months — Retention 13 Col 1=K
Rate Col 2 = Adult 6 months Retention Rate

Col 3 = Adult 6 months Retention Numerator

Col 4 = Adult 6 months Retention Denominator

Col 5 = Didocated 6 months Retention Rate

Col 6 = Didocated Worker 6 months Retention
Numerator

Col 7 = Disdlocated Worker 6 months Retention
Denominator

Col 8 = Older Y outh 6 months Retention Rate

Col 9 = Older Y outh 6 months Retention Numerator
Col 10 = Older Y outh 6 months Retention Denominator
Col 11 = Younger Y outh 6 months Retention Rate

Col 12 = Younger Y outh 6 months Retention Numerator
Col 13 = Younger Y outh 6 months Retention
Denominator
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Number Field Name

Number of Fields

Data Type/Format

12 Six Months — Earnings
Change or Earnings
Replacement

Wednesday, 3 September, 2003

10

Col1=L

Col 2 = Adult 6 months Earnings Change Rate

Col 3 = Adult 6 moths Earnings Change Numerator
Col 4 = Adult 6 moths Earnings Change Denominator
Col 5 = Dislocated 6 moths Earnings Replacement Rate
Col 6 = Didocated Worker 6 moths Earnings
Replacement Numerator

Col 7 = Dislocated Worker 6 moths Earnings
Replacement Denominator

Col 8 = Older Y outh 6 moths Earnings Change Rate
Col 9 = Older Y outh 6 moths Earnings Change
Numerator

Col 10 = Older Y outh 6 moths Earnings Change
Denominator
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Sanple Quarterly/Rolling Four Quarters Reported Counts
Record Layout

H, 23, 24, 25

I, 27,28, 29, 30, 31, 32, 33, 34, 35

J, 36, 37, 38, 39, 40, 41, 42, 43, 44

K, 45, 46, 47, 48, 49, 50, 51, 52, 53, 54, 55, 56
L, 57, 58, 59, 60, 61, 62, 63, 64, 65



Helpful Hintsfor creating extract files

The following are items that users should note when creating their extract files for
the WIA Validation Software;

1. Theextract file must have 160 fields: 154 fields listed in the WIASRD record
layout plus six additional fields required by the software. The additional six fields
are observation number, office name, WIB name, sampling unit, case manager, and
user field. Definitions and formats for these fields can be found in the record
layout.

2. All the fields must be in the format listed in the record layout. In particular,
note that dates should be in the YYYYMMDD format. The software will import
records with future dates as long as the date is within a reasonable time period. For
example, the software would reject a record with registration date of 30130101, but
it would accept a date of 20050101.

3. The observation number, individual identifier, and the WIA Registration date
are mandatory fields. Consequently, they cannot have blanks or null values.

4. The observation number for each record must be unique, that is no two records
should have the same observation number.

5. At least one of the funding stream classifications (fields 36-40 and 42-47) has
to have a value that would enable the software to assign the records to a specific
funding stream as specified in Appendix A of WIA Validation Handbook.
Additionally, if the participants are assigned to the youth funding stream, they
cannot have an age at registration greater than 21.

In most circumstances, if a record has any of the listed problems (e.g. a null value
in the observation number field), the software will regject the record that isin error,
but will continue to import the remainder of the file. The error report will indicate
the observation numbers for records that have errors and the general type of error
that caused the records to be rejected. However, if the file has an incorrect date
format (e.g. 30130101), the software will stop importing the file and display an
“overflow” error message.





