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Today’s Objectives

v" ldentify key tasks completed in
the Workforce Integrated
Performance System (WIPS).

v Describe how to access WIPS.

N

Discuss data file preparation.

v" Explain how to upload data files,
check results, generate a QPR, and
certify the report.

v" Review how to upload and certify
a QNR.

v" ldentify common issues and errors
encountered.
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Introduction
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What is the Workforce Integrated Performance System (WIPS)?

WIPS is a web-based reporting system that grantees use to report
on grant performance each quarter to DOL.

» Users upload a file of individual records to generate a P Once QPR is generated, users can review and certify
QPR. (data is not official until certified by user).
» WIPS conducts edit checks for duplicate records, valid P Stores QPR reports

values, and logical values on the records in the file

before generating QPR P Exports reports and data
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Reporting Timeline

Grantees must submit a Quarterly Progress Report to WIPS each quarter that covers
activities for that quarter. It is due no later than 45 days after the quarter end date.

Report Submission

Quarter Start Date E Quarter End Date

Due Date
January 1 March 31 May 15
April 1 June 30 August 14
July 1 September 30 November 14
October 1 December 30 February 14
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Accessing WIPS
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WIPS Access

P Authorized Representatives must send a signed
letter on letterhead via e-mail to the program
mailbox & OAGrants.WIPS@dol.gov

» ASE Grants: by January 8, 2021
» SAE2020 & YARG Grants: by Feb. 14, 2021

»  Within 30 days of the grant award receipt for new grants

» Must include

» A certifier
» Must be Authorized Representative or their designee
» Has all submitter rights
» Also certifies that all data is accurate as reported

» Up to 2 designated submitters

» Performance staff to upload and work w/ the data

Because only the Authorized Representative can do this, it’s essential that official records are kept up-to-date
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Accessing WIPS for the First Time

» Authorized Representative’s designees will
receive WIPS instructions, temporary
password, and link to the system via email
from admin@dol.appiancloud.com

» Use the link in the email to go to WIPS.

» Change the password.

» Enter the temporary password from the email
under Old Password.

» Type in a new password. Type the password in
again to confirm it.

» Click Submit.

Please note: A temporary password is good for 7 days. Request another password if past that timeframe.
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Password Requirements

Passwords must contain: at least 8 characters, uppercase letter, lower
case letter, special character, and number.
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Logging In
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» To access WIPS, go to
https://dol.appiancloud.com/.

» Select | AGREE when the DOL
warning displays

» In the login window, enter your
email address (lower case) and
password.

» Select SIGN IN.
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Password Requests

» To request a password reset, click
Forgot your password?

» Designated users receives an email
with a link and temporary
password.

» Use the link to access WIPS and
create a new password.

» Password must be periodically
updated
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WIPS Homepage Layout

The main menu bar at the top of every WIPS page provides access to resources, settings
and steps in the workflow.

1. Home Tab
A. Important user messages

B. Links to resources,
documentation, assistance

2. File Upload Tab
3. Edit Check Results Tab

A. Error status of uploaded file

B. Diagnostics for resolving
errors

EMPLOYMENT AND TRAINING ADMINISTRATION WorkforceG Pg 13

UNITED STATES DEPARTMENT OF LABOR
Navigate to Success



’ WIPS Homepage Layout

4. My Reports Tab
A. List of all QPR reports
B. Certify areport

5. My WIPS Profile

A. Change password
B. Set up profile image

6. Menu

A. List of programs

7. Profile Image
A. Sign out

EMPLOYMENT AND TRAINING ADMINISTRATION '
UNITED STATES DEPARTMENT OF LABOR WorkforceGPS 14

Navigate to Success



WIPS Workflow Overview
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Overview of the Process

Check and
Correct Errors

Generate and *Submit your
Certify the QPR QNR

Upload File

—

WIPS will email

you to indicate

when your file
has finished
processing
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Overview of the Process
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Overview of the Process - Resources

www.dol.gov/agencies/eta/performance/reporting/reporting-process
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File Upload
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Preparing Data Files

The data file that you upload to WIPS to generate the Quarterly Performance
Report must follow the below horizontal layout, known as the schema.
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Preparing Data Files

The data file that you upload to WIPS to generate the Quarterly Performance
Report must follow the below horizontal layout, known as the schema.

