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|. OVERVIEW

A. Structureof User Guide

The purpose of this User’s Guide is to guide states through the process of using the
ETA Data Reporting and Validation System (DRVS) to produce and validate the
Labor Exchange (LX) 9002 and VETS 200 quarterly reports. The DRVS
incorporates ETA’s common measures reporting requirements as specified in
TEGL 28-04 and approved under OMB Control Number 1205-0420. The DRVS
covers both LX and Workforce Investment Act (WIA) reporting as specified in
these guidance documents. This User’ s Guide contains the following sections:

[1. Installation: Provides a step-by-step description of how to install the software
on your PC or in a limited client/server setup, for both MSDE and SQL Server
users. Alsoincludesinstructions for logging on.

[1l. Tutorial: Provides information on the menus and functions of the software.
Describes how to build job seeker and job opening extract files, import data,
generate 9002 and VETS 200 quarterly reports, and export those reports into
formatted files that can be uploaded to ETA’s Labor Exchange Reporting System
(LERS). Describes how to conduct report validation and data element validation.
Also describes the DRV S database management functions.

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

Appendix A. Reporting Schedule: Provides the quarterly report due dates and
the participant and exiter cohorts to be included on each quarterly report.

Appendix B. Job Seeker Record Layout: Provides the record layout for the job
seeker extract file. The record layout provides field level and cross field error
checks and the accompanying error messages that may occur during a data import.

Appendix C. Job Opening Record Layout: Provides the record layout for the
job opening extract file. Thisrecord layout provides field level and cross field edit
checks and the accompanying error messages that may occur during a data import.
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Appendix D. Performance Outcome Groups. Specifies the performance
outcome groups used in calculating the entered employment, retention, and
earnings increase measures.

Appendix E. Client Server Setup: Provides instructions for installing the DRV S
using a client/server setup.

Appendix F. Troubleshooting: Provides solutions for common problems that may
occur while installing or using the DRVS.

Please contact Mathematica Policy Research, Inc. aa ESTA@mathematica-
mpr.com for information about application installation, LX data files, performance
reports, or any other issues related to the DRVS.

B. List of Data Directories

The DRVS uses a number of data directories. The following table provides a list
of the data directories that the user is most likely to access.

Application Folder or File Directory Location

Application default directory | C:\ Program Files\DRVS
(user can rename directory or install in another location)

Database default C:\ProgramFiles\DRV S\User Datal
(user can create and name own databases)
Error log default C:\Program Files\DRV S\Logs
Exported numeratorsand C:\Program Files\DRV S\Performance Groups Export\
denominator s default
Export filesfor LERS C:\Program Files\DRV S\L abor Exchange Export\
RV/DEV XML results C:\Program FilesDRVS\XML
DRVSUser Guides C:\Program Files\DRV S\Help Documents\
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This chapter provides DRV S system requirements and installation instructions.

Step 1—Minimum System Requirements

Following are the minimum system requirements. Recommendations for greater
than minimum requirements are indicated in parentheses where applicable.

ltem

Requirement

Processor

Pentium 4 CPU 1.80GHZ (moreis
recommended)

Operating System

Windows 2000 or Windows XP

Memory

1 GB (more is recommended)

Application Hard Disk
Space

350 MB (more is recommended)

Database Hard Disk
Space

Varies by state.

Database Varies by state. States that exceed MSDE
maximum per database must install SQL
Server.

Display 1024x768 or higher-resolution display with
256 colors

Other MSDE or SQL Server must beinstalled prior

toinstalling the DRVS.

Latest Windows service packs and critical
updates should also be installed.
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Hard disk requirements will vary depending on the state’'s database size. For
example, some states may exceed the current MSDE 2000 2 GB per database size
limit. If any database exceeds the MSDE 2000 limit, users will need to license,
install, and set up Microsoft SQL Server to run the DRVS. Any licensed version of
SQL Server should alow the user to install and run the DRVS. SQL Express
(MSDE 2005) has not yet been fully tested for compatibility with the DRVS.

The DRVS will install all required .Net Framework and Crystal Reports
components.

DRVS ingtallation requires Read/Write accessto the system registry, Program
Files folder, Windows\System32 folder and the Global Assembly Cache. Registry
entries are made in HKEY_LOCAL_MACHINE\SOFTWARE\DRVS and in
HKEY_LOCAL_MACHINE\SOFTWARE\Microsoft uninstall areas. DRV S users
will need Read access to the registry and Read/Write access to the Program File
folders, as well as Read/Write/Delete access to the SQL database.

Step 2—Uninstalling Prior Versions

Users should uninstall previous versions of the software before installing the
DRVS. DRVSversions 5.0, 5.1, 5.2, 6.0, or 6.1 will automatically uninstall during
the 6.2 installation process.

Following are instructions for uninstalling LX version 2.01 or earlier on a
Windows 2000 or Windows XP machine. These instructions can also be used to
uninstall the DRVS, if the user prefersto uninstall prior to beginning installation of
version 6.2. Procedures for uninstalling may differ slightly on different machines,
but are generally self-explanatory. On any machine, users should be sure to
uninstall through the control panel rather than by deleting the installation directory
for the prior version; uninstalling by deleting the installation directory may cause
problems with the subsequent installation.

¢ Click the Start button, then select Settings, Control Panel.
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Click on Add/Remove Programs.

Click on the ES Data Validation icon. (Click on the DRVS icon to
uninstall the DRVS.)

Click on the Remove button.

A message will display confirming that you want to remove the
application. Click on Yes.

Add/Remove Programs

e When the uninstall progress window no longer displays, close the
Add/Remove Programs window.

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

Because DRVS 5.0 through 6.2 reflect substantial changes to the LX reporting
requirements, states must use verson 2.01 of the LX reporting/validation
application to analyze or amend reports for Program Year 2004 and earlier. The

participant counts and performance measures generated by DRVS 6.2 are in
general not comparable to those generated by prior versions of the application.

Step 3—Download from the I nter net
To download DRVS 6.2 from the Internet:

1. Open your Internet browser and go to:
www.doleta.gov/performance/reporting/tools datavalidation.cfm.
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Click onthe DRV S 6.2 software link from the "In this section" side bar.
If afile download message displays, click on Save.

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

A dialog box will chart the progress of the download of the installation
file. When the “Download Complete” message box appears, click on
Open. (If “close this dialog box when download completes’ is checked,
when download is complete, you should go to C:\Temp or wherever you
stored the installation file to openit.)

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

WinZip Wizard - Unsupported nrchwe"f x|

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

" [pen the archive uzing the Clazsic intarface

£~ Start the WirZip ‘Wizard so | can open a different archive

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

Cancel |




II. INSTALLATION

7. Click on the DRV S.exe file and then click on Extract from the tool bar at
the top of the WinZip application screen.

8. Select alocation for the extraction of the zip file. C:\Temp isthe defauilt.
9. Click on the Extract button.

10. If aConfirm File Overwrite message displays, click Yes.

11. Close the WinZip window.

Step 4—Application I nstallation

Based on the size of the state’'s DRV S import file, either Microsoft SQL Server
2000 Desktop Engine (MSDE) or Microsoft SQL Server 2000 must be installed
prior to installing the DRVS. MSDE is a free version of SQL Server that can be
used with client applications. When installing MSDE, users must set a “strong”
password. Users should go to http://www.microsoft.com/sgl/msde/default.mspx
for more information about MSDE and to download MSDE. SQL Express (MSDE
2005) is not compatible with the DRV S.

If the user’s estimated database size exceeds the MSDE limit, then Microsoft SQL
Server will need to be installed prior to installing the DRVS. Users can find more
information about SQL Server at http://www.microsoft.com/sgl/default. mspx.

Users may need to contact their system administrator to install MSDE or SQL
Server. Installation procedures may differ slightly on different machines, but are
generally self-explanatory.

Users who prefer a client/server setup should review Appendix E in conjunction
with the instructions in this section. Only users with full SQL Server with
Enterprise Manager should use a client/server setup.
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Before starting installation of the DRVS, close all applications and programs that
are open.

1. Open Windows Explorer and go to C:\Temp (or wherever you stored the
application files).

2. Doubleclick on DRV S.exe.

3. If you haven't uninstalled prior versions of the DRVS, the DRV'S will
display awindow asking if you would like to.

L X

DRYS Yersion 6,0.6.2 is already installed. You must uninstall the existing version before installing DRYS Yersion 6.1.5.1, Do wou
wank ko uninstall the existing wersion of DRYS?

Yes | Mo |

4. Click on Yes to automatically uninstall prior versions. A progress bar
will show the status of the uninstall process.

10
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5. At the Welcome to the DRV S Installation Wizard window click on Next.
If you areinstalling the DRV S for the first time, you may be prompted to
reboot prior to beginning the installation routine.

Welcome to the DRVS
Installation Wizard

It iz strongly recommended that you exit allWindows programs
befare running this setup program.

Click Cancel to quit the zetup pragram, then cloze any
programs you have running. Click Mext to continue the install...

VWARMING: This program is protected by copyright law and
international treaties.

Unauthorized reproduction or distribution of this program, or
any portion of it, may result in zevere civil and criminal
penatties, and wil he prozecuted to the maximum extent
possible under ey,

11
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6. Read the License Agreement and, if you accept, click on the “1 accept the
license agreement” button.

i DR¥S Setup

License Agreement
You must agree with the license agresment below to proceed.

