WORKFORCE DEVELOPMENT DIVISION
Workforce Policy and Service Delivery Branch
Technical Assistance Bulletin 198

Program: The Workforce Information System of Texas

Subject: Data Integrity Requests and Reports

Date: December 19, 2008

Boards are solely responsible for approving all Data Integrity (DINT) change requests before
they are submitted for Texas Workforce Commission (TWC) review. This Technical Assistance
(TA) Bulletin provides Local Workforce Development Boards (Boards) with:

general guidelines for processing DINT requests;

information on DINT requests that change:

> aperiod of participation; or

> population levels in which a customer is included; and

instructions for accessing DINT reports in The Workforce Information System of Texas
(TWIST).

General Guidelines

The following general guidelines are provided to assist Boards in processing DINT requests. It
is important that analysis to determine whether or not to approve a request includes the
following:

Has the edit been fully justified in the request?

Are the changes documented and supported throughout the record (e.g., through case notes or
start and end dates of other services, etc.)?

Most importantly, does the addition, change, or update align with established policy?

Examples of DINT requests that would fail this analysis and therefore be denied include requests
that:

do not comply with policy;

are not supported by case notes;

are incomplete;

are missing a required data field or justification;

enter certificates that do not meet WD Letter 37-07, Change 1 criteria; or

remove a certificate check box for a service that is intended to lead to a degree, diploma, or
certificate.



Texas Workforce Commission DINT Request Denials
WD Letter 06-07, Change 2, issued October 2, 2008, and entitled “The Workforce Information
System of Texas: New Data Integrity Process—Update,” states:

Effective October 1, 2008, Boards must be aware that changes to PoPs [Periods of
Participation] submitted through the DINT process:
e will not be automatically denied for the following funding streams:
» Workforce Investment Act (WIA) Statewide Alternative Funds (SAF);
» WIA Local Activity Funds (LAF);
» WIA Statewide Initiative Funds (SIF); and
e will be reviewed on a case-by-case basis and approved provided that the PoP changes:
> were not effective prior to July 1, 2007; and
» do not impact other funding streams.

Changing a Period of Participation

Start and end dates for PoPs directly impact Customers Served and Average Cost per Customers
Served performance measures reported to the Legislative Budget Board as well as customers
served numbers reported to the U.S. Department of Labor (DOL).

A DINT request will be denied if the request will change the quarter in which the participation
date and/or exit date of a PoP falls—unless funded with WIA SAF, WIA LAF, or WIA SIF and
if no other funding streams are impacted and the requested change is not prior to July 1, 2007.

Farticipation "
Stark | E xit "

03/31/2005 | 0442072007 |

Example 1: Changing the start date of a PoP from 03/31/2006 to 01/12/2006:

Otr 1 Otr 2 otr 3 atr 4
Jan Feh ETS Apr MWlay | Jun Jul Aug Sep Ot Moy Dec

The request would be approved because both dates fall within the 1st quarter of 2006.

Example 2: Changing the start date of a PoP from 03/31/2006 to 04/01/2006:
otr 1 Ootr 2 Otr 3 Ootr 4

Jan Feb Mar Apnr | May | Jun Jul Aug | Sep Ot Moy
SN

The request would be denied because the quarter in which the PoP started will change from
the 1st quarter of 2006 to the 2nd quarter of 2006.

Dec

Changing Fund Codes That Impact Population Levels
A DINT request will be denied if the request changes the population level at which a participant
is included.
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A partial representation of the Population Level Matrix is shown below. Fund codes are grouped
within each population level. Fund codes may be changed, but only if the change falls within the
same population level.

Example 1: Changing fund code from 97 to 160:

Population Level Matrix

Population Level Discussion of
Lall population levels are Fund=rSources Fund
unduplicated by individualPOR) | which make up | Code Fund Mame/Description
A7 [WilA Youth
DL Wald, Y outh 157 [Vula Youth Statewide Akernstive Funding >
160 [vla Youth Local Activity
95 [ Adult
DL vl Al 155 [vala Adult Stateswide SAternative Funding
155 [vala Adult Local Activity
LBE 4 Youth Dol wa, Youtlh + 112 [vaa Youth Statewidg ..i\ltematiwle Eunding - Specialized
codes to the right 130 [vla Youth Local Activity - Specialized

The request would be approved because both fund codes are within the same population
level.

