WIOA '
Workforce Innovation and Opportunity Act

USING WIPS As A PROGRAM USER

https://dol appiancloud.com/suite/sites /wips-pu

Grantees
Upload Report

View Statistics
and Reports
Data VEDER L LEGCS

Download
Program Data
via Data Export

View Program Dashboard

1. Select PROGRAM DASHBOARD from
‘WIPS tab bar
2. Select View Reports Linked to States (default)

View Program Dashboard (continued)

"_‘;\; Report Type = Quarterly displays Quarter End Date filter,
Report Type = Annual displays Program Year filter.

Quarter ser Full Report  File
Reglon  State Program Status User Email
o End Date o8 Name 1] o
I Mot Fedorenko, "
2 i 123120 N Py wladimir f o teon.o 1929 1
2 virginla 127312017 Wagner-Peyser Certfing Viadimir vladimir fedorenko@apptecncom 152! 755
2 Virginia 12312017 WIDA Aduilt et Fedoranko. . emir fedarenkn@appteon.com 1930 1755
Certified Viadimir
2 virginia 1203172017 :;:::E':" CC 't\:-:‘.-'-ed ;_'::;::I';“" iadimir fedorenka@applecncom 1931 1755
- Mot Fedorenka, -
2 i 12731217 WA Yauth adémir f 0 1800 1932 1
2 virginla 127312017 WI0A Yout Certified Viadimir viadimir.fedorenko@appteon.com 3, 755

Report Type @ Quarterly

Region - Program -
Annual B o8

Quarter End  12/31/2017 - State ' - Status t 5t -

Date

Uploaded By 03/12/2018
Date

3. Select View Reports Linked to Grants
State column is replaced with Grant Type, Grant Number
and Grantee Name columns.

5. Select Status hyperlink, Certified, Not Certified, Certification
Overwritten or Not Certifiable, to view specific Quarterly or
Annual Report

Not Certifiable status applies to Performance Reports that

were generated from a previous file upload and a newer
upload has at least one certified report.
6. Review associated Quarterly or Annual Performance Report

Quaner Utser Full Repert File Uploaded
Regian am Satus e Ermail
W End Date Prog? . Name ek ! [} L] Date

‘:@e Reports are associated to States or Grants based on the
uploading user’s groups. Reports for Programs may display in
States or Grants, based on WIPS profile of uploading users.

4. Filter dashboard data by selecting one or more criteria:

o Report Type /[Default = Quarterly/

e Quarter End Date/Program Year /Default = most
recent quarter/prograin year{

e Uploaded By Date /Default = current date/

o Region /Default = all/

o State /View Reports Linked to States only, Default =
allf

e Program /[Default = all/

o Status [Default = all

GQuarter
. User Full " Report  File  Uploaded
Region  State End Program  Status i) User Email o ™ Date 1]
Date
. . /92017
2 virgnia e300y WIOA Certification  Fedorenko. . i; fedorenko@appteoncom 1222 1090 10:41 AM
Youth Overwritten  Viadimir £oT
,I:\}astlloocrnilcd Fedorenka, o
2 viginla 63002017 O - o " dadimir fedorenko@appteon.com 1223 1090 1041 AM
Worker Croer a1 Viadimir o
Grants )
: %2017
2 virginia 6302017 TAA :ff::lrr'"}' iadimir fedorenko@appteon.com 1234 1080 10:41 AM
. 0T
Jobs for 2017
2 Virginia | &/30v2017  EIErans Fedorenkt. o pmirfedorenko@appteoncom 1225 1080 1041 AM
state wladimir ‘o
Grants. )
32017
- e - Wagner- - Dundap. - -
Wirgi V304201 X Il K 1 [ ! 2
2 gnla 802017 R Cuifed e duniap.denise@dal gov 20 072 :;:IM

Getting Help

To get help for WIPS, send an email to:

‘WIOA.Feedback@dol.gov
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Upload Report and Reports Program Data
Data VEIDES L LETG via Data Export
View State Status Dashboard View State Status Dashboard (continued)
1. Select STATE STATUS DASHBOARD 5. Select Certified Status hyperlink to view Quarterly or Annual
from WIPS tab bar e ) Report '

2. Select WIOA Core for Dashboard View type [Default] @ Not Antempted = no file uploaded, Last Attempt on = _Edlt
5ol WIOA Core displays data for WIOA Aduly/Dislocated Check Errors for uploaded file(s), Generated = uncertified

Work/Youth and Wagner-Peyser, including National report(s) created, Certified = report certified. Hyperlink only

Certified Totals section available for Certified status, which includes certification date

and time.