The Schema is the format that the data file must be in for upload in .csv file format
e with the header rows, columns and extra rows removed
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Data File Requirements

Files should be exported as comma separated values (CSV)* for uploading.

*WIPS accepts .txt and .gzip also — see
recommendations in earlier trainings

» Data files must include:
» All required elements in specified order

» Code value equal to data type and field
length outlined

» Data files must not include:
» Participant names
» Data element headers

» Additional rows without data
» Blank entries when code values are Spaces are counted as a code value.
required

» Null value instead of blank or space
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Upload File

1. Select the PIRL2020 from
the drop-down menu.

2. Select the schema you are
using

3. Select the Quarter end date
for the report you are
uploading

4. Click UPLOAD to open Windows Explorer and select the file that you want to upload - or - select it on your
PC and drop it in the Choose a File box.

5. After the file name appears, click SUBMIT. You will receive an email when processing is complete.

Please note: Files must be in comma-separated values format and have a .CSV - xn extension.
File size cannot exceed 1 GB.
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Resolving Data File Errors

Resolve any data file errors in your original MIS database. Then export
the revised information as a new CSV data file that to upload.

e Send programmatic reporting questions/inquiries regarding
reporting to OAGrants.WIPS@dol.gov, always include your grant
number and program in the subject line

e Technical WIPS questions?
https://www.doleta.gov/performance/wips/WIPS Technical Assistance Request.cfm

NEVER send a copy of the .csv file you are working with over email!

Transmitting Pll via email is prohibited, between grant partners, or
between DOL and grantees. Instead, reference the file number upload.

EMPLOYMENT AND TRAINING ADMINISTRATION
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Error Messages Received When Preparing Data Files for WIPS

e [nvalid Column # error —

e A format error that occurs when the data file column
number doesn’t match the current schema.

Format error message that includes lines not

associated with a participant ID

e You may have mistakenly input values in rows that are not a
part of your data file, i.e. letters instead of numbers, a
decimal where none is expected, a ‘special character’

mm Valid Values or Logic Rule error —

e This error occurs for values that are known to be impossible,
either because they are invalid options or are illogical based
on the values in other fields (see logic rules)

e You may receive this for a participant with a data element entry that should be blank.
e Check the field for a space that WIPS reads as a character.

EMPLOYMENT AND TRAINING ADMINISTRATION
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Edit Checks
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Data Validation

WIPS validates uploaded files for three types of edit checks.

VALID VALUES

To verify data for format, length, and a valid value (specific
value required from options provided) — data relationship
to itself. Errors show in Total Errors and Format Error.

DUPLICATE RULES

To ensure there are no multiple records on the same
individual. Errors show in Total Duplicates.

LOGICAL RULES

To confirm data is accurately entered, including required
fields — data relationship to other data. Errors show in
Total Errors.
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Edit Checks

» Located on the WIPS page at the link

»  As with the schema page - check this site at least
monthly to see if updates affect your system to
avoid reporting issues at the quarter

» Click the ‘blue buttons to download either an
excel file, or a .pdf

EMPLOYMENT AND TRAINING ADMINISTRATION
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https://www.dol.gov/agencies/eta/performance/wips/editchecks

Edit Check: Valid Values

» Valid Values

4

»

Are also logical in their way

Apply to EVERY data element in the PIRL,
regardless of program

Has to do with the relationship of the data
entry to the data element definitions and
data

Make sure that data is in the correct format
as indicated in the data type/field length and
code value cells of the data element