Example 2: Changing fund code from 97 to 112:

Population Level Matrix

Population Level Discussion of
(&l populstion levels are FundsfSources | Fund
unduplicated by individualPOPY | which make up | Code Fund MameDescription
A7 [V Youth
DL wa, Youth 157 [vala Youth Statevvide Akernstive Funding
160 [vald, youth Local Activity
93 [ Adult
DOL vald Adutt 1355 [Vla Adult Statewide Aternative Funding
158 [Vla Adult Local Activity
LEE W4 Youth DL WA, ‘r‘ou‘t.h + 112 [Wla Youth Statewidn? ..L\Itemativn.a Eunding - Specialized
codes to the right 130 vala outh Local Activity - Specialized

The request would be denied because the fund codes are not within the same population
level.

A complete description of available population levels can be found in the Common Measures
Report Population Levels Descriptions at
http://intra.twc.state.tx.us/intranet/plan/html/plan-resources.html. Scroll down the Web page for
a link to download the report. [Note: The Intranet site is not available to the general public.]

Reviewing DINT Requests That May Affect PoPs or Population Levels

When reviewing DINT requests that include service or funding data, how the requested dates or
fund codes of a service will impact PoPs must be considered. A list of questions to consider
when reviewing DINT requests includes, but is not limited to the following:

e Will approving the request change the quarter in which the PoP starts? If yes, deny the
request—unless funded with WIA SAF, WIA LAF, or WIA SIF and if no other funding
streams are impacted and the requested change is not prior to July 1, 2007.

e Will approving the request create a new PoP for a previous quarter? If yes, deny the

request—unless funded with WIA SAF, WIA LAF, or WIA SIF and if no other funding
streams are impacted and the requested change is not prior to July 1, 2007.
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e Will approving the request exit the customer? If yes, deny the request—unless funded with
WIA SAF, WIA LAF, or WIA SIF if no other funding streams are impacted and the
requested change is not prior to July 1, 2007.

e Will approving the request remove an exit? If yes, deny the request—unless funded with
WIA SAF, WIA LAF, or WIA SIF and if no other funding streams are impacted and the
requested change is not prior to July 1, 2007.

e Will approving the request create a gap in services greater than 90 days?
(Note: A service gap greater than 90 days may cause both an exit and the creation of a new
PoP.) If yes, deny the request—unless funded with WIA SAF, WIA LAF, or WIA SIF and if
no other funding streams are impacted and the requested change is not prior to July 1, 2007.

e Will approving the request, which includes data to modify or delete a fund code, remove a
population level from a PoP? If yes, deny the request.

e Will approving the request, which includes data to add a fund code, add a new population
level to a PoP? (Consider what population levels have already been reported for the previous
quarters of this PoP.) If yes, deny the request.

Examples

Request Example of what/how to review

Adding a new Request is to add fund code 95 to an open training service that started on 12/01/2007
fund code and is currently being funded under fund code 89 — Choices:

1. Review PoP dates
2. Review funding sources for services already provided

Approve only if services already provided have been funded with a DOL WIA Adult
population level fund code (fund codes 95, 155, or 158).

Modifying Request is to change service dates for a qualifying service—service start date would
qualifying service| change from 04/03/07 to 03/17/07 and the service end date would change from
dates 04/20/07 to 06/27/07:

1. Review PoP dates

Participation
Start | Euit

04/03/2007 | 0442042007

2. Review funding sources for services already provided

This request would be denied because the requested start date of the service would
change the quarter in which the PoP starting date falls from the 2nd quarter of 2007 to
the 1st quarter of 2007.