[nztallation Dizclaimer for DRVS

The Data Reporting and % alidation Syztem [DRYS] software iz intended to help states understand
and comply with the reparting requirements of Workforce lnvestment Act of 1333

Further, the DRVYS software you are about to install, although reviewed for quality azsurance,
ghould be installed and used with the understanding that all pozzsible varnations in the conditions of
hardware and zoftware configurations, as well az the data entered, cannot always be anticipated
and may consequently have an effect on the software uged and the camputer hardware. Ta the
marirmum extent permitted by applicable law, the U.S. Department of Labor makes no warranty,
expresz or impled, and accepts no liability for any damages, conzequential or other [zuch as,
damages for pergonal injury, logz of business profits, buziness interruption, loss of buginess
infarmation] concerning the use, attempted use, or application of the DEYS software. However,
DL wall mot hold states, which act in good faith, accountable for ary wf1d o L= reporting errors

7. Read the Readme Information screen and click on Next.

8. On the User Information screen, make any necessary modifications to
the user information. Then click on Next.

12



II. INSTALLATION

9. Onthe Destination Folder screen, the destination location will default to
C:\Program FilesDRVS.

10. If you prefer a different destination location, click on Browse on the

Destination Folder screen to navigate to a different location. Click on
Next.

i DRYS Setup

Destination Folder

Select a falder where the application will be installed.

13
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11. Inthe“SQL Server Connection” window, enter your server name in the
SQL Server Name box. If you did not name your database instance,
your server name is “(local)”. If you don't know the name of your
database instance, contact your system administrator.

12. For Database Authentication, click on Windows NT Authentication. |f
you can't use Windows Authentication (e.g. Win 98 or ME users), click
on SQL Authentication and complete the SQL User Name and SQL
Password boxes. Click on Next.

SOL Server Connection

Select the SGL server and security credentials to be used for SGL script
execution during installstion.

14
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If the DRV S Installation Wizard does not progress beyond this point, the user must
determine if an incorrect or inactive server name has been entered in the SQL
Server Name field. If a name that does not match any of the state's servers is
entered, there will be adelay or afailure to progress to the next screen.

If a name is entered that matches one of the servers, but the server is inactive, the
Installation Wizard may also stop at this point. To find out if the server is active
go to Start/Settings/Control Panel/Administrative Tools/Services. Microsoft SQL
Server should be on the list of services and the task/service should be started. If it
Is on the list but not started, start it and reboot. If it is not on the list, SQL Server
was not installed. There should also be a SQL Service icon on the bottom part of
your screen, on the desk tray as a little box with a green arrow or red square. The
green arrow indicates the service is started and the red square indicates it is not.
Right click on the icon to open the SQL Service manager, then start the service.

15
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On the “Install the DRV S Database Screen” check “I want to create a
DRVS database.” If the user instead checks “I DO NOT want to
create a DRV S database” the DRV S will continue to use the database
from the prior version of the DRV, yielding performance results that
appear valid but in fact may not be. However, states using a
client/server setup should check “I DO NOT want to create a DRVS
database’, and refer to the instructions in Appendix E of this guide.

i DRYS Setup

Do you want to Install the DRVS Database 7

Click on Next on the “Ready to Install the Application” screen. This
screen also alows you to exit the installation wizard or, if necessary, to
return to the previous screen to change server connection information.

The “Updating System” screen will display, showing instalation
progress. However, this screen may display for several minutes with no
indication of progress.

16
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16. Click on Finish on the “DRVS has been successfully installed.” screen
to exit the DRV S Installation Wizard.

=10

i DRYS Setup
DRVS has been successfully

o
[

_

installed.

Click the Finizh button to exit this installation.

== —
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___._._-'a'i
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T
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17. Reboot your computer after completing the DRVS installation. You
may delete the DRV S.exe used to install the application once the
installation process is successfully completed.

18. There are no further installation steps for a PC setup.

17
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This chapter provides information on the various functions of the DRV S software.
Users can navigate between functions using the menu bar at the top of the active
DRVS window, or by using the side bar at the left of the active DRVS window.
Users are encouraged to click on Labor eXchange on the side bar to leave the
active window, before selecting a new function.

Following are brief summaries of each section of the tutorial.

A. SigningIn

Section A describes how to open and sign in to the DRVS for specified reporting
periods, and how to change reporting options.

B. Preparing and Importing Records

Section B describes how to build and import files of job seeker and job opening
records so the application can produce the ETA 9002 and VETS 200 quarterly
reports, and generate the report validation values and the data element validation
sample worksheets. This section also describes how to access and review duplicate
detection and error reports of records rejected by the DRVS during the import
process.

C. ETA 9002 and VETS 200 Reporting

Section C describes how to access and review the ETA 9002 and VETS 200
guarterly report facsimiles, and how to export the quarterly reports to formatted
files which can be uploaded to LERS to fulfill ETA’s quarterly reporting
requirements. This section also describes how to access and analyze records by
performance outcome group and by the numerators and denominators of the
performance measures.

18
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D. Report Validation

This section describes how to complete ETA’'s report validation (RV)
requirements, and the minimized RV requirements applicable to states that
generate their quarterly 9002 and VETS 200 reports from the DRVS or DART.
Specifically, this section describes how to import reported values for comparison
to validation values on the report validation summary. This section also describes
how to view the report validation summary and submit the resultsto ETA.

E. Data Element Validation

This section describes how to select a sample of job seeker records, validate the
sampled records, generate the summary/analytical report, and submit the results to
ETA.

F. Database Management

Section F describes how to create new databases to use with the DRV'S, how to
open existing databases, and how to save databases in alternate locations. Users

must create separate databases prior to importing the job seeker and job opening
extract files. This section also describes how to maintain database security.

19
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A. SigningIn
Step 1—Opening the Application

The installation wizard places a DRV S icon on your desktop. Double click on the
icon to open the application. Alternatively, click on the Start button, click on
Programs, select DRVS, and click on the DRV Sicon to open the application.

The DRVS Log In screen will display. Thisis your indication that the application
has installed properly. Log on using the default User ID and Password:
LXAdmin4, LXAdmin4. The User ID is not case sensitive, but the Password is
case sensitive.

Click Login.

DEYS Login

Welcome to DRYS. Please enter your Login ID and
Paszsword. Youwill be logged into erther WA or L
depending on the application azsigned to your 1D If you
donothave a Login ID, please contact your System
Administrator.

User ID: I

Password I

B | |

20
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This default User 1D and Password will provide access to the LX component of the
DRVS. For access to the WIA component of the DRVS, the defaults are
WIAAdmin, WIAAdmin. As described in the database management section of this
chapter, the user may change his or her own password to ensure database security.

21
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Step 2—Reporting Options Screen

After the user logs in with an acceptable User ID and Password, the Reporting
Options screen appears. The user should maximize the screen to ensure that all
DRV'S screens can be viewed in their entirety. The screen is maximized when the
user can see “Database: (name of open database)” in the lower left corner.

Group: I! j State: I j
P
*.-':Jagrl;ram I j Quarter. I j Fefresh
Date Ranges
StartDate End Date
Participantzilob Openings | = | | =]
Exiters | - |;|
Entered Employment | - |;|
Employment RetentiondEamings | | = | |;|
Reszsetto Default |

CaseManager:l j WIB Name: I j
Office Name: I j
UszerField 1: I j UszerField 2: I j

Save Clear All | Re-Calculate

22
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The Reporting Options screen provides several blank fields that the user must
complete so that the DRVS will produce the correct quarterly ETA 9002 and
VETS 200 reports and validation values.

e Select the Group from the drop down menu, either group 1/9002A-D,
VETS 200A-C for job seekers, or group 2/9002E for job openings.

e A warning will appear that changing the group will invalidate any data
currently in the application database. Section D of this chapter provides
more information on creating two separate databases, one for the job
seeker group and one for the job opening group, to retain al imported
data. Click Yesif appropriate.

Changing the Group invalidates the existing data in the database. & fresh importfload of data has to be done, Are wou Surer?

e Select the applicable State name from the drop down menu.
e Select the appropriate Program Y ear from the drop down menu.

e Select the report due date from the Quarter drop down menu. The
applicable date ranges for the participant/job opening, exiter, entered
employment, and employment retention/earnings cohorts will then auto
fill based on the reporting schedule in Appendix A of this guide.

o After al options are selected, click on Save. “Reporting options saved
successfully” will then appear in red type at the bottom left of the screen.

23
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The Refresh button on the upper right resets the screen if the user changes the
Group or the Date Ranges. The Clear All button clears the screen of al dates.

The Re-Calculate button will recalculate the 9002 and VETS 200 report values for
the active database, based on changes in the Date Ranges on the Reporting Options
screen. Users must click Save, then Re-Calculate, and then the Refresh button to
ensure that the correct recalculation is done.

The Re-Calculate button should only be used when Date Ranges are changed to
subsets of the Date Ranges entered for theinitial fileimport. For example, the user
may import afile of job seekers for the four quarter report period ending 12/31/05.
The user can select the final quarter of the four quarter reporting period—210/1/05
through 12/31/05—on the Participant row, and then click on Re-Calculate to obtain
the counts of participants in just the last quarter of the origina reporting period.
The Re-Calculate button cannot be used to obtain accurate counts or performance
outcomes for Date Ranges that start earlier or end later than those selected for the
origina import, because edit checks have not been applied based on the new Date
Ranges.