Updated published Valid Values are always
found on the WIPS site

Element Element Name Edit Check Description Date
Number Implemented
0 OBS Number This element must only contain numeric 1/13/2017
characters. This element must contain exactly
9 characters.
100  Unique Individual This element may contain both letters and 3/16/2018
Identifier (WIOA) numeric characters. This element must
contain exactly 12 characters.
101 State Code of This element may contain both letters and 1/13/2017
Residence (WIOA)  numeric characters. This element must
contain exactly 2 characters.
102 County Code of This element must only contain numeric 1/13/2017
Residence characters. This element must contain exactly
3 characters.
103 Zip Code of This element must only contain numeric 1/13/2017
Residence characters. This element must contain exactly
5 characters.
104 Economic/Labor This element must only contain numeric 1/13/2017
Market Area and characters. This element must contain no
Physical Location more than 9 characters.
Code
105 Special Project ID - 1 This element may contain both letters and 1/13/2017

numeric characters. This element must
contain exactly 7 characters.

https://www.dol.qov/agencies/eta/performance/wips/editchecks
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Edit Check: Valid Values

» Most Common Valid Value Errors

» Dates
= Must be in the format
= YYYYMMDD

= This is the standard language which
applies to MOST dates, however, does
not apply to PIRL 2909 and 2903
which are expected completion dates
for apprentices and pre-apprentices,
respectively

» Alpha/Numeric mixup = typos

» Extra space which counts as a code
value*

» Hard to find because you can’t always
see them depending on location

EMPLOYMENT AND TRAINING ADMINISTRATION
UNITED STATES DEPARTMENT OF LABOR

PIRL 200 : Date of Birth (WIOA)

The date can be invalid for any of the 4 reasons:

1. This element must only contain numeric
characters. This element must contain exactly 8
numeric characters. This element must be a
date formatted as YYYYMMDD.

2. All date values must be <= the upload date™.

All date values must have a year >= 1900.

4. All date values in a record must be >= PIRL200
(Date of Birth).

o

https://www.dol.qov/agencies/eta/performance/wips/editchecks
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Edit Check: Duplicate Rules

» Ensures that an individual is only reported ONCE for a program

» Below are all the Duplicate rules that currently apply to AP grants

Rule Number Detection Logic Error Message
1 If multiple records have the same individual identifier (PIRL 100), then no No period of participation can begin/occur within 90 days of any other period of
record can have the same Covered Person Entry Date (PIRL 306). participation for the same unique identifier.
2 Where the 'Date of Program Entry (WIOA)' is not null: If multiple rows have No period of participation can begin/occur within 90 days of any other period of

the same 'Unique Individual Identifier (WIOA)', then no record can have a participation for the same unique identifier.
'‘Date of Program Entry (WIOA)' or 'Date of Program Exit (WIOA)' between

the 'Date of Program Entry (WIOA)' and the 'Date of Program Exit (WIOA)'

plus 90 days (inclusive) of any other record with the same Individual

Identifier.
3 Where the Date of Program Entry (PIRL 900) is not null: If multiple records  No period of participation can begin/occur within 90 days of any other period of
have the same Individual Identifier, then only the record with the most participation for the same unique identifier.

recent Date of Program Entry can have a blank Date of Exit (PIRL 901).

4 Where the Date of Program Entry (PIRL 900) is null: If multiple records have No period of participation can begin/occur within 90 days of any other period of
the same Individual Identifier (PIRL 100), then no record can have the same participation for the same unique identifier.
Date of First Basic Career Service (Self-Service) (PIRL 1000).