Note: While the requested end date (06/27/07) changes the exit from April to June,
the end date still falls in the same quarter.
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Deleting a Request is to delete service code 1, which started on 08/08/07 and ended on 02/21/08:
qualifying service
1. Review PoP dates

Participation
Stark | E xit

10/09/2006 | 0441 4/2002

2. Review funding sources for services already provided
3. Review all services provided
4. Assess the impact of removing the service

| Fund Fund Fund Service Service
Chd Service Description Start D ate End Date | Description Start Date End D ate
v |5 - Comprehensive Objective Assessment  [10/09/2006 [10/09/2006 37 -wWIA Youth  [10/09/2005 |[10/03/2006
F |62 - Employability Development Plan [10/09/2006 [10/09/2005 |97 -\WW/IA Youth  |[10/09/2006 [10/09/2005
IV- |1 - Occupationalfocational Training [10/23/2006 07/27/2007 |97 -\WW/1A Youth  |[10/23/2006 |07/27/2007
Iv‘- [12 - Job Search Assistarce [06/21/2007 [03A158/2007 [37 - WA Youth  |[06/21/2007 [09418/2007
IV- [179 - Training - Mon-TwC [0719/2007 02/02/2007 |97 -\WW/IA Youth  ||07/18/2007 |02/08/2007
M| |1 - Occupational Y ocational Training 03/08/2007 J02/21/2008 |57 - WA Y outh

v |5 - wiork Experience - WA Y outh

This request would be denied because deleting this service would:

e create a gap of more than 90 days between service code 179, which ended on
08/08/07, and service code 5, which began on 03/17/08;

e move the exit date from 04/14/08 to 08/08/07 (a different quarter); and

e create a new PoP effective 03/17/08.

DINT Reports
TWIST is in the process of developing DINT reports that will be available in TWIST Web

Reports. However, data may currently be extracted from TWIST in three different formats to
assist in the review and analysis of DINT requests:

e Data Integrity Request Summary

e Data Integrity Request Detail

e Data Integrity Request Status History

These can be found as the first three selections on the Print Selections screen:
T [ )
Pl ple it Miew ook Wedow Help Prin - |&][=

I
AUHSKERRe = | | W o

oot WO

73 - State of Tems = Filtes Dy
[\mm [~ Loeal 2ira approven =] Submatted Between: [ L0000 AND [ 60|
Mern Seleclions
“* Tt | Sortal 101 ¥l = ssn o
Piint S elactions
double-click to select

Data Integrity Request Summary
Data Integrity Request Detail

@ Oifice Data bitegrity Data Integrity Request Status History

W) LWD8 Dioka Integry Assessment

@ TWE DI Dat Irteriny Services
Pragram Detal
Participation Hours
Performance Outcomes
Emplogment Outcomes .
Counselor Notes

Flehesh|
— Customer Repart i e
Ready WL DIU Approved - Emors in Save [Men: S35 ME [ISABE1Z29A
ok | Cancal |
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Instructions for extracting data:
1. Select the preferred format and click OK—the print preview screen will open.
2. Select Save As:

o

|sapzoun Dntn Integrty Rnqenst Summary

Sort Fir Careel
(L] Fisl Porvioun Zoom |

3. When saving the document make sure to:
a. name the document; and
b. save it as an Excel document with headers.

L4 2

Hame = Date madified Type

. ; '
File name: |

Save as type: | =
] | Cancel
Wreodng: L5V wath banaciors
Dibase 2
Ohase 3

DIF
Enhanced Metafie

Excel

E e with headers

Crcald

E el with headers

(Ewcet (37 / 2000 /P / 2003)