@ WI0A Core | User Defined © Quarterly | Annual RBegion Sxate Vs WG HFP
z?:g:‘u’:\;‘;:e;?é‘%:giff:;fég:’ % guarter End Date 1212017 - Program caunt - ki Lt Attt on 0124.201 a on 01262018 . 08
programs from fist Regien - WIOA Adult 1 mgens Aaska

3. Select User Defined for Dashboard View and choose one or :
program(s) from User Defined View - — ore
No data is displayed for User Defined view until at least one miga3
program Is selected. National Certified Totals section not ) )
displayed for User Defined view. 6. Review associated Quarterly or Annual Report
Dashboard View Report Type
Wita Core ) User Defined @ Quarterty ) Annual

Select WIOA Core o view WHOA Adult/Bisiocated

Quarter End Date 12327 -
Worker/¥outh and Wagner Peyser progroms.
sefect User Defined [0 select ooe ar mare i
progroms from kst Region -
user Defined View* | Jobs for veters = = | Status Date 031 202018

H1B
Stored Filters | Add | C
Indian and Native American Programs

Sefect Add. ender a filter ¢
[fiter with Bdit.. defete exe:

a5& removes the Ender @ Flfer Name input bax from display. Update cxisting

Hational D ard to defoult values woth Clear All Filters.

ted Worker Grants

Natianal Farmworker Jobs Pro

Region Reeniry Employment Opg Wagner Peyser sa
Region 3 Reentry Emglayment Opport Not Attempted Mot Attempted
TAA
fiegion & ot Atternpted ot Attempted
o Wagner Peyier
Region & WICA Adult Not Attemgted Mot Artempted

ATV Tusine g winsgr

4.  Filter the dashboard by selecting one or more criteria:
e Report Type /Default = Quarterly/
e Quarter End Date/Program Year/Default = most
recent quarter/program year/
o Region [Default = alll
o  Status Date /Default = current date/
@ Report Type = Quarterly displays Quarter End Date filter,
Report Type = Annual displays Program Year filter.

ey | | ———
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Upload Report and Reports Program Data
Data VEIDES L LETG via Data Export

Stored Filters Stored Filters (continued)

Stored Filters are available on the Program Dashboard and the State L. L. .
Status Dashboard. Editing Existing Filters

1. Click in Select a Filter menu box and select existing filter

Creating New Filters

. . Select Add, enter o filter name, ond select Save to creote o new Stored Filter. Close removes the Enter o Filter Name input box from disploy.
1. SClCCt Add m StOer Fllters to create new personal ﬁlter Update cxisting filter with Edit, delete existing filter with Remove, and return Program Dashboord to defoult values with Clear All Filters.

Stared Filters | Add | Edit | Remave | Clear All Filters

wsers thot are ossoclated to State(s) in WIPS, Select View Reports
ferte Tor Grantis) in WIPS.

Select View Reports Linked to States to view reports generated
Linked to Grants fo view reports generated by users that are oz

Filter Name

View Reports  View Reports Linked 1o States -
Linked to
User Full User Report  File Uplaaded
W APR
56““: o WP 4 Reg 2 Name Email o D Dae !
rants StateREQA_Q9/30