10 Multiple records with the same Unique Individual Identifier (WIOA) and non- Multiple records with the same Unique Individual Identifier (WIOA) and non-null
null Date of Program Entry (PIRL 900) may not have blank Date of Program Date of Program Entry (WIOA) (PIRL 900) may not have blank Date of Program
Exit (PIRL 901). Exit (WIOA) (PIRL 501).

https://www.dol.qov/agencies/eta/performance/wips/editchecks

EMPLOYMENT AND TRAINING ADMINISTRATION '
UNITED STATES DEPARTMENT OF LABOR WorkforceGPS 31

Navigate to Success


https://www.dol.gov/agencies/eta/performance/wips/editchecks

Edit Check: Logical Rules

» Logic Rules
» DO NOT apply to EVERY data element
in the PIRL

»  You may see gaps on the rule list

» A data element in the PIRL may have
MULTIPLE Logic Rules, depending on
the programs utilizing any particular

data element "Q

» Has to do with the relationship
between different data elements

» Updated published Logical Rules are
always found on the WIPS site

» Look for an AP under Programs

affected column to find rules that _ _ _
apply to your Apprenticeship grant https://www.dol.gov/agencies/eta/performance/wips/editchecks

EMPLOYMENT AND TRAINING ADMINISTRATION
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Edit Check Results

P Select the EDIT CHECK RESULTS tab to display the Edit Check Results Overview screen.
P A file with blank fields has not finished processing.

» Check the file you uploaded for errors. A Quarterly Report cannot be generated for a file with
errors.

» WIPS validates uploaded files for three types of edit checks:

» Duplicate Rules — to ensure there are not multiple records on the same individual — Total Duplicates.

» Logical Rules — to confirm data is accurately entered, including required fields — Total Errors.

» Valid Values — to verify data for format, length, and a valid value (when applicable) — Total Errors.
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Edit Check Results

If WIPS validation shows the file contains no errors, proceed to My Reports.

If the file contains errors, fix the errors in the data file and upload it again.

- ]
I

1. File with no errors: Total Errors — O; Total 3. File with data errors: Total Errors — 5600.
Duplicates — 0; Format Error — No.

4. File that contains duplicates: Total
2. File that has a formatting issue: Format Duplicates — 4.
Error — Yes.
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Edit Check Results

WIPS has built-in diagnostics to help you correct errors in
your file.

1. Click the number of errors to view a list of errors and their descriptions.

2. Click the Element No. value to
show the row number that
contains the error.

3. Review the error location
and description.
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Edit Check Results

If WIPS validation shows the file contains no errors, proceed to My Reports.

If the file contains errors, fix the errors in the data file and upload it again.

-1

1. File with no errors: - not in this image 3. File with data errors: Total Errors — 16.
2. File that has a formatting issue: Format 4. File that contains duplicates: no
Error — Yes. duplicates here
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Edit Check Results
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Edit Check Results

WIPS has built-in diagnostics to help you correct errors in
your file.

The result of clicking Element No. (3) on the previous slide will show you the row number and
unique individual identifier for each error for that data element, and include the value that
was submitted in the file in Value Provided.
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Edit Check Results

WIPS has built-in diagnostics to help you correct errors in
your file.

1. Click the Export Errors
button if you need to
download an excel
spreadsheet of the errors
and the lines where they
occur to check against

2. Review the error location
and description.

2. Click the Element No. value to
show the row number that
contains the error.
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Edit Check Results - TIPS

1. User Messages: helps you track errors 3. FileID: Number to include in all
making sure your system has latest communications w/ DOL

update.
4. WIPS : Link to WIPS Assistance Request

2. View PIRL link: will download latest PIRL
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Edit Check Results - Help

—

The resulting page from clicking Request WIPS Assistance on the previous slide:
a help form to complete — notice the request for File ID
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Total Errors

» Missing values

» More characters entered than
maximum number allotted

» Does not meet the minimum number
of characters required

» Value entered is other than values
allowed (Valid Values)

» Duplicate Values, Logic Values

EMPLOYMENT AND TRAINING ADMINISTRATION
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What Types of Issues Cause Errors?

Format Error

» Layout does not match the schema
chosen in the dropdown.

» Might have missing column or
columns in the wrong order.

WorkforceGPg
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What Types of Issues Cause Duplicate Errors?