The DRV has the functionality to filter import files after the initial sign-in based
on the WIB name, case manager, office name, and the two user fields. The options
in the drop down menus for each of these fields are derived from the unique values
in these fields in the import file. Users can filter on these fields to create subsets of
the state level reports.

After al options are selected or refreshed, click on Save and then Re-Calculate to
calculate reports for the selected filter(s) only. A message box will appear, asking
usersto confirm recalculation. Click Yes. “Re-Calculation successful” will appear
in red type at the bottom left of the screen. Click the Refresh button after
recalculation is complete. Whenever a filter is used, the report facsimile will
display the selected filter(s) on the last page of the facsimile.

24
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[#- Labor e<change Department of Labar Refresh Menu

Labor eXchange (LX)

Group: 9002 &0, VETS 2003  State: MEW JERSEY =
Program
Year: Fy 2005 F| Quarter [08/15 |7

~ Date Ranges
StartDate End Date
ParticipantstJob Openings 71112005 [= [673072008 =
Exiters |41112005 [ [s3172008 =
Entered Employment 10172004 [ [s73072005 =
Employment Retention/E ami [ar172004 [ [s3172005 =

Resetto Default |

Save | Clear All | Re—CaIcuIatel

Reporting Dptions saved successhaly.

25



I[11. TUTORIAL

B. Preparing and Importing Records

After signing in, states must import an extract file containing the job seeker (both
participant and exiter) records for all individuals included in the ETA 9002 and
VETS 200 quarterly reports selected on the Reporting Options screen. States must
also import a separate file of job openings to create the 9002 E report. Section D
of this chapter provides instructions for creating separate databases for the job
seeker and job opening imports. See Appendix A for a reporting schedule which
specifies the participant/exiter and job opening cohorts included on each quarterly
9002 and VETS 200 report.

Step 1—Create Job Seeker File Based on Record L ayouts

The job seeker extract file layout is in Appendix B of this User’s Guide, together
with the field level and cross-field edit checks. Users should also download the
LX conversion rules from http://www.dol eta.gov/performance/
reporting/reporting_requirements.cfm. This document cross-references each field
on the current record layout to the corresponding field(s) on the record layout used
in version 2.01 of ETA’s LX reporting/validation software. Both the Appendix B
record layout and the conversion rules should be used in building the import file.
The import file should include a separate record for each spell of participation that
falls within the reporting schedule parameters in Appendix A; for some
participants there will be multiple records in the import file.

The extract file type is ASCIl, comma-delimited. Files can be in *.txt or *.csv
format, but *.dat or other file types are not accepted. Fields must be in the order
listed on the record layout. Eighty-two fields (81 commas) are accepted by the
application. If the exact number of fields or columns listed in the record layout is
not included, all the records will be rejected.

The job seeker record layout includes al the fields necessary for generating the

9002 A-D and VETS 200 A-C reports, with the addition of six fields. The
additional six fields are observation number (at the beginning of the record), and

26
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WIB name, office name, case manager, and two user fields (at the end of the
record). The user fields are for any additional data (e.g. participant's name) that the
state wishes to include.

Data Element I ssues

The observation number (field 1), individua identifier (field 2), and date of
program participation (field 5) are mandatory fields and, if left blank, will result in
the record being rejected. If possible, states should include the participant’s Social
Security Number (SSN) as the individual identifier (field 2) or in one of the user
fields, because SSNs are required to obtain wage records and to measure
performance outcomes.

Users should pay specia attention to how their job seeker files are saved and
resaved. There are two fields in the record layout that require two digit numerical
codes—field 21/Highest School Grade Completed and field 66/Other Reasons for
Exit—and some of the codes have lead zeros. Various file management programs
(including .csv) may drop the lead zeros in these two fields as the files are saved
and resaved. The DRVS will rgject records when codes in these two fields are
missing lead zeros. States can treat these two fields as text fields to preserve the
lead zeros.

Severd fields in the record layout relate to the participant’s status as an eligible
veteran (field 14), campaign veteran (field 15), disabled or special disabled veteran
(field 16), recently separated veteran (field 17), and homeless veteran (field 18).
Appendix B details a number of edit checks that are applied to these fields to
ensure that the veteran status data values are consistent within a participant record.
If the participant is a disabled or special disabled veteran as indicated in field 16,
then the participant’ s record should have a code of 2=Yes, Eligible Veteran in field
14 even if the participant served in the military for 180 days or less. Campaign and
recently separated veterans cannot be so designated unless they are also eligible
veterans who served greater than 180 days. Therefore, campaign and recently
separated veterans would also have a code of 2=Yes, Eligible Veteran in field 14.
If the participant is a homeless veteran as indicated in field 18, then either a1 or 2
Is acceptable in field 14.

27
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In PY 2004, states were required to start a new registration year record if a
Transitioning Service Member (TSM, field 19) became a veteran while receiving
LX services. Beginning in PY 2005, states should no longer start a new record
simply because the participant’s status changes from TSM to veteran. If the
participant’s status changes from TSM to veteran during the same participation
cycle, smply retain the TSM code of 1=Yes in field 19, and code the applicable
veteran fields when the participant becomes a veteran. The participant can thus be
counted in both TSM and applicable veteran fields based on the same record.

Two fields relate to the participant’s educational status—Highest School Grade
Completed (field 21) and School Status at Participation (field 22). DRVS edit
checks are applied to these two fields to ensure that the data are consistent for a
given participant. However, there may not always be data in both fields for self-
service customers, so ETA has provided decision rules for how to address missing
data. First, the user should ensure that PY 04 data values have been properly
converted to PY 05 data values using the LX conversion rules. For example, if
there are a lot of records with a code of 12=number of elementary/secondary
school grades completed in field 21, then you may not have followed the
conversion document, which instructs you to convert PY 04 12sto 87=Attained HS
Diploma. Once all values have been converted, then fill missing data as follows:

o If field 21= 00-12 then field 22=1
o If field 21= 13-15 then field 22=3
o If field 21= 16-17, 87-91 then field 22=5

Users should also note that the DRV'S record layout includes fields 38 and 39 for
Most Recent Date Attended TAP Employment Workshop (DVOP) and Most
Recent Date Attended TAP Employment Workshop (LVER). The DRVS uses
these fields to calculate Row 9—Attended TAP Employment Workshop on the
VETS 200 A, B and C reports. Because OMB has not yet approved the
requirement to report attendance at TAP employment workshops, states have two
options with respect to fields 38 and 39: 1) leave these fields blank until OMB
approves the reporting requirement; 2) collect TAP employment workshop data
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and place it in fields 38 and 39 as appropriate. If option 2 is chosen, users should
be sure to advise ETA that the LERS upload is reporting on TAP workshop
attendance.

It is no longer necessary to place a Most Recent Date Recelved Staff Assisted
Services in fields 27, 28, and/or 29 if the job seeker received one of the staff
assisted services recorded in fields 30-35, or 37-64. The DRVS calculates Row 13
on the 9002 A, Row 8 on the 9002 B, Rows 10-12 on the 9002 D, and Rows 8 and
17-19 on the VETS 200 A-C reports using the specific service type fields rather
than fields 27, 28, and 29.

For participants who receive only self-assisted services, often from the Internet, the
participant record may only have a Date of Program Participation. There would be
no specified service dates, and possibly no exit date even if the Date of Program
Participation iswell in the past. This is because there is no self-service data field
on the record layout, but self-services are reportable. Self-service participant
records may not have employment status so would be excluded from the entered
employment rate. States should still conduct wage record matches to determine if
the self-service participants can be measured in the retention and earnings
measures. However, if the state does not have SSNs for these participants (e.g.
because they received services through the Internet) then the state should place a
code of 99=Invalid SSN in the Other Reasons for Exit field.

Identifying Exit Dates

The group 1 file should always contain nine quarters worth of data on job seeker
registrations, services, exits and post-exit employment. In the group 1 file, the
state should include a separate record for each discrete participation spell for a
given job seeker. A participation spell ends when the job seeker has not received
any services for 90 days. When 90 days have passed since the last service, the last
service date is also the exit date for that spell of participation.

The previous LX concept of reporting discrete registration years for a given job

seeker is not applicable under the common measures reporting requirements. As
mentioned, the previous LX concept of starting a new registration year when a
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TSM becomes a veteran is also not applicable under the new common measures
requirements. Therefore, states will need to create new job seeker records and
cannot build on the registration year records used for reporting in Program Y ear
2004 and prior.

To create new job seeker records, first determine the earliest service date on or
after July 1, 2003. This will be the first Date of Program Participation in a new
record. Starting from the Date of Program Participation, look for a “chain” of
services provided by Wagner-Peyser, DVOP/LVER, or partner programs. In a
chain of services, each subsequent service date is no more than 90 calendar days
after the last service date. As long as the gap between each successive service is
less than 90 consecutive calendar days, the services are part of one record.

When the chain breaks—meaning that the job seeker has not received any services
funded by the program or a partner program for 90 consecutive calendar days, has
no planned gap in service, and is not scheduled for future services—then the date
of exit is applied retroactively to the last day on which the job seeker received a
service funded by the program or a partner program. For many job seekers, the
Date of Program Participation may also be the Date of Exit. A new record for that
individual will begin thefirst time aserviceisreceived after an exit date.