Raport Typs °?“""‘;"’ Region  Region & - Program GrantREOA_Q3/31 3 Avallable

Quarter End  6/30/2017 - Seate | Vieginia - Status
Date
Uploaded By | 020018 2. Select Edit to update an existing Stored Filter
Select Add, enter o iter nome, and select Save to ereate a new Stored Siltr. Close remaves the Enter o Fllter Name input bos from disploy. 3. Change filter options or filter name and select Save
Update existing filter with Edit , delete existing filter with Remove, and return Program Dashboard to default values with Clear All Filters.
stored Filters QGID) Clear All Fiters Select View Reports Linked to States [ view reparls generated by users that are assaciated ta Stale(s) in WIPS. Select View Reports
Linked to Grants o view reparts genevated by wiers that ave associoted to Grantfs) in WIPS,
View Reports  Wiew Reports Linked to States -
Linked to
2. Enter filter name, select Save, then Close to remove new box States or
Grants *
The new Stored Filter uses current selections of dashboard Report Tyse @ Quarterh )
eport Type . ¥ Region FRagion 2 - Program  National Dislocate.. =
y
filters.
Quarter End 67302017 - State  Virginia - Status
Date
Stored Filbers | Add | Clear Al Filters Enter a Filter Mmt ose Uplsaded By | 0311272018
- Filter Name Date
Select Add, enter o filter narme, and select Save to create o new Stored Filter. Close remaves the Enter o Fllter Nome inpur box from display.
Update exizting filter with Edit, delece exizring filter with Remove, ond rerurn Pragram Dashboard o defoult velues with Clear All Filters,
3. Use Clear All Filters to return dashboard to default settings Stored Filters | Adl | Edit | Remoe | Clear All Hiare it the Fiter D
Select Add, enter o filter name, ond select Save to create o new Stored Filter. Close remaves the Enter a Fllter Name input bax from display, Filter Name . Fifter Name
Update existing filter with Edit . delere existing filter with Remove, and renirn Pragrom Doshboard to defoult values with Clear All Fileers. i} )
Stared Filters | Add
o Fier Added . Deleting Existing Filters
4. Click in Sefect a Filter menu box and select new filter 1. Click in Select a Filter menu box and select existing filter

The selections of the filters are returned to the previous 2. Select Remove to delete currently selected Stored Filter

settings from the new Stored Filter. - There is no confirmation for Remove, so make sure that you
a . .

Select Add, enter a filter name, and select Save to create o new Stored Filter. Close removes the Enter a Filter Name input box from display. baVC tile correct Stofsdﬂ]tef Sé‘]ected be[ofe lISlI]gRCmOVC.

Upddate existing flter with Edit, delete existing filter with Remave, and return Program Dashbaard to default values with Clear 81l Filtars.

Stored Eil Add | Edit | Remnave | Clear All il Select Add, enter o filter nome, ond select Save to create o new Stored Filter. Close removes the Enter o Fllter Nome Input box from display.
tored Filters | Add | Edit | Remove | Clear All Fiters Update existing filter with Bdit , deiete existing filter with Remowe, and return Pragram Doshboard to defoult volues with Clear All Filters.
Filter Name - stored Filters | Add | tor-uear Al Filters

- Filter Name -
e P User Full User Report  File  Uploaded
WP4Reg2APR Name tmal 1D D Date :
StateREOA_Q9/30
GrantREOA_Q3/31 3 Avallable

| W | ———
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WIOA Adult and Youth Reports

1. Select REPORTS from WIPS tab bar .
2. Select WIOA Youth (or WIOA Adult) report link

Reports

T L LT T —

WO At

= i =

3. Select Quarter End Date

o® WIOA Adult and Youth reports are generated from

processed data from WIPS certified reports; there will always

be a few months lag before reports are available to view.

Back
Quarter End Date

-

WIOA Youth Reports

additonal Wi0A Youth Infarmation Sut-of-School Youth Repart n- Schoal Youth Repodt

t’«“’;‘; There are three sections to WIOA Youth reports The first
report on the milestone bar 1s displayed by default.

4. Select report name on the milestone bar to select section of
WIOA Youth report to view

via Data Export

View Program User Reports (continued)

National Quarterly Report

1.
2.

Select National Quarterly Report link
Select Quarter End Date

|‘—1 National Quarterly Report

Select e Quaarter End Dte ons Pregram o view the reoor i £743173 fors

* Quarter End mu - Program

. Select Quarter End Date on EXPORT SPREADSHEET o domnioad the repor for o fve Frogroms i Evel

3.