Eed® (37 / 2000 /P / 20003) with headers.
wML T abde

|t e

4. Once the document has been saved, the data is available to be analyzed and reviewed.

Data Integrity Request Summary

The summary report provides the same data that is displayed on the DINT TWIST screen. It
provides an unduplicated count of DINT requests and only shows the list of DINT requests that
come under the selected status from the Status drop down menu at the time the report is run.
Users must first decide which Status is to be reviewed because all data under the selected Status
will be included in the summary report. Use the filter option provided at the top right corner to

limit the number of records.
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TWIST screen display:

v
P fde [dn Yiew Jooh edew Help - [#]=
AU SELTRSs o
et WOA
[ S1ste ot e = [-rim
[slnln._ T —— Submatiod Betwens: | 0000000 ANB [ 00,0001 —J]
TAA | Senad 33 S e oA i1 Rt
L [CUSTOMER, SAMPLE 59695 Ay Hame. [ Ly e
Matfateon: §-Contracher
‘u‘ 5999 CLGTOMER, S Ay N
At . JChert b corend e rechen & x4t e, Bpore m e
T e oo | R T e e el P AT, SE T e T
A LDE Dot Irbegrty Smtbestee: Elmtrata
N TR Dasieon | [ T S R [T TGP, AL e Ary T L
se% | areer Coursebr nadrariently Faled 1o dose sty (nd
l‘l% TAOE0T | DRIENT BT DR Beprred  Chge Bopied 75 559993 ELSTONIR, ST 5995y e e by e
St Commmnrd il
[ to | o e Comment | Doy |
ol o 416 8 057 Nl 8771 MB [0RN 206 1251 A
Excel view:
data
integrity diu justification first first  |last status taa [current
request id |submission|justification desc comment ssn last name [name status name [name |comment flag |status dt |wda
1111111 |4/30/2007 142-Contractor Internal JMSFW Temp Outread 999999|CUSTOMER|SAMPLE |8 - TWC DIU Appr{Name |Any 0[8/8/2007 14Any Name

222222 |4/30/2007 1410-State Procedure/PdClient has cured her §299999|CUSTOMER/SAMPLE |4 - Local Area Den[Name |Any
333333 |4/30/2007 142-Contractor Internal JCase Manager entergd 399999|CUSTOMER/SAMPLE |8 - TWC DIU Appr{Name |Any
444444 14/30/2007 143-Late Data Entry Career Counselor inaJ499999| CUSTOMER|SAMPLE |4 - Local Area DenfName |Any
555555 |4/30/2007 147-TWIST System Prob|On 4-24-07 staff was |599999|CUSTOMER|SAMPLE |8 - TWC DIU Appr{Name |Any

Requested in er| 5/10/2007 JAny Name
5/22/2007 JAny Name
5/24/2007 JAny Name

5/27/2007 JAny Name

Counselor note

(=] (=] [=][=]

Data Integrity Request Detail

The detail report presents the data included in each DINT request. Users highlight each of the
DINT requests they want included in this report.

TWIST screen display:

¥l ==
-
5/12/2008 Selected DIU Request Details Page 1 of 1
WDA: 9999-any Name
Senal ID Current Status SSN Customer Submitted On Submitted By
BO26056  8-TWEC DIU Approved - Changes ApplE66-93-9333 CUSTOMER. SAMPLE 05/01/2007 Ay Name

Justification: 3-Late Data Entry

m

Reason: Typo with numbers. Score was higher than actual

Request Type Request Area
Maodity Existing Record Azzeszment

Error: 0003-Assessment Results] - Assessment tests that are approved for DOL repoiting cannot be entered, modified or removed more than 20 days W

Data Element 0lid Value New Value
Seale Score ] 5430
Grade Level 8.4 TE

4 | i

Sort | Print I Cancel | SavaAsI
Filter | First Frevious I [ext | Last I Zoom

Excel view:

AT T TEqUEST TequeEST o

integrity submission old new error |type area error |justification |justification |first |middle |last service

request id dt current status |display text value |value |ssn last name _ [first name desc comment name Jinitial _|name |data fund |program |wda |
26056| 05/01/07 |8-TWC DIU Apg{Scale Score 559| 543 |Customer Sample
26056] 05/01/07 [8-TWC DIU ApgGrade Level 84| 7.6] |customer [sample | | | | | | |