For example, the job seeker first receives a service on July 1, 2005. The seeker’s
Date of Program Participation and applicable service date are both recorded as July
1, 2005. The job seeker’'s next service date is September 30, 2005. The gap
between these two service dates—the count of days from July 2 to September 29
inclusive—is 90 days. Therefore, the first participation record for the job seeker is
given an exit date of July 1, 2005. A second participation record is created with a
Date of Program Participation and an applicable service date of September 30,
2005. In this scenario, September 30 is the earliest date that a new service would
generate a new participation record.

Data Vauesin Post-Exit Fields

Regardless of the participant's exit and employment status, there must be
consistency across the post-exit fields in every record in the group 1 file.
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Appendix B details the numerous edit checks that are applied to the post-exit
fields, and these edit checks are summarized below.

There are three sequences of post-exit fields:

o 1st quarter after exit—fields 67, 68, 75
e 2nd quarter after exit—fields 69, 70, 76
e 3rd quarter after exit—fields 71, 72, 77

The first field in each sequence (67, 69, 71) indicates the participant’ s employment
status in the relevant quarter after the exit quarter. There must be a value of 1
(employed), 2 (not employed), or 3 (information not yet available) in each of these
three fields. These three fields cannot be left blank or the record will be rejected
by the DRVS.

If the participant exited and was employed in a post-exit quarter, placea 1 in field
67, 69, or 71 respectively. Placeal, 2, 3, 4, or 5 as appropriate in field 68, 70 or
72 (type of employment match). If the type of employment match field has avalue
of 1, 2, 3, or 4, there should be wages greater than zero in field 75, 76, or 77. If the
type of employment match field has a value of 5, then the wages should be zero or
blank in fields 75, 76, or 77.

If the participant exited and was unemployed in a post-exit quarter, place a 2 in
field 67, 69, or 71 respectively. Place azero or blank in field 68, 70 or 72 (type of
employment match) respectively. Also place a zero or blank in field 75, 76, or 77

(wages).

If the participant has not yet exited, or if the participant exited so recently that
employment status and wage data are not yet available, place a3 in field 67, 69, or
71 respectively. Placea6 infield 68, 70 or 72 (type of employment match). Place
999999.99 in field 75, 76, or 77 to indicate that wages are pending.

If the data in each sequence of post-exit quarters are not consistent as described
above, the DRV S will rgject the record.
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In addition, if the participant exited and the post-exit quarter fields indicate that
employment status and wage data are not yet available, yet sufficient time has
passed that these data should be available, the DRV S will change the data valuesto
indicate that the participant was unemployed in the relevant post-exit quarter. The
DRVS will generate a warning message for each record where these data values
have been changed.

Step 2—Create Job Opening File Based on Record L ayout

The job opening extract file layout isin Appendix C of this User’s Guide, together
with the edit checks. The Appendix C record layout should be used in building the
import file. The import file should include a separate record for each job opening
that has a job opening received date within the reporting schedule parameters in
Appendix A.

States may need one of the user fields as a workaround for preparing the group 2
job openings file. If the state's system cannot easily generate records of job
openings, but only of job orders, the state will need to convert its job order fileinto
ajob openings file. This can be done with the user field if in the state every job
opening within a job order isidentical for reporting purposes. Following the group
2 record layout, pull an extract of job order records putting the number of job
openings for the job order in one of the user fields. Then create aroutine that will
multiply that job order record by the number in the user field to obtain the proper
number of job opening records to load into the DRV S.
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Step 3—L oad Extract Data

Once the job seeker and job opening data files are prepared according to the record
layouts, they can be imported. The state can import either the 9002A-D job seeker
or 9002E job opening file first by following the instructions in this section.
However, the user should rename the initial database to distinguish it as containing
either job seeker or job opening records. The user must create a new database for
the second and all subsequent imports by following the instructions for database
creation in Section D of this chapter. If the user does not create new databases
for subsequent imports, previously imported data will be overwritten.

Click on Import on the menu bar and select Import File. The Load File to
Database screen will appear.

Click on Extract. The DRV S should be preset to Extract. Then select thefile to be
imported using the Browse button.

Click Open. Then click Add File to move thefile into the Load File box. Click on
the Load File button.
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Load File to Database

—Import

¥ Extract {C Reported

=5 Browse

v Add File

bk Load File

A message box will appear, asking for confirmation that reporting options have
been set. Click on Yesto confirm, or No to return to the Reporting Options screen.
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To terminate the import process, click on the X in the upper right corner of the

Load File to Database screen.

During import, the Load File to Database screen will display a progress bar and
status messages. The status messages appear from bottom to top.

Load File to Database

Import
&+ Extract © Reported
QAADDLZAETAAS oftware Applications\Common
MeasuresilUser Guides\LX\DRYS o | BlDWSBl

v Add Filel

QADOLZAETAAS oftware Applications\Common MeasuresiUser Guides

l | i

A Load Fils

DOME. File[ 100randombL¥records.csv¥] processed. Please
Metrics Calculated.

Calculating Metnics __.

Performance Outcome Groups Calculated.
Calculating Performance Dutcome Groups ...
Data Added.

Adding data to all the tables ...

Warnings Check complete.

Checking the data for WARMINGS ...

Ermror Checking complete.

Checking the data for emors ..

Temporary File Deleted.

File Loaded to the database.

Loading the file to the databasze ...

File Copied.

Copying the file ....100randomLXrecords.csv

4| ¥

When the import is complete, the progress bar will disappear and the following
message will appear at the top of the status message section: “DONE. File (file
name) processed. Please review the Error report.”
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The file import time will vary based on system capabilities, the number of records
in the extract file, and the density of the records. If the MSDE database has
reached its maximum capacity, or if there are a significant number of edit check
failures, the software may generate a critical error. If the import fails, the progress

bar will stop before reaching completion and an error message will appear in the
status window.
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Step 4—View Imported File

To view the imported file click on Import from the menu bar and select View
Source Table. Thisis aread-only screen and records are displayed in the order in
which they appeared in the import file. The source table displays all records that
passed the import edit checks or received only “warning” errors. Rejected records
are not displayed in the source table or included in any report calculations.

Users can sort on any column in the source table by clicking once on the relevant
column header. Note however that the source table does not assume lead zeros
because fields are recognized as text in the source table. So, for example, resorting
on OBSNumber will cause records to appear out of order. The example below
shows a source table sorted by Date of Birth.

OBSMumber | Individuallden| DatedfBir | ender | ProgramParti | DigzabilityStat | M ativedmernic |
LT Q000o0o0o1? 19301120 1 20050808 2 1
P ARELEN Qoooooz244 19380212 1 20050504 1 1
R Q00000&a? 19410322 2 20050427 2 1
L 954203 000000558 | 19410327 2 20050114 2 1
L |o0ve2 Qoooooi43 | 19420807 1 20050104 2 1
L 11302 000001140 | 19430216 1 20050204 2 1
L 104334 Q00000151 19430627 1 20080217 2 1
L |104335 Qooooois2 | 19430627 1 20050624 2 1
L |15B4320 oooooios2 | 19440902 2 20050428 2 1
L |7BBEY Q00000165 | 19450213 2 20050422 2 1
L 1E13Eed Q00000523 (19460927 1 20041026 2 1
L |5518Ee2 000000392 | 19461231 1 20041020 2 1
L 1535633 000000586 | 19470716 1 20041022 2 1
L 251800 000000303 | 19480303 1 20041104 2 1
L 118445 Q00000174 19480415 1 20050214 2 1
L (1334229 000000755 19481019 2 20080314 2 1
L | 103306 000000155 (19481124 1 20080107 1 1
L | 549524 000000516 | 19490208 2 20041216 2 1
L 843825 Q00000517 | 19490208 2 20080510 2 1
L 1444148 000000817 | 13490603 2 20050201 2 1
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Step 5—Review Error Reports

When the extract file is loaded, the application reads each record to ensure that all
fields are valid based on the record layout and the edit check specifications in
Appendix B (job seekers) and Appendix C (job openings) of the User's Guide. The
edit checks ensure that data are in the proper format, values are within the specified
range of values, and data are consistent across fields. Duplicate records and any
records with missing or invalid data in mandatory fields are rgected. Other types
of data errors will generate warning messages.

Import Errors can be viewed by clicking Import from the menu bar and selecting
Import Errors Report. The Import Errors report will display a separate row for
each error identified in the import file. Reect errors appear first, followed by
warnings.  Up to 15,000 records with reject conditions and 50,000 records with
warning conditions will be reported.

Errors are sorted by WIB Name, Office Name, and Case Manager if there are data
in these fields in the extract file.

If the number of errors in the file exceeds these limits, the file import will abort
although an error report is till produced. Excessive errors may be indicated in the
status messages if the processing stalls at the “Checking the data for errors’ or
“Checking the data for warnings’ messages. In some instances, this may be
indicated by acritical error message. Additiona errors will be reported on the next
import of thefile, aslong as errors from the first import are corrected.
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Import Errors Report

OBS Number Individual Field Field Mame Field Value Error Description Exror Type
Identifier Nunther

1149178 000000630 T ExtFmployedhlatchd & £-C. The walue for Type of Employment  Feject
Match 3rd Quarter After Exit Quarter
does not meet one of the following
conditions
- Type of Emplosrment hateh 3rd
Quarter After Exit Quarter must be 1 -4
(Wage or Employment Records) if
Wages is #0.

