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Overview

A. Overview of Data Submission Requirements
B. Data Review

a. Prepare Data
b. National Reporting System (NRS) Data Integrity Report (DIR)
c. Payment Points Summary Report
d. End of Year Certification Letter

C. Data Submission 
a. Employment and Earnings Follow-up Survey
b. Adult Education and Personnel Information
c. Quarterly Data Submission Wizard
d. Final Expenditure
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Overview of Data Submission Requirements
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These reports should include data from July 1, 2020 to June 30, 2021:

EoY TOPSpro® Enterprise (TE) Data
EoY NRS Data Integrity Report (DIR)
Adult Education Personnel Information
End of Year Certification Letter
Employment and Earnings Follow Up Survey
Final Expenditure Claim Report –By August 1, 2021

DUE July 15, 2021
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WHAT deliverables are due?
WHEN are they due?
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HOW to submit the deliverables?

Employment and 
Earnings Follow-

up Survey

 Complete steps 
electronically 
via TE

 Nothing to 
send

EoY TOPSpro® 
Enterprise (TE) 

Data

 Enter data 
electronically 
via TE only

 Nothing to 
send – Data 
already hosted 
on our Online 
Server

–EoY NRS Data 
Integrity Report 

(DIR) 
–Payment  Points 

Report
– End of Year 
Certification 

Letter

 Quarterly Data 
Submission 
Wizard

Adult Education 
Personnel 

Information

 Enter the Adult 
Education staff, 
certifications 
and years of 
experience for 
teachers under 
WIOA, Title II
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Data Review
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Quick Checklist:
Review Class Instances 

Focus Areas, Special Programs, Distance Learning, etc. 

Enter/Verify DAILY and UPDATE/Cumulated attendance hours

Verify data since COVID is being recorded as Distance Learning minutes

Enter/Verify all assessments

If EL Civics funded, additional assessments

Student Information

Clean-up Duplicated Students

Obtain all GED ID’s or HiSET IDs, if applicable
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First Quarter TOPSpro® Enterprise (TE) Data
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Generate in TE: Reports > Data Management > NRS Data Integrity
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National Reporting System (NRS) 
Data Integrity Report (DIR)
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NRS Data Integrity Report
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 Summary Information at the top of the report separates item count of eligible 
students by number of PoPs

Note: If a student has no hours, and also no tests – then that student will qualify for 
WIOA II, but not officially register for a PoP.
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NRS Data Integrity Report
 The NRS Data Integrity has the same drill down options as NRS Table 4, and a couple 

DIR specific options as well
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NRS Data Integrity Report – Specific Items
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 Items 1-10 include most of the key 
requirements for federal reporting and 
drop reasons that prevent students 
from qualifying.
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NRS Data Integrity Report – Specific Items

 Items 11-16 detail NRS specific 
conditions such as criteria for exit and 
periods of participation.
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NRS Data Integrity Report – Specific Items

 Items 17-22 include items that don’t 
directly contribute to results on NRS 
tables but represent key state and 
federal priorities.
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Payment Points Summary Report
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Generate in TE: Reports > State Reports > California > Payment Points



Payment Points Summary Report
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Select appropriate Program Year: 2020-2021
 Recommended: Run the Payment Points Monitor Report
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Payment Points Summary Report
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Payment Points Summary Report
Drill Down features: Hover mouse over cell or Right-click on highlighted cell



Payment Points Monitor Report
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Payment Points Monitor Report
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Data Submission
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Adult Education Personnel Information
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Adult Education Personnel Information



Employment and Earnings Follow-up Survey
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To Complete the Requirement: 

1) Prepare End-of-Year data

2) Save PY 20-21 – Q2 exit 
population using the NRS Core 
Performance Wizard
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Employment and Earnings Follow-up Survey
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3) Send required surveys to students who exited 
in PY 19-20 – Q4 or PY 20-21 – Q2. 