Data Integrity Request Status History

The history report provides data that shows all parties involved in processing the DINT request
and the dates on which action was taken.
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TWIST screen display:

i ==
hf12f2008 Data Integrity Request Status History Page 1 of1
Serial ID Cumrent Status SSN Customer Submitted On Submitted By
2670618 8-TWwT DIU Approved - Changes Appl6E6-93-9999 CUSTOMER. S4MPLE 05/01/2007 Ay Name 1
Justification: 2-Contractor Intemal Check || 83-Choices/Employment Retention. Entered employment outcome since the employer does not pay into Ul
Wages Entered information that affects BCYOB (Quarters 3 & 4 for Employment Retention
Status Date Status Staff
10/25/2007 8- TwC DIU Approved - Changes Applie Level 3 approval (TWiC)
Comment:
10/04/2007 5 - LwDB Approved -Level 2 approval (LWDB)
Comment:
09/20/2007 3 - Local Area Approved -Lewel 1 approval {Local Area)
Comment:
09/20/2007 2 - Pending Local Apprawal - Btaff name generating the DINT
Comment:
< m »
sat | Pit | Caneel | Savess |
Filter I First Frevious | Iext | Last | Zoom
data
integrity submission
request id |dt status dt status desc status comment status staff desc diu justification comment
1111111 08/08/07 08/08/07|2 - Pending Local Approval Local Staff 2-Contractor Internal Check
1111111 08/08/07 08/09/07|3 - Local Area Approved Level 1-Local _|2-Contractor Internal Check
1111111 08/08/07| 08/10/07|5 - LWDB Approved Level 2-LWDB |2-Contractor Internal Check
This customer was exited on 11/29/06 - the
1111111 08/08/07| 09/06/079 - TWC DIU Denied requested data will change performance Level 3-TWC |2-Contractor Internal Check
ir already reported.
Resubmitted: This customer was never placed
in training under service tracking due to
1111111]  08/08/07|  09/06/07|2 - Pending Local Approval changes in office and staff. Requesting data | . gt [2-contractor Intemal Check
integrity approval to open training component
for semester that started 1/2/07 and for the Data integrity requested
upcoming semester that starts Jul due to staff failing to open
training service when
1111111 08/08/07| 09/10/07|3 - Local Area Approved Level 1-Local |2-Contractor Internal Check ervice began. Need to
1111111 08/08/07| 09/11/07|5 - LWDB Approved Level 2-LWDB_[2-Contractor Internal Check _[open the training service
from 1/2/07-12/19/08 to
This customer was exited in the 4th quarter of reflect services being
111111|  08i08/07|  09/13/07|9 - TWC DIU Denied 2006 - the requested data would remove the 1, o\ 3.1y |2-Contractor Intemal Check  [Provided to the customer.
exit date and this performance information has Family status and the
already reported number in the family on the
prog
1111111 08/08/07| 09/17/07)2 - Pending Local Approval Resubmitted: Paula will re-enter justification Local Staff 2-Contractor Internal Check
1111111 08/08/07| 09/19/07|3 - Local Area Approved Level 1-Local |2-Contractor Internal Check
1111111 08/08/07 09/19/07|6 - LWDB Denied Denied per contractor. Level 2-LWDB |2-Contractor Internal Check
1111111 08/08/07| 09/19/072 - Pending Local Approval paula will enter Local Staff 2-Contractor Internal Check
1111111 08/08/07| 09/19/07|3 - Local Area Approved Level 1-Local |2-Contractor Internal Check
1111111 08/08/07 09/19/07(5 - LWDB Approved Level 2-LWDB_|2-Contractor Internal Check
This customer was exited in the 4th quarter of
. 2006, the request would remove this exit date
1111111 08/08/07 09/28/079 - TWC DIU Denied Level 3-TWC  [2-Contractor Internal Check
and change performance information already
reported.

Please distribute this information to appropriate staff. Direct inquiries regarding this TA Bulletin to

wipolicy.clarifications@twc.state.tx.us.
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