- Type of Employment hatch Sed
Cuarter After Ext Quarter must he 5,
blard: or 0 (Bupplemental or Mot
Employed) f Wages is blank or 0.

- Type of Employment Match Sed
Cuarter After Exit Quatter fimst be 6
(Information Mot Vet Available) if
Wages ate 999900 00 (Mot Fet
Aailable).

Click on the printer icon at the top of the report to print a paper copy. Users will
have the option to change the printer name, paper source and layout.

Click on the envelope icon to display an Export popup where users can select a
name, format and location for the report. For example, the Error Report can be
exported to an Excd file, so that the user can sort on and organize the errors for
anaysis. Thisfeatureisvery helpful when there are alarge number of errors.

The Import Error report is not automatically saved to the DRVS install location
folder. To save an error report, the user must export the error report using the
envelopeicon.

After reviewing error reports generated by the application, users should determine
If the extract must be regenerated or reformatted and reloaded. Note that rejected
records do not appear in the source table or in any report calculations. However,
records that receive warning errors are displayed in the source table and included
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in all report calculations. Because warning errors may indicate data problems that
impact the calculations, users are strongly encouraged to review and correct
warning errors in addition to rejected records. |f only a small number of records
arergected, it may not be necessary to re-import thefile.

Step 6—View Duplicates

This step alows the user to view the duplicate records identified and rejected by
the application. No data entry is required; this option is for analytical purposes
only. The duplicate detection criteria for job seeker records are specified in
Appendix B as cross-field edit checks. For job opening records, the observation
number must be unique for each record.

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

A report will display the duplicate records from the import file. DRV'S rejects job
seeker records with duplicate observation numbers and records with the same
Individual Identifier that have overlapping participation spells based on the Date of
Program Participation and Date of Exit.

LX Duplicate Records

Row ID Individual Identifier Program Participation Program Exit Date
Date

20030101 20030101
20030101 20030101
20030331 20030701
20030929 20030930
20040101
20041001

L N
R S

40



I[11. TUTORIAL

If the user determines it is necessary to fix the import file, the duplicate records
must be removed and the file reimported.

Click on the printer icon at the top of the report to print a paper copy. Users will
have the option to change the printer name, paper source and layout.

Click on the envelope icon to display an Export popup where users can select a
name, format and location for the report. For example, the duplicates report can be
exported to an Excel file, so that the user can sort on and organize the errors for
analysis. Thisfeatureisvery helpful when there are alarge number of duplicates.

The Duplicate Detection report is not automatically saved to the DRVS install

location folder. To save a duplicate detection report, the user must export the
report using the envelope icon.
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C. ETA 9002 and VETS 200 Reporting

The DRVS produces the ETA 9002 and VETS 200 quarterly reports from the
import files of job seekers and of job openings. Prior to submitting these reports to
ETA, states may anayze the ETA 9002 and VETS 200 counts and performance
rates by viewing the job seeker performance outcome groups and the numerators
and denominators as described in steps 1 and 2 below.

Step 1—View Report Validation Table

This function allows the user to view the imported records assigned to the entered
employment, retention and earnings performance outcome groups. The
performance outcome groups are specified in Appendix D of thisuser's guide. No
dataentry isrequired; thisfunction isfor analytical purposes only.

Click on Report Validation on the menu bar. Select View Validation Tables from
the drop down menu. Two tabs are displayed. The LX Adult Performance Group
Validation tab shows the total number of records for each performance outcome
group. The Performance column on the summary tab provides the group number
corresponding to the performance outcome group numbersin Appendix D.

L Adult Performance Group Y alidation | L Participant Data |

GrouplD | Performance | MumberOfRe | DateDfExit | EmpStatustt | EmpQtPlusl | SourceOfEmp | EmpQuPlus2 | SourceOfEmp | ValidFreE am
222 A1) 233 3d gtrs prior | UnEmp Emp wage Pend Pend [RE
223 4 gtz prior | UnEmp Emp Supp Pend Pend M
> UnEmp |UrEmp (N [Perd  [Fend IN/A |
228 4 gz prior |Emp Emp W age Pend Pend M
226 34 girs prior |Emp Emp Supp Pend Pend RIS
227 56 qtrs prior | UnEmp Emp wage Ermp wage Yes
228 B&E gt prior | UnEmp Emp W age Emp Wage Mo
229 56 qtrs prior | UnEmp Emp wage Ermp Supp [RE
230 B gtz prior | UnEmp Emp Supp Emp Wiage M

Click on the far left column to highlight a performance outcome group row on the
performance group tab. In this example, outcome group 3 is highlighted.
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The detailed records for the highlighted group will then be displayed on the LX
Participant Data tab which is the right-most tab in this function. The Participant!D
column numbers all of the participants in a given performance outcome group, SO
that the ParticipantlD number in the last row of the Participant Data tab will
correspond to the number of participants listed on the summary tab for that group.

L2 Adult Performance Group Yalidation i L Participant Data I

RecordD . | Observation | Individual Ide | Date OF Bith | Gender | Date of Proar |
3 1 10000001 10000001 19550905 2 2005040
2 10000002 10000002 13550805 2 20050401
3 10000003 10000003 13550305 2 2005040
4 10000004 10000004 19550905 2 2005040
5 10000005 10000005 19550905 2 2005040
G 10000006 10000008 19550805 2 20050401
7 10000007 10000007 19550805 2 2005040
d 10000008 10000002 13550305 2 2005040
3 10000009 10000009 19550905 2 2005040
10 10000010 10000010 19550905 2 20050401
11 10000011 10000011 13550805 2 20050401
12 10000012 10000012 13550305 2 2005040
13 10000013 10000013 19550905 2 2005040
14 10000014 10000014 19550905 2 2005040
15 10000015 10000015 19550805 2 20050401

The participant data records can be sorted by clicking once on the header of the
column to sort by. Note however that the table does not assume lead zeros because
fields are recognized as text in the report validation table. So, for example,
resorting on OBSNumber will cause records to appear out of order.

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

The DRV S only assigns records to performance measure cohorts if sufficient time
has passed for the state to determine the outcomes for the cohort. If sufficient time
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has passed and the post-exit employment fields are still coded as pending, the
application will change the employment status to unemployed and assign the
record accordingly. This default edit is specified in more detail in Appendix B.

It is important to note that if the user decides to change the report due date or
program year after the file has been imported, and clicks on the Re-Calculate
button, the counts displayed in each performance outcome group in the report
validation table may not accurately reflect the report period selected. The user must
change the program year or the report due date and then re-import the file to obtain
the correct performance outcomes.

Step 2—Export Numer ator s, Denominators, and Counts

This function will create individual files of participant records (with the addition of
age and performance outcome group at the end of each record) for the numerators
and denominators of each core performance measure. These export files can be
used for analytical purposes, or they can be used to generate files to match against
wage records. The export file will retain the format of the job seeker import file.
Functionality to create files of records included in the participant and exiter counts
will be provided in afuture release.

Click on Report Validation from the menu bar. Then click on Export Numerators,
Denominators, and Counts. A message box will ask the user to confirm that the
numerators, denominators, and counts should be exported. Click on Y esto export.

Export Performance Groups

@ Do o wish bo expaort performance groups ¢
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The application will indicate when the files have been exported by displaying an
Export Completed message that specifies the location in which the exported files
have been saved. The export files are saved to a subfolder titled “Performance
Groups Export” in the DRVS instal location. If the DRVS is installed in the
default location, the export files will be saved to a C:\Program
Files\DRV S\Performance Groups Export\<export date and time> subfolder.

Each export creates its own subfolder indicated by the date and time of the export,
so that the export files will not be overwritten by subsequent exports.

Export Completed Ed

@ Export completed,

The exported files are in: Ci\Program Files\DRYSYPerformance Groups Exporti10_24 2005 09 41 37

Following is asample of the LX_EER_Denominator.txt export file.

a LX_EER_Denominator.txt - Notepad (P[]

ﬁe Edit Farmat Help

iLOo0&51, 000000142,15%750618,1, 20041025,2,1,,,,,1,2,2,1,3,1,2,2,3,90,5,,2,,,20041025, , 20041

025, ,,,20041025, , 20041025, ,,,, 20081025, , 20081025, 4 2 ssassansssssssssssss 20041025,,2,0,2,0

,2.0,9214.17,9214.17,0,0,0,,,.,end,142,10/1 /2003, 9302004, Lx EER Denominator

100752,000000143,19420807,1,20050104,2,1,,,,,1,2,4,,44..3,11,4,,2,,,20050104,,,20050104,
20050104, , , .00 20050004, 1 0srras S sb0s0l04,,1,1,1.1,2,0,4550. 65,4323, 7, 7

ll.’JS 5,6270.44,0,,,,,end,143, 10,-"1,-”2'3'33 9,}’3'3,}’2004 Lx EER Denominator

1013?53 0000005?3 19771114, 2 20041015,1,1,,.,,,1,2,.3,44.,,3,90,5,1,2,,,20041228,,20041228

ssss!!!!333333320041015:!200410153333335ssss!!!!!ssszol:l 122855131!1!132303?64892582623