4) View and manage current quarter invitations

5) Personally contact students who don’t 
respond

Updated guidelines can be found in the link below: 
https://www.casas.org/docs/default-source/training-

materials/employment-and-earnings-schedule-for-1st-qtr-py-20-
21.pdf?sfvrsn=199e325a_4?Status=Master

July 13, 2021 – WIOA, Title II: Data Submission Guidelines

https://www.casas.org/docs/default-source/training-materials/employment-and-earnings-schedule-for-1st-qtr-py-20-21.pdf?sfvrsn=199e325a_4?Status=Master


25

Quarterly Data Submission (QDS) Wizard

Quarterly Data Submission Wizard in TOPSpro Enterprise will submit the following:

For California WIOA, Title II: AEFLA:
 Quarterly TOPSpro Enterprise Data 
 NRS (National Reporting System) DIR (Data Integrity Report)
 Payment Points Summary Report
 End of Year Certification Letter

For CAEP (California Adult Education Program):
 Quarterly TOPSpro Enterprise Data 
 CAEP DIR

Step-by-Step Quarterly Data Submission Wizard Instructions:
https://www.casas.org/docs/default-source/caacct/quarterly-data-submission-

wizard-instructions_sept2020.pdf?sfvrsn=885325a_2?Status=Master
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Quarterly Data Submission (QDS) Wizard

1. Prepare your data

 Finish entering data

 Generate and review the reports 
BEFORE running the wizard

 Make any corrections to data

2. Click on Tools > Quarterly Data 
Submission Wizard
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Quarterly Data Submission (QDS) Wizard

3. Select Program Year, Data Submission 
Quarter, and Data Submission 
Purpose
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Quarterly Data Submission (QDS) Wizard
4. Certify that your agency 

has completed the listed 
quarterly duties

5. Click Finish

6. Export and save 
submitted reports for 
your records

NOTE:  For Quarters 1 through 3, 
agencies are only allowed to submit 
one time for each purpose. For End-of-
Year submissions, the Wizard will allow 
agencies to resubmit. Call Tech Support 
to re-enable EoY Data Submission 
Wizard
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Confirm Your Data Submission

 Confirm your Reports have been submitted

 Organization > Your Agency > Quarterly Data Submissions under the left 
Navigator
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Data Submission Confirmation Emails

 Your agency’s Primary Contact for CASAS 
will still receive confirmation of your 
deliverables via email

 If you have changes to your Primary 
Contact, Online Main Point of Contact, 
and other staff changes, email 
contactinfo@casas.org
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Final Expenditure Claim Report

 Final Expenditure Claim Report –DUE: August 1, 2021

Download it or complete online: 
https://caadultedreporting.org/adulted/

 Signature required

 For assistance, contact http://www.otan.us
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Important Links

 WIOA, Title II: AEFLA Grant Information 2020–21: 
https://www.cde.ca.gov/sp/ae/fg/wioa20.asp

 Employment and Earnings Follow-up Survey Information: 
https://www.casas.org/training-and-support/casas-peer-communities/california-
adult-education-accountability-and-assessment/ca-follow-up-survey

 Quarterly Data Submission Wizard Instructions: 
https://www.casas.org/docs/default-source/caacct/quarterly-data-submission-
wizard-instructions-september-2020.pdf?sfvrsn=885325a_4?Status=Master

 Statewide and Regional Network Meetings
https://www.caadultedtraining.org
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CASAS Resources

CASAS Technology Support Team
Phone: 1-800-255-1036, Option 2

Email: techsupport@casas.org

Hours: Monday-Friday, 6:00 am to 5:00 pm

Other Resources:
 capm@casas.org – Questions about your Deliverables/reports

data@casas.org – Questions about the status of your data

elcivics@casas.org – Questions about COAAPs

 cit@casas.org – Questions about Citizenship 
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Questions?
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THANK YOU FOR PARTICIPATING
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Facebook.com/CASASsystem

@CASASsystem

CASASAssessment

Be CASAS Connected
Use #AdultEdu and #CASAScommunity to connect.

www.casas.org

casas@casas.org

1-800-255-1036

Martha Perez

Tech Support | Trainer

techsupport@casas.org
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