WIPS reports a duplicate error if any of the following rules are violated:

» If multiple records have the same individual identifier (PIRL 100), then no record can have the
same Covered Person Entry Date (PIRL 306).

» Where the Date of Program Entry (PIRL 900) is not null:

» Then no record can have a Date of Entry (PIRL 900) or a Date of Program Exit (PIRL 901)
between the Date of Program Entry and Exit of any other record with the same identifier.

» If multiple records have the same individual identifier (PIRL 100), then no record can have a
Date of Program Entry (PIRL 900) or a Date of Program Exit (PIRL 901) between the Date of

Program Participation and the Date of Exit plus 90 days (inclusive) of any other record with
the same individual identifier.

» If multiple records have the same individual identifier, then only the record with the most
recent Date of Program Entry can have a blank Date of Exit (PIRL 901).
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Contact Us

» WIPS Reporting Questions

OAGrants.WIPS@dol.gov

» WIPS Technical Assistance

https://www.doleta.gov/performance/wips/WIPS Technical Assistance Request.cfm

» State Apprenticeship Grants Mailbox (ASE/SAE/SAE2020)

A

Apprenticeship.Grants@dol.gov

» Youth Apprenticeship Readiness Grants Mailbox

YouthASReady.Grants@dol.gov
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My Reports

» Click an option to
display

» A list of generated
quarterly

» A list of generated
annual reports

» Be able to ‘drill down’
to look at your data
collection more
closely
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Drill Down Measures Reports

WIPS gives you the ability to drill deeper into your own data.
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Quarterly Reports - Main Page Layout

The Quarterly Reports landing page displays QPR reports that have generated.

1. Certified — Current Reporting
Period

2. Not Certified / Certification
Overwritten — Current Reporting
Period

3. Previous Reporting Periods

» Click the Status displayed for a report to view it.
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Quarterly Reports - Individual Report Page Layout

There are several viewing options available for individual Performance Reports.

[ ]

1. Time Period — Quarterly, Rolling 4
Quarters, Program to Date

2. Print— Print to PDF

3. Report View

A. View All Sections — shows entire

— report

B. View By Section — shows section
menu; reduces scrolling

EMPLOYMENT AND TRAINING ADMINISTRATION
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Quarterly Reports - Individual Report Page Layout

This is a screenshot of the first page of the quarterly view QPR (which is still in test).
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Report Verification

Review the Quarterly Performance Report to ensure it is correct.

» If a QPR with errors is never certified, it remains in My Reports as “Not Certified.”
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Report Certification

Up to this point,
submitters and
certifiers have had the
same access.

This is only the certifier
now who will ...

1. After verifying the QPR, the certifier should scroll to the bottom of the page.
2. Add comments to the report if needed.
3. Then click SAVE.

4. Click CERTIFY to certify the Quarterly Performance Report.
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Certifying the QPR

These steps should be followed by the
designated certifier:

1. Must ensure the participant data
submitted is complete, true, and
accurate to the best of their
knowledge.

2. After verifying and uploading the data,
indicate that the report is final by
selecting the Certify button in WIPS.

Certification communicates to the
Department that the report is complete
and accurate and therefore serves as the
official submission for that reporting
qguarter.
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Overwriting Reports

Only one Quarterly Performance Report per selected program within
the same quarter may be certified and reported.

» When attempting to certify a QPR for the same reporting period that has a
certified QPR, a warning message appears about overwriting the original one.

» Clicking CONTINUE certifies the updated report and shows a Certification
Overwritten status for the older version.

EMPLOYMENT AND TRAINING ADMINISTRATION
WorkforceGPS '
Navigate to Success

UNITED STATES DEPARTMENT OF LABOR

55



Saving a Copy of the QPR

Follow these steps to save a PDF
of your QPR:

1. Once you have generated a
QPR in WIPS, you will see your
results in the web browser.

2. To save a PDF of the QPR, click
Print in the upper right corner
of the page.

3. Alink to download the PDF
displays.
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Quarterly Narrative Report (QNR)*

The Quarterly Narrative Report is uploaded and certified
separately from the QPR.