5,7054.94,11636.55,0,,,,,end,573,10/1,/2003, 9/30,/2004, Lx EER Denominator

101457, 000000144 ,19821224,2,20050302,2,1,,,,, 1,2, 8, ,44..3,90,5,,2,,,20050302, ., 0y ssssr1s

., .20050302, ,,,,,,,,,20050302,,1,1,1, ,2,0,0,1583.75,4000.35,2612. 76,0, ,,,

end, 144, 1fo‘1£2|3|.’.‘|3 9f3|3f2004 Lx EER Denominator

102415 000000145 19800702, 2, 20041029, 2,1, ,,.,,1,1L,4,,,..,3,12,4,,2,,,20050107,,20041029, ,

L D0050107, , 20041020, 5., 20050007, ., 220050107, ,2,0,2,0,2,0, 8508, 20,

6h22.48,0,0,0,.,,,end,145,10/12003,9,/30/2004, Lx EER Denominator

1026795, 000000577,19840705, 2, 20040002,2,1,,,,.1,2.4,,4.,,3,90,5,1,2,,,200580329,,,,,,2005

0208, ,,, .., 20050208, ,,,20050320, 1 000sense00.0,,20050328,,,,,,20050329,,2,0,2,0,2,0,0,2506

,0,0,0,,,.,end,577,10/1/2003,930/2004, Lx EER Denominator

1028531, 000000578, 19821101,1, 20050100,2,1,,,,.,1,1,4,,,.,,3,168,5,,2,,,20050215,,,20050215

L 20050215, 10 nnsrans 20050025,  0n0ss. ,20050108,,,,,,20050215,,1,1,1,1,2,0,0, 887. §

4, 2708, 54,2520.77,0,,,,,end, 578, 10J’1f2l3l33 9,}’30;"2004 Lx EER Denominator

1031?8 000000148 19770714 2, 20050201,2,1,,,,,1 1,4, 0,4.3,13,5,1,2,,,20050200, ,, 0s0nsss
s!!!!!sssssssssss55553332005020133230 2 0,2,0,5508.85,2225.31,0,0,0,,,,,End,l48,10 1.-'";

2!3!33 S/30/2004, L% EER Denominator
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Step 3—View Facsimiles

The Facsimile function displays the values generated by the DRV S in the formats
of the ETA 9002 and VETS 200 reports.

Click on Report Validation from the menu bar and select Facsimiles. Then select
the applicable facsimile. If you are signed in to group 1, then select one of the
9002 A-D or VETS 200 reports. The 9002 E will be grayed out. If you are signed
in to group 2, then the only available selection is the 9002 E.

Sample Facsimile Report

ETA 9002 A Quarterly Report

Services to Paricipants

State: AL Report Due: 11145720045
Report Period 0710172004
A B C O
Employment
Current R;;ggfigngn?rind Ending Total ot Pgtrmnsatinn Cﬂ%ﬂﬁﬂ Hizpanic or Lating

fat

Employed Ermployed Total Yes Mo
1 2 3 4 a B
a3ga 2918 a472 n n g3ea

1 Total Padicipants
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The header 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. Users
will note however that some of the facsimile date headers do not match the
reporting period entered on the Reporting Options screen. This labeling error does
not impact calculations and will be corrected in a future release, together with
other facsimile formatting issues.

Click on the printer icon at the top of the report to print a paper copy. Users will
have the option to change the printer name, paper source and layout.

Click on the envelope icon to display an Export popup where users can select a
name, format and location for the report. For example, the facsimile report can be
exported to a PDF.

The facsimile is not automatically saved by the software, so the user must export
the facsimile report to retain it for future use.
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Step 4—Export Reports

The state can export the reported values generated by the DRV S to files formatted
to upload to LERS. On the Report Vaidation menu select LERS Export. A
window will appear confirming that you want to create LERS export files.

Export ETA 9002

\7)

)] w | cnd |

Click on Yes to export al of the reports for the selected group. Another window
will indicate that the export files have been saved to the installation directory, in a
date and time stamped folder under the Labor Exchange Export subfolder. The job
seeker import file can be used generate the 9002 A through D and VETS 200 A
through C LERS files. The job opening import file can be used to generate the
9002 E LERSfile.

Export Completed

O
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Thisisan example of the 9002 A LERS export file:

90024_20051231_02062006.txt - Notepad
#E Edit Format | Help

1,mM3, 20051231, 90024, 735,119,614, 289, 265,470,735,0,0,0,0,0,150,234,17,277,123,0,0
2,MN1, 20051231, 90024,157, 29,108,463, 534, 85,137,0,0,0,0,0,21,34,15,48,123,0,0
3,M3,20051231, 9002A,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,,0

4,M], 200512531, 90024,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0

5,M3, 20051231, 9002A,355,55,298,133,127,226,35%5,0,0,0,0,0,59,131,10,121,88,0,0
6,N]1, 20051231, 90024, 352,64,318,1546,158, 244, 3582,0,0,0,0,0,91,103,7,154,35,0,0
FyM3, 20051231, 90024,12,5,8,0,3,8,11,0,0,0,0,0,6,5,0,0,0,0,0

B,mM1,20051231, 90024, 724,116, 608, 289, 262,462,724,0,0,0,0,0,144,229,17,277,123,0,0
8,N1, 20051231, 20024, 857,99, 538,251, 240,397,6537,0,0,0,0,0,135,210,146,225,103,0,0
10,mM3, 20051231, 90024, 67,14, 55,29,17, 50,57,0,0,0,0,0,8,15,0,41,15,0,0

11,mM3, 20051231, 90024,20,5,17,9,5,15,20,0,0,0,0,0,1,6,1,11,5,0,0

12,m3,20051231, 90024A,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0

13,mM3, 20051231, 90024, 735,115,814, 289, 265,470,735,0,0,0,0,0,150,234,17,277,123,0,0
14,mM3, 20051231, 90024,199,11,188,115, 59,140,199,0,0,0,0,0,28,59,6,81,37,0,0

15,mM3, 20051231, 90024,1585,10,175,108, 52,151,183,0,0,0,0,0,26,57,5,75,31,0,0

16,mM3, 20051231, 90024, 485,104 ,381,12%9,16%, 314,485,0,0,0,0,0,114,157,8,1758,59,0,0
17,m3, 20051231, 900dA,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0,0

15, M3, 20051231, 90024, 976,171,805,374,343,633,974,0,0,0,0,0,1858,507,22,372,161,0,0

States should contact their regional office or the ETA LERS informational website
at http://www.uses.dol eta.gov/laborexchangereport.asp for more information about
procedures for submitting quarterly reports. Once the state accesses ETA’s LERS
upload function, the files created by the DRVS LERS export function can be
uploaded directly through the LERS web interface.

Users who have calculated values in Row 9 of the VETS 200 export file, but who
do not want to report TAP workshop attendance for the period prior to OMB
approval, may overwrite the calculated values in Row 9 with zeros.

Users should aso be aware that LERS edit checks require the 9002 B to be
uploaded prior to the 9002 A, so cross-report edit checks can be applied.
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D. Report Validation

All states are required to e-submit report validation results to ETA every August.
However, states that use the DRVS or DART to generate their ETA 9002 and
VETS 200 reports do not need to import reported values and conduct a full report
validation. After loading their extract files into the DRV S as described in section
B of this chapter, DRVS and DART states should skip directly to Steps 2 and 3
below to view the report validation summaries and e-submit them to ETA.

To conduct a full report validation, states that do not use the DRV S or DART for
reporting must first import their job seeker and job order validation extract files
into the DRVS as described in section B. The software will generate ETA 9002
and VETS 200 validation values from these files. States must then prepare and
import a separate file of reported counts for each 9002 and VETS 200 report being
validated. Once each reported counts file has been loaded, the DRV'S compares
the validation values derived by the software to the actual values reported by the
state on each of the reports. The software will then generate a separate RV
Summary for each 9002 and VETS 200 report.

Step 1—Import Reported Values

The format for the reported values import file mirrors the import file format
required for the LERS quarterly submission, and the state may ssimply import their
LERSfiles.

Click on the Import menu and select Import File. The Load File to Database
screen will appear. Click on Reported. Use the Browse functionality to find the
reported values file or files to upload; up to seven files can be selected at one time.

Click Open, then click Add File to move the selected file(s) to the Load File box.
The selected files should appear in the box. Click on the Load File button to
import the files. A message box will appear, asking for confirmation that reporting
options have been set. Click on Yes to confirm, or No to return to the Reporting
Options screen. The Import File screen will show the progress of the import.
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Step 2—View Report Validation Summary

This function allows the user to view the Report Validation Summary, which
displays the validation values generated by the DRV, the state’s reported values,
the difference between these two sets of values, and a percentage difference for
each value. No dataentry isrequired; thisoption isaread only function.

For DRV S and DART states, no values will appear in the Reported Vaues column
and the summary will show percent differences of 100% for all values. States
should verify the accuracy of their reports prior to submitting the resultsto ETA.

Click on the Report Validation menu and select Report Validation Summary.
Select the applicable summary from the sidebar. Only one RV summary can be
viewed at atime. It may take several minutes for the first summary to open after
the reported counts file has been loaded.