Export Spreadsheet generates MS Excel file with outcome
results from certified Wagner-Peyser, WIOA AdulyYouth/
Dislocated Worker and National Dislocated Worker Grants
QPRs.
Select a Program to view online National Quarterly Report for
selected program

Additenal WICA Youth Information Qut-of-5choed Youth Repert In-5chool outh Regart

PY 2016 Qtr 6/30/2017 Out-of-School Youth Report

Time Period: * @ Quarterty ) Rolling 4 Quarters () Pragram to Date

Reparting Period Covered:
AN72017-6/30/2017

A. SUMMARY INFORMATION

Received services  Youth participants

other than ‘who have received Total Current Total Previous
Performance items accupational skills  occupational skills  Periad period
training training
1. Total Exiters (Cohort Period: 1/1/2017-3312017) 0 [ 0 a
2. Total Participants Served (Cohort Period:

] L] 0 a

4N720NTHBW20T)

|Ev‘ National Quarterly Report

Seler the Quaarter End Oute oed Pragram i v the roport it 14 9171 fores

* Quarter End Date  S30:017

s Seier? Quarter fnd Dot or? EXPORT SPREADSMIRT tn dovesicusd o rrpsart for o froe Prngroees i Lo

)

1 0 Quadeter End Dbt Sy seiecTing EXPORT SPREADSHERT. 7

WIOA Adult and Youth Reports include standard Time
Periods from WIOA QPR — Quarterly, Rolling 4 Quarters
and Program to Date. Reports can also be printed.

| coonsmeicoun |
"o\ National Quarterly Report for selected Quarter End Date and

Program i1s displayed. Quarterly and Rolling 4 Quarters
(default) Time Periods can be selected. Report can also be
printed.

PY 2017 QTR 9/30/2017 National Quarterly Report for Wagner-Peyser

e @ g e

A, SUMMARY INFORMATION

Periomante ltems

Basic Carenr Services
Adults  [ocher than seif
pre

Inviduslied Carser
Services

Totsl Previous

Training services Fatal Current Pericd

e | wr | —————
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Download Report Data via DATA EXPORT

1. Select DATA EXPORT in WIPS tab bar *

DATA EXPORT

2. Select from the following options:
e Quarter End Date - choose one (required)
e Program(s) - choose one or more (required)
o  Header Option - No Headers, Element Name
(default) or Element Numbers
o  Gap File Format - No (default) or Yes
e  Resulting Schema - Full PIRL or Chosen Program
\ad@ Note that 1f you select more than one Program, then
Resulting Schema must be Full PIRL.
3. Click REQUEST button to submit data extract request

6. Click Download to save file

"o\ Most recent six requests are displayed in Completed Export
Requests for download.

Completed Export Requests

* Quarter tnd Date  &/30/3017

* Programis)

* teader Option %o

Onscreen message will state that request has been received.
WIPS will send email when file is ready to download. Process
may take several minutes.

4.  Click CONTINUE button

o\ Export request will display as Pending in Completed Export
Requests until export is complete.

5. Select REFRESH LIST button in Completed Export

Requests section

Completed Export Requests

% Mo A i 43t expoet et | pou ROV RcrvTd By i sty ERGE prur cubrest expert hequett Rt compirind Rrrss Artran Cf b updeer I Ratse

........

o\ File download location will be determined by your browser
settings.

Use Excel Wizard to View Exported File

e\ Do NOT double click on the file to directly open in
Microsoft Excel from Windows Explorer. This may change
some of the data in your file.

1. Open Microsoft Excel I—E

2. Select From Text from the Data tab Tort

3. Browse to select downloaded CSV file and click Zmport button

4. Verify Delimited is selected  memmmmmmT
and click Next>button

5. Select Comma for Delimiter
‘| and click Nexz> button

TTE

I‘
Come | [ oo

6.  Scroll all the way to the right, [

| o i s s s et o Dt Pt
ol e st

hold down Shift key and click =
on last column on right ==

7. Select Text for Column data
format

8.  Click Finish button

9. Select Existing Worksheet ] e =D,

o et . o b, e s B s, ot o
et wic oy

om sttt )

You may receive a warning regarding a large number of cells
1 you have downloaded a big file. Just click OK to continue.

10. View data file

e
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