» OA Grants will not

use the integrated
QNR for the

immediate future,
and will continue to
use the interactive
QNR in WORD format
submitting to the
program mailbox until
notified otherwise
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’ WIPS Technical Assistance Resources

https://www.dol.gov/agencies/eta/performance/wips

A Direct link to the WIPS system

The link to the WIPS Technical Assistance Request Form
Includes most updated logic rules and valid values files
Includes most updated schemas and Release Notes

WIPS Quick Reference Guide

\

WIPS Quick Start Guides <

WIPS Newsletter Archive
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Grants Performance Reporting Technical Assistance Resources

Performance Policy =i
and Instruction for Grants \:élg

Performance Reporting
Technical Assistance

» ASE Performance Reporting: Participant Tracking
Strategies Webinar

» ETA Performance Website
» ETA-9712 DOL PIRL file / PIRL 2020

» Sample Case Management and Data File
(will be posted on WFGPS when it's completed) } Suggested QNR for ASE, SAEZOZO & YARG

Grantees instructional webcast

» WorkforceGPS.org

» WIPS Reporting community » TEGL 23-19: Guidance for Validating Required
_ Performance Data Submitted by Grant Recipients of U.S.
» ASE Community Department of Labor (DOL) Workforce Programs

* 2AE 2020 Community » TEGL 39-11: Guidance on the Handling and Protection of
» Youth Apprenticeship Readiness Personally Identifiable Information (PII)

D State Expansion Grants Newsletter — Feb. 2020 » WIPS User Walkthrough Video
(pdf download)
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https://ase.workforcegps.org/sitecore/content/global/events/2020/04/22/16/19/Apprenticeship-State-Expansion-Grants-Participant-Tracking-Strategies
https://performancereporting.workforcegps.org/
https://ase.workforcegps.org/sitecore/content/global/events/2020/04/22/16/19/Apprenticeship-State-Expansion-Grants-Participant-Tracking-Strategies
https://apprenticeship.workforcegps.org/resources/2020/09/14/18/49/State-Apprenticeship-Expansion-2020-SAE-2020-Grant-Resources
https://youthasready.workforcegps.org/
https://ase.workforcegps.org/-/media/Communities/ase/files/SAESSI---Feb-2020.ashx
https://www.dol.gov/agencies/eta/performance
https://www.dol.gov/agencies/eta/performance/reporting
https://ase.workforcegps.org/MediaFiles/ws/ase/Folders/%7B4323D56D-AA8D-4748-85A8-F88E157F00CC%7D/637353354250998486/index.htm
https://wdr.doleta.gov/directives/corr_doc.cfm?DOCN=9155
https://wdr.doleta.gov/directives/corr_doc.cfm?docn=7872
https://www.dol.gov/agencies/eta/performance/reporting/reporting-process

Contact Us

» WIPS Reporting Questions

OAGrants.WIPS@dol.gov

» WIPS Technical Assistance

https://www.doleta.gov/performance/wips/WIPS Technical Assistance Request.cfm

» State Apprenticeship Grants Mailbox (ASE/SAE/SAE2020)

A

Apprenticeship.Grants@dol.gov

» Youth Apprenticeship Readiness Grants Mailbox

YouthASReady.Grants@dol.gov
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mailto:OAGrants.WIPS@dol.gov
https://www.doleta.gov/performance/wips/WIPS_Technical_Assistance_Request.cfm
mailto:OAGrants.WIPS@dol.gov
mailto:YouthASReady@dol.gov

Office Hours

WHO: All WIPS Series grantee registrants

WHEN: twice per week, starting mid january

WHERE: TEAMS meeting platform

hwitations will be sent from OAGrants. WIPS@dol.gov
Adfter the first of the year
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mailto:OAGrants.WIPS@dol.gov

Any Questions?
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Thank You

Workforce(GPS '

Navigate to Success
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