Sample RV Summary

4 r M X SO & 7= & -84

EHAEES |
LX Report Validation Summary - 9002A
Report Report Item Validation Reported  Difference %oError
Cell Value Value Rate

10000
100,00
100,00
100,00
0.0
100,00
0.0
10000
100,00
100,00
100,00

0024811 Total - Total Participants
90028001 -2 Total - Weterans, Elig. Persons, and TShs
0024813 Total - MSP
00285814 Total - Interstate
Q0024815 Total - Male

00285818 Total - Female
Q00244817 Total - Youth
900280015 Total - Adult(15 and over)
00244814 Total - 15 - 44
[00224581-10  Total - 43 - 34
9002474111 Total - 55 and over

= m O = O = kW
o o o o o o o o o o O
ba = Wb om O = O = bk =M

51



I[11. TUTORIAL

Users can enter comments for each individual RV Summary by selecting the Enter
RV Comments menu item under Report Validation after importing their reported
counts. Users may also enter comments about the RV summary in ETA’s RV
summary upload screen.

If users have selected a WIB, Office, or Case Manager filter on the Reporting
Options screen, RV summaries will be generated for that substate level only. The
footer of the report will display the substate unit selected.

Step 3—Submit Report Validation Summariesto National Office

To submit the 9002 and VETS 200 report validation results to the National Office,

click on the e-Submit function under the File menu. The LX E-Submission screen
will appear. The drop down menu allows the user to select RV, DEV, or both.

Labor eXchange (LX) E-Submission

Etract

Select Extract Type: j

Extract & Upload XML

Select RV if you are ready to submit RV results, but have not yet completed data
element validation. Click on the Extract & Upload XML button.
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A screen will appear providing the location of the RV XML files as well as a
warning. The XML file location is the default data directory for XML files, which
is C:\Program FilesDRVS\XML.

After reading and accepting the warning, click OK.

CAProgram Files\DRYSYML\LC{MLExport7212006237PM . xml

Microsoft Internet Explorer

/1N
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After clicking OK, the Grantee Reporting System login screen appears. It may
take a minute or two for the software to open the web browser.

b:\Prugrﬂm Files\DRVSWMLALXXMLExport?#212006237PM xml

Grantee Reporting System

Please Login:

Enter the Passwonrd for the granitee yai are reparting an

]
—

Depattment of Labor Privacy and Security Statetrent.

Enter the state’'s validation password provided by ETA and click on the Login
button (Please note that the validation password is different from the reporting
password, which is used to submit reports and WIASRD record. There are separate
validation passwords for the LX and WIA programs). Users should enter their
name, email address, and telephone number in the appropriate fields. Then click
on Browse. Use the Choose File window to find the XML file created by the
DRVS. The location and name of the file are listed in the white cell at the top of
the web browser. Click on the Open button and the name of the selected file will
appear in the Locate File box.
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Using the Report Sour ce dropdown menu, select the type of software that the state
uses for generating its quarterly reports (e.g., ETA (DRVYS), DART, or another
program). Then click the Submit button in the web browser.

It may take some time for the XML file to upload. Once the file has been
successfully transmitted, a DRV S Confirmation of Submission screen will appear.
Users can print a copy of the confirmation, request an email copy of the
confirmation, or logout.
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E. Data Element Validation

In data element validation (DEV), the software selects a sample of 25 records from
the state’ s extract file. The state must verify the accuracy of specific data elements
in each record using its source databases. After the sample is drawn, the software
displays the data elements from the sampled records on automated and printed
worksheets that provide a means for states to indicate whether each data element
passed or failed the validation. Once the state enters its pass/fail determinations
for all sampled records, the software produces a DEV Summary/Analytical Report
that lists the error rates for each data element validated. States submit this report to
ETA every August using the DRV S e-Submit functionality.

Step 1—Create the Validation Sample

In the DRVS states select their DEV sample after the state’'s validation file has
been fully imported. The sample is not automatically selected during import.
Click on the Data Element Validation menu and select Sample DEV. A screen
will appear asking for confirmation that the sample should be selected. Click OK.

The software will then draw a validation sample of 25 records from the extract file.

A message box will appear to confirm the sampling is complete.

WIANLY

CEY Sample has been drawn.
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Step 2—Validate Sampled Cases

Click on the Data Element Validation menu and select Edit Worksheets. This
opens a window that displays a summary of the sample of 25 job seeker records.
The summary screenisread only.

Click on the arrow to open the worksheet for a particular record.

Sample Worksheet Summary

umber of Records in Sample: 25 0 of 25 Records Validated " Refresh Sample

310000010 | 310000070 03051355
30000011 310000011 03051355
320000010 | 320000070 03051355
320000013 | 320000013 03051955
330000005 | 330000005 09051955
330000007 | 330000007 03051955
230000002 | 290000002 09051955
230000010 | 230000010 09051955
300000006 | 300000008 03051355
300000031 | 30000003 03051355
G0000001 E0000007 03051355
GO000045 E0000045 03051955
G0000053 E0000059 09051955
70000075 70000075 09051955
70000088 70000028 09051955
70000121 70000121 09051955
20000001 50000007 03051355
20000014 50000071 4 03051355
20000016 50000016 03051355
30000016 50000016 09051355
30000022 50000022 03051955
30000026 50000026 09051955
100000002 | 100000002 03051955

04012004
04012004
04012004
04012004
04012004
04012004
04012004
04012004
04012004
04012004
10012004
10012004
10012004
10012004
10012004
10012004
10012004
10012004
10012004
10012004
10012004
10012004
10012004

[SERRLC R R O S SR S SRR LR S L S DR L I ST S S RS RS R R S ]

Refrezh
L)
& Counts

S/
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When all data elements of a record have been validated (i.e. either Pass or Fail is
checked), the record displays "True" under the IsValidated column. If any data
element is left blank, the record displays "False" and users should open the record
to complete validation.

When performing DEV and editing individual records be mindful not to navigate
to and from the Edit Worksheets and the individual record worksheets. From time
to time, a critical error could occur during this type of navigation. A critical error
could erase the state's sample, requiring that the sample be redrawn. If DEV has
been completed on an individual worksheet and the user does not want to continue
to validate other DEV records, either save and close out of DEV by going to
another function or save and close out of the application.

To access, update, or print individual sampled cases, double click on the row of the
selected record. This will open a validation worksheet for the record. The
worksheet is on three tabs, for validation fields 1 through 31, 32 through 61, and
62 through 77 respectively. This alows easier navigation though al of the data
elements.

For each data element, the data on the worksheet should be compared to the datain
the state system. The validator begins validation by looking at the first data
element on the worksheet and then locating the corresponding documentation in
the state system. This entails checking all necessary screens or other source
documentation to determine if this data element is accurate. For example, wage
record information must be checked against the state wage record files.
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Sample On-Line Validation Wor ksheet

I User Field | [
T UserField? [

Mot Completed.

o8s [N W8 Nome
Case [T Offce Name

Manager

| [
| [
| [l
| [l
| [
| [
| [l
| [l
| [
| [
| [l
| [l
| [
| [
| [

R swe| 5 prim| 9f] Exit «“ b [»]

Check either pass or fail for each element using the validation indicator dropdown,
or leave the checkbox blank if appropriate and select pass or fail later. When
finished, select Save at the bottom of the screen. A message box will appear
asking if users want to print the row. Check Yes or No as appropriate. A message
will appear on the worksheet indicating “Not Completed” if the validator has not
completely validated a record. When each record has been validated in its entirety,
the worksheet summary will display the updated information from the tabbed
worksheets.
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Step 3—Print Validation Worksheets for Sampled Cases

At the state’ s discretion, sampled cases can be validated on printed worksheets first
and then entered into the DRVS as a separate step. To print the validation
worksheets for the sample in batch mode, select Print Worksheets on the Data
Element Validation menu. Click the printer icon at the top left of the screen to
begin printing.

Sample Printed Worksheet

4P MEXEEH&™= & -M

DEV Work Sheet
Data Element Value DEY Indicator
OB3 Mumber, 310000010 Individual Identifier: 310000010 WIE Mame:
Office Hame: Case Manager:
UserField1:  Group 31 UserField2:  70) priot
Cotnents:
OBE3HNumber 310000010
Individualldentifier 310000010 Pass
DrateOfBirth 09051945 Pass
Gender 2 Pass
FProgramParticipationD ate 04012004 Fail
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Step 4—View, Print, and Annotate Summary/Analytical Report

After the validation worksheets have been completed, the software generates a
summary/analytical report which summarizes the errors identified during the data
element validation process. Click on the Print Summary/Analytical Report
function under the Data Element Validation menu to view and print the
summary/analytical report. No data entry is required on this screen. The Number
of Records Invalid field on the report indicates the number of validated records
with at least one error. Records with one or more data errors fail the validation.

