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Useful Tips

 Remember, most reports update over the weekend.

 Selecting reports by office instead of by area may
make for quicker return of reports.

 When selecting format, select HTML for the initial
report. HTML will allow you to drill down into the
report when you see an active (underlined) link.
When you get where you want to be if you open and
save the report in Excel you will have the ability to
manipulate and/or sort the information on the report.

 Most reports give a brief description at the bottom of
the report explaining which fields in the system were
used to populate the report.

 Some reports take longer than other reports to run.
Have patience. Do not hit refresh or enter again. If
the report times out, you may try running the report
again during non-peak hours.

 For the quickest results pursue the smallest
timeframe, number of items to reduce the number of
fields the system must search to compile the report.
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The aged pending report is used to see those enrollments which have not yet been approved and
the number of days they have been on the list. Note: services, testing, notes, etc… may be
entered prior to approval. Services given prior to enrollment approval should be considered when
approving or denying the enrollment.

Column Heading Comment

Provider, area, office Where enrolled

PID & client name Clickable when opened in HTML

Specific program enrollment & enrollment date

# of days enrolled
Number of days since enrollment occurred and when into a
pending status. Enrollments should not be left in pending over
45 days.

Staff Case manager that requested enrollment approval

Click on the participant ID number which is highlighted on the HTML report, and the Pending
Enrollment screen will display and allow approval or denial of the enrollment. If an enrollment is
denied a case note is required explaining the denial. Enrollments that are denied must have
eligibility re-determined before a new enrollment may be entered.
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The exit warning report is used to see enrollments are scheduled to exit program participation due
to lack of service or lack of entry of service. The report will give the program of enrollment, date
of last service and number of days until the enrollment closes. This report is an excellent tool for
case managers to use to prevent unintended exits. To get the most accurate results the report
should be run at the first of the week.

This report is updated weekly and may be run by office or area. When a case manager runs this
report by office and saves it in Excel they will have the ability to sort by case manager to find
clients from their case load that are about to exit. If the client is still receiving services the case
manager can then update the service and training plan and prevent an unintentional exit from
occurring.

Column Heading Comment

PID, client name Clickable when opened in HTML

Staff Name of case manager attached to enrollment

Program, enrollment May show multiple programs/enrollments

Days until Exit Shows potential exits up to 60 days out

Last service date Taken from Service and Training Plan
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The No Participation report is used to display enrollments that were opened without the entry of a
service into the Service and Training plan.

The report is updated weekly and may be run by area or office. This report should be used to
ensure staff are entering a service each time they enter a program enrollment. An enrollment
without a service does not count. Normally these errors can be corrected by a correct entry of a
service into the Service and Training Plan. This report may be used as a training tool to ensure
staff understand the importance of entering a program service to match the date of enrollment. If
an enrollment is done and a service has not been given, state office must be contacted so the
enrollment can be removed.

Column Heading Comment

PID & client name Clickable when opened in HTML

Staff Staff person that entered the enrollment

Program, enrollment name Program of enrollment

Days since enrollment
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The WIA Recently Exited report is used to see those enrollments which have exited within the last
1-60 days

This report is updated every weekend and may be run by state, area or office. Staff have the
option to choose a report showing those who have exited within past 10,20,30,40,50 or 60 days.
This report is invaluable as a case management tool in letting case managers know who has
exited and potentially needs to have exit questions answered and/or outcomes entered. It can
also be used to identify any exits that may have occurred that were not caught on the soft exit
warning report. Staff must keep in mind that due to common measure guidelines the exit date may
reflect a self-service or a service given by another program such as Job Service, TAA or RES.

Item Shown Comment

PID, client name Clickable when opened in HTML

Staff, Office Office where exit occurred and staff that was assigned to enrollment

Program, enrollment Program and enrollment that exited

Days since exit

Program exit date
Exit date is occurs 90 days after the last program service and the exit date is
retroactive back to the date of the last program service.

Date processed
Exit dates are processed on the first Saturday af ter 90 days have elapsed
from the last date a staff assisted service was recorded for the client.
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The WIA Youth 5% report shows the participants enrolled and served who do not meet the
minimum income requirement to be considered eligible youth. The report can only be run
statewide and on a program year basis. The program year is chosen by indicating the end date of
the program year desired for viewing.

The report is updated every weekend. The ARRA columns were for Program Year 2009 only.
Staff may drill down to the participant level if the report is opened in HTML.

Column Heading Comment

Area Statewide is the first area listed followed by LWIB .

Older Youth Served Total number of all Older Youth served during the specified program year

Older Youth 5%
Total of those Older Youth served that were enrolled by qualifying under the
5% rule

Younger Youth Served Total number of all Younger Youth served during the specified program year

Younger Youth 5%
Total number of those Younger Youth served that were served by qualifying
under the 5% rule

Total Youth Served
Total number of both Older and Younger Youth served during the specified
program year

Total Youth 5%
Total number of those Older and Younger Youth that were served by qualifying
under the 5% rule.

Percent Served 5% Percentage of total youth that were served by qualifying under the 5% rule.
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The WIA Youth Elements report is used to show the number of service by element for younger and
older youth. This report may be run statewide or by Local Area or office. Staff may also choose
what timeframe they want the report to cover and whether they want a detailed report or a
summary report.

Column Heading Comments

PID, client name Clickable when opened in HTML

Service, start date, end date

Case Manager Staff that entered the service

Youth type Older or Younger

Element Element the service is tied to

Detailed Report

Summary Report

Column Heading Comments

Youth Element Name of Element

Younger Youth Total Younger Youth that received service tied to that specific element

Older Youth Total Older Youth that received service tied to that specific element
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For further assistance with any Oklahoma Service Link WIA reports,
contact:

Robyn Coman
robyn.coman@oesc.state.ok.us

405-557-5318

Or

Pam Hoskins
pam.hoskins@oesc.state.ok.us

405-557-5462


