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END-OF-YEAR DATA SUBMISSION GUIDELINES 
2019-2020 PROGRAM YEAR

 This training is specifically for California WIOA, Title II: 
AEFLA Funded Agencies.

 This training, does not fulfill the CDE Requirement for 
CASAS Implementation or CA Accountability training

 Participants will receive a copy of the presentation 
after the training.
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WHAT REPORTS/DELIVERABLES ARE DUE?
WHEN ARE THEY DUE?

These reports should include data from July 1, 2019 to June 30, 2020:

 End-of-Year TOPSpro® Enterprise (TE) Data

 Employment and Earnings Follow-up Survey

 Adult Education Personnel Information

 End-of-Year National Reporting System (NRS) Data Integrity Report (DIR)

 Payment Points Summary Report

 End-of-Year Data Submission Certification Letter

 Final Expenditure Claim Report (Check with CDE for updated submission dates)

Due July 15, 2020*
*Agencies have until August 1st to make any changes to their data and return their Official Payment Points Certification Letter
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HOW TO SUBMIT THE DELIVERABLES?

 EOY TE Data

 Enter electronically via 
TE only

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

 EOY TE Data
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TE only

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

 Employment and 
Earnings Follow-up 
Survey

 Complete steps 
electronically via TE

 Employment and 
Earnings Follow-up 
Survey

 Complete steps 
electronically via TE

 EOY NRS Data Integrity 
Report (DIR)

 Generate in TE

 Email NRS DIR to: 
capm@casas.org

 EOY NRS Data Integrity 
Report (DIR)

 Generate in TE
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capm@casas.org

 EOY Data Submission 
Certification Letter

 Download from CDE 
website

 Sign and Email 
Certification to: 
capm@casas.org

 EOY Data Submission 
Certification Letter
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Certification to: 
capm@casas.org

 Payment Points Summary 
Report

 Generate in TE

 Email Payment Point 
Summary to: 
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 Payment Points Summary 
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 Generate in TE

 Email Payment Point 
Summary to: 
capm@casas.org
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 Adult Education 
Personnel Information

 Complete tables 
electronically via TE

 Adult Education 
Personnel Information

 Complete tables 
electronically via TE
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END-OF-YEAR TOPSPRO® ENTERPRISE (TE) DATA
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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

 Verify that assessments given since COVID closure were marked as 
“Remote Test = YES”

 Student Information

 Clean-up Duplicated Students

 Hunt down missing GED ID’s or HiSET IDs
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UNABLE TO TEST - FORCE MAJEURE
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Link to CDE Memorandum on the CASAS Website.
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EMPLOYMENT AND EARNINGS FOLLOW-UP SURVEY
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To Complete the Requirement: 

1) Prepare End-of-Year data

2) Save PY 19-20 - 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 18-19 - Q4 or PY 19-20 –
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-

eoy-qtr-py-19-20.pdf?sfvrsn=dc9335a_6?Status=Master
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ADULT EDUCATION PERSONNEL INFORMATION
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1. In the TOPSpro® Enterprise software, 
under the Organization menu, 
click Agencies.

2. Open the record for your agency.

3. On the Navigator bar, click Program 
Years.

4. Open the record for the current 
(7/1/2019–6/30/2020) Program Year.

5. Under the Program Year record, 
enter information for Adult 
Education Personnel, Teacher’s 
Years of Experience, and Teacher 
Certification. 

6. Click Save
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NRS DATA INTEGRITY REPORT
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Click on Reports > Data 
Management > NRS Data Integrity

 Default Program Year should be set 
to “7/1/2019 – 6/30/2020”

Click Generate

 Export > Save as PDF on your 
computer

 Send PDF attachment via email to 
capm@casas.org
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PAYMENT POINTS SUMMARY REPORT

11

Current year funding is based on payment points earned two years prior. 

 Payment points earned in the 2018−19 program year will be used as the basis funding in 
the 2020−21 program year. 

 Payment points attained by passing the HSE test will be verified through a 
data match. 
 For HSE Payment Points, agencies should include the HSE ID (GED ID, HISET ID, etc.) for 

GED data match

 If you have any questions about these policies, contact your California 
Department of Education Regional Consultant.
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PAYMENT POINTS SUMMARY REPORT
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 Click on Reports > State Reports 
> California > Payment Points

 Default Program Years should be 
set to “7/1/2019 – 6/30/2020”

 Click Generate

 Export > Save as PDF on your 
computer

 Send PDF attachment via email 
to capm@casas.org
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PAYMENT POINTS SUMMARY REPORT
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END-OF-YEAR DATA SUBMISSION CERTIFICATION 
LETTER
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 Download End-of-Year Data 
Submission Certification Letter 
from CDE website:
https://www.cde.ca.gov/sp/a
e/fg/documents/wioa19eoyc
ertltr.pdf

Check off all boxes and sign

 Email a copy of the letter to: 
capm@casas.org
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OFFICIAL PAYMENT POINTS CERTIFICATION LETTER
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 CASAS will email agencies the final 
Official Payment Points Report and 
Certification Letter for 2019–20 PY 
once the CASAS has received all 
Data Submission requirements. 

 Please verify, complete, and sign 
the Official Payment Points 
Certification Letter.

 Email a copy of the letter to: 
capm@casas.org

 Save the hard copy of your 
Certification for your records

MUST BE SUBMITTED BY AUGUST 1, 2020
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FINAL QUARTER EXPENDITURE CLAIM REPORT
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 Final Quarter Expenditure Claim Report 

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

 Signature required

 For assistance, contact http://www.otan.us
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OTHER DATA SUBMISSION REMINDERS
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 Section 225 – Jail Program Data is submitted under a 
separate agency designation

 Your agency’s Primary Contact for CASAS will receive 
confirmation of your deliverables via email once 
deliverables are processed

 If you have changes to your Primary Contact, Online 
Main Point of Contact, EL Civics Primary and other 
staff changes, email contactinfo@casas.org
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DUE DATES FOR DATA AND DOCUMENT SUBMISSION 
2019-2020
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CDE/OTAN website: 
https://www.cde.ca.gov/sp/ae/fg/wioa19.asp

 End-of-Year Data Submission Instructions: 
https://www.cde.ca.gov/sp/ae/fg/wioa19eoyinst.asp

 End-of-Year Data Submission Certification Letter:
https://www.cde.ca.gov/sp/ae/fg/documents/wioa1
9eoycertltr.pdf
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CASAS RESOURCES
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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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