Sample Summary and Analytical Report
(prior to completion of DEV)

H 4P MEXSEHT= | -H#H

WERHERG |
LX Summary and Analytical Report
State: NI Report Validated: 07,21/2006

MNumbher of Records Sampled: 25

MNumber of Records Validated: a

MNumber of Records Divalid: a

Data Element Element # # Records w/ Element Present  # of Errors
2 Individualldentifier 25 ]
3 DateOfBirth 25 u]
4 Gender 23 0
5 ProgramParticipstionCiate 25 u]
i DizahiltyStatus 25 0
7 Mativelmerican 23 0
g Azian 23 0
9 Black 25 u]
10 Pacificlslander 25 u]
11 White 25 u]
12 rutiFzce 23 0
13 Hizpanic 25 ]
14 “eteranStatus 25 u]
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After analyzing the errors, states may choose to annotate the report with comments
about the error causes and planned corrections. To do so, click on the Enter Data
Validation Comments function under the Data Element Validation menu.
Select DEV from the drop down menu. This opens abox that allows users to enter
comments of up to 250 words. After entering comments, click on the Save
button—the comments will then appear on the DEV Summary/Analytical Report.

Step 5—Submit DEV Resultsto the National Office

To submit the 9002 and VETS 200 data element validation results to the National
Office, click on the e-Submit function under the File menu. The LX E-
Submission screen will appear. The drop down menu allows the user to select RV,
DEV, or both. Select DEV if only the summary/analytical reports are being
submitted, or both if the summary/analytical reports are being submitted together
with the RV summaries,

Follow the instructions in Section D, Step 3 of this chapter, which described how
to upload RV XML resullts.

Data validation results and documentation should be retained for at least three

years after completion. Retention methods are at the state’'s discretion and may
include an archived database, printed worksheets and reports, or other methods.
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F.  Database M anagement

When you use DRV S for the first time, you are provided access using the default
User ID and Password and a blank database (LX.mdf) is automatically created.
This section describes how the user can change his or her own password to
maintain database security, and how to create additional databases, open existing
databases, and save databases in alternate locations.

The database creation and management functions are necessary for importing
discrete job seeker and job opening files, without losing one or the other data
set. States must set up two separate databases to load and preserve group 1
and group 2 data. Users can open and close the two separ ate databasesto run
thegroup 1 and group 2 reports.

Step 1—Database Security

After the initial log in using the default User 1D and Password, users can change
their own password by selecting the Utilities menu and the Change Password
submenu. In the Change Password window, the user should enter old and new
passwords, and click on Change Password.

Old Password ||

New Password I

Confirm Mew Pazsword |

Change Password
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Future versions of the DRVS will alow database administrators to set up and
modify multiple DRVS user profiles, each with a unique User ID and Password
and access to specified databases.

Step 2—Create a New Database

To create a new database, go to the File menu and select New DB. This opens the
Enter a New Database Name dialog box where you can create a new DRVS
database in the User Data folder. Type in the name of your new database in the
File Name field. Database names must start with aletter, although numbers can be
included in the name. Database names cannot include spaces or non-alphanumeric
symbols. The DRV S blocks data entry of invalid database names and provides an
error message when improper names are entered.

Click on Open.

Enter a new Database name.

EC |

Histony
g _..l'"(
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A message box will appear indicating that the new database was successfully
created. Click OK.

WIANLX

Database creation successhul,

The DRVS Login box will display. Enter your User ID and Password (or the
default User ID and Password) and click on Login. The new database name should
display in the footer of the application screen when the screen size is maximized.
If it does not, check the source table to confirm that you are in the new database.
The new database will be created in the User Data subfolder of the DRVS install
location (default install location is C:\Program Files\DRVS).

Step 3—Open An Existing Database

The DRV S will automatically default to the database you were using the last time
you logged out of the application. That database name is displayed in the bottom
left footer of the application screen. To open a different database, go to the File
menu and select Open DB. This opens a dialog box where you can select an
existing database to open from the drop down menu.
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Open Database

Click on the drop down menu to access the list of databases that can be selected. |If
no new databases have been created, a message will display stating that only the
default database exists. Choose a database and then click on the open database

button on the left of this screen. Click on the X button to exit this function and
return to the existing database.

Click on the open folder button. The following message will display.

WIANLXControlLib

s

Click OK. The Login box will then display. Enter your User ID and Password and
click Login. You will now be in the selected database. The new database name
should display in the footer of the application screen when the screen size is

maximized. If it does not, check the source table to confirm that you are in the
new database.
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The open database functionality is necessary for preserving job seeker and job
opening imports, without losing one or the other. This functionality will also be
helpful if you:

e Have archived prior quarterly file imports but still want to easily access
them through the application.

e Have split the import file into two databases to keep the size manageable
in large states.
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Step 4—Save a Database

To save an existing database go to the File menu and select Save As. This opens
the Save As dialog box where you can save a database and give the database a new
name or location.

Enter a Database name to save as.

ET

Lx
newdatabase
WA

olddatabasze

Enter the new file name for the database and then click on Save. A message box
will indicate that the newly named database was successfully saved. Click OK.

The DRV'S Login box will display. Enter your User ID and Password and click on
Login. The new database name should display in the footer of the application
screen. If it does not, check the source table to confirm that you are in the new
database. The newly named database will be saved in the User Data subfolder of
the DRV Sinstall location (default install location is C:\Program Files\DRVS).
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This chapter of the User’s Guide provides a condensed list of all the application
menus and functions for quick reference.

A. FileMenu

Optionsin this menu include:

1.

2.

New DB—Opens a dialog box where you can create a new database.

Open DB—Opens adialog box where you can select another database to
open.

Save As—Opens a dialog box where you can save a database or file and
give the database a new name.

Link to Server—Opens awindow where users can switch servers.

e-Submit—Opens a window where the user begins the process of
uploading XML filesof RV and DEV resultsto ETA.

Exit—Sdlect thisto exit the DRVS.
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B. Import Menu

Optionsin this menu include:

1.

Import File—Select this option to import data into the application. See
the source table record layouts for the appropriate data record format.

Source Table Record Layout—This selection will be available in a
future release. It will display the record layout to use in developing the
job seeker import file. The record layout can currently be found in
Appendix B of thisUser’'s Guide.

9002 E Source Table Record Layout—This selection will be available
in afuturerelease. It will display the record layout to use in developing
the job opening import file. The record layout can currently be found in
Appendix B of thisUser’'s Guide.

Reported Counts Record Layout—This function will be provided in a
future release.

View Source Table—This selection displays all of the records from the
job seeker extract file that were imported by the DRV S.

Import Errors Report—This selection displays the Import Errors
Report displaying the field level and cross-field edit check errors for the
job seeker file. Appendix B includes the import error messages for
each edit check.

Import 9002 E Errors Report—This selection displays the Import
Errors Report displaying the edit check errors for the job opening file.
Appendix B includes the import error messages for each edit check.

View 9002 E Source Table—This selection displays all of the records
from the job opening extract file that were imported by the DRVS.
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9. View Duplicates—This selection displays a report that lists the
duplicate records identified and rejected by the DRV S when importing
the job seeker extract file.

C. Reporting Options Menu

The only option in this menu is Change. This selection opens an expanded version
of the Reporting Options screen that allows the user to change the program year,
report quarter due date, state name, program year start and end dates, and to select
subsets of participant records for anaytica and management purposes. The
functionality to change reporting options, to generate local level or other substate
reports, will be provided in afuture release.

D. Report Validation Menu
Optionsin this menu are:
1. View Validation Tables—This selection provides a window to view a
summary of each performance outcome group and totals of records for
each group. Highlight a performance outcome group row to view the

detailed records for that group.

2. Report Validation Summary—This function alows the user to select
from the sidebar the applicable RV summary to be viewed and printed.

3. Facsmiles—The Facsimile selection produces the 9002 and VETS 200
guarterly reportsin the formats specified by the ET 406 Handbook.

4. LERS Export—This function allows the user to export the 9002 and

VETS 200 reports into files formatted to upload directly to ETA’s LERS
reporting system.
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5. Export Numerators, Denominators, and Counts — This selection
creates an export file for the numerator and denominator of each
performance measure. These export files are saved to the installation
directory, and can be used for analyzing the state's performance.
Functionality to export participant and exiter counts will be included in a
future version of the DRV S.

6. Enter RV Comments — This function allows users to enter comments
for each individual RV Summary after importing their reported counts.
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E. Data Element Validation Menu

1.

Sample DEV—This function directs the DRVS to select the data
element validation sample of 25 records.

Edit Worksheets—This function accesses the worksheets for each of
the sampled records.

Print Worksheets—This function prints the worksheets in batch
mode.

Print Summary/Analytical Report—This function prints the
summary/analytical report.

Enter Data Validation Comments—This function provides a way
for the user to record comments about the DEV on the
summary/analytical report.

F. Admin Menu

1.

2.

Add User—This function will be provided in afuture release.

Modify User Details—This function will be provided in a future
release.

Delete/Deactivate User—This function will be provided in a future
release.
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G. UtilitiesMenu

The only function in this menu is Change Password. This allowsthe user to
change his or her own password.

H. Help Menu

Optionsin this menu include;

1. LX User’s Guide—This feature provides the DRV S user’ s guide on-line.
To make the latest version of the user's guide accessible through the
software, copy the guide from the ETA website into C:\Program
Files\DRV S\Help Documents with the title file name DRVS LX Users
Guide.pdf, and replace the existing guide. The file name must have the
spaces indicated.

2. Contacts—This feature provides contact information for users who
would like additional assistance using the application. For questions on
installing the software, LX datafiles, or performance reports users should
e-mail ESTA@mathematica-mpr.com by clicking on the email link.
Specify the version of the application being used, the question, and the
user’ s contact information.

3. About—This feature provides the application version number and
version release date for the application.
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