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This manual lists all required deliverables for California WIA Title II agencies, their due dates, and where 
the deliverables need to be submitted –whether submitted via e-mail, online, or hard copy. At the end 
of this document are instructions on how to create the required submissions. 

A few deliverables must be mailed because an original signature is required.  Here are the addresses: 

CASAS 
5151 Murphy Canyon Road Ste.220 
San Diego, CA 92123-4339 

For: End-of-Year Data Certification (in End-of-Year Letter, signature required) 

AEFLA  
Adult Education Office 
California Department of Education 
1430 N Street, Suite 4202 
Sacramento, CA 95814-5901 

For: Quarterly Expenditure Claim Reports 

 

Following the list of Quarterly Deliverables are specific directions to prepare and submit the information 
for each requirement.  If you need help, please use the contact information below: 

CASAS – for all questions regarding data and accountability 
1-800-255-1036  
casas@casas.org 
 
OTAN – for all questions regarding California Adult Education Online Application and Reporting  
Local calls - 916-228-2580 
800-894-3113 
http://www.otan.us/aboutus/index.cfm?fuseaction=contact&catid=10895 
 

Where to download items and submit through other websites: 

Core Performance Surveys 

• www.casas.org > Training and Support > CASAS Peer Communities > California Accountability > 
WIA, Title II Core Performance Survey  

California Adult Education Online Application and Reporting 
For Expenditure Claim Reports and other Online Reporting   

• http://adulted.otan.us/ 

 

 

 

  

  

mailto:casas@casas.org
http://adulted.otan.us/info.cfm?fuseaction=elc
http://www.otan.us/aboutus/index.cfm?fuseaction=contact&catid=10895
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 4th Quarter Core 
Performance Survey 
(from Previous Program Year) 

•Run CA Core Performance 
Wizard in TE 
 

•Download surveys at 
www.casas.org(see link on 
page 1) 
 

•Enter results in TE 
 

•Submit via TE software 

TOPS Enterprise (TE) 
Data 

•TE Desktop version: 
Submit via TE software or 
mail disk to CASAS 
 

•TE Online: Submit DIR to 
notify CASAS data is 
complete 

Data Integrity Report 

•E-mail to capm@casas.org 
 

•Or Fax/mail to CASAS 
 

•For directions to create 
your DIR, see end of 
document 

Expenditure Claim 
Report 

• Go to California Adult 
Education Online 
Application and 
Reporting 
(login required) 
http://adulted.otan.us/ 
 

• Mail signed copy to 
CDE 

EL Civics COAPP 
Submission 

•Online submission of at 
least one Civic Objective 
and Additional 
Assessment Plan (COAAP) 
 

•Go to CASAS > Training 
and Support > CASAS 
Peer Communities > 
California Accountability 
> EL Civics > Civic 
Participation   

Local Assessment 
Policy 

• Retain a copy at the 
local site and provide 
a copy to CDE upon 
request 
 

• Download template at   
cde.ca.gov>adult 
education>Resources> 
Assessmento Policy 
Template  

Quarter 1 Data Submission 

 

 

 

 

 

 

 

 

 

  

For data from July 1 – September 30 

Due October 31 

http://www.casas.org
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First Quarter Core 
Performance Follow-Up 

Survey 

• Run CA Core 
Performance Wizard in 
TE 

• Download surveys at 
www.casas.org  

• Enter results in TE 
• Submit via TE software 

TOPS Enterprise (TE) 
Data 

• TE Desktop: Submit via 
TE software or mail disk 
to CASAS 
 

• TE Online: Submit DIR to 
notify CASAS data is 
complete 

Data Integrity Report 

• E-mail to 
capm@casas.org 

• Or Fax/mail to CASAS 
• For directions to create 

your DIR, see end of 
document 

CA Accountability Training 

• Go to CASAS > Training and 
Support 
 

• Register for Face-to-face or 
online training 

CASAS Implementation 
Training  

• Go to CASAS > Training and 
Support 
 

• Register for Face-to-face or 
online training 

Quarter 2 Data Submission 

 

 

 

 

 

 
 

 

  

For data from July 1 – December 31 

Due January 31 
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Technology Plan  

•Go to California Adult 
Education Online 
Application and 
Reporting 
(login required) 
 

•http://adulted.otan.us/ 

Professional 
Development Plan 

•Go to California Adult 
Education Online 
Application and 
Reporting 
(login required) 
 

•http://adulted.otan.us/ 

January Expenditure 
Claim Report 

•Go to California Adult 
Education Online 
Application and Reporting 
(login required) 
 
•http://adulted.otan.us/ 

 
•Mail signed copy to CDE 

3rd Quarter Data Submission 

 

 

 

 

 

 

 

 

 

 

 

 

  

Second Quarter Core 
Performance Follow-

Up Survey 

• Run CA Core 
Performance Wizard 

• Download surveys at 
www.casas.org  

• Submit via TE software 

TOPS Enterprise (TE) 
Data 

• TE Desktop: Submit via 
TE software or mail disk 
to CASAS 

• TE Online: Submit DIR to 
notify CASAS data is 
complete 

Data Integrity Report 

• E-mail to 
capm@casas.org 

•Or Fax/mail to CASAS 
•For directions to create 
your DIR, see end of 
document 

For data from July 1 – March 31     

Due April 30 

AEFLA/WIA Title II 
Program 

Implementation Survey 

• Complete as directed 
by the CDE 

Expenditure Claim 
Report  

• Complete on OTAN 
website  

• And mail signed copy 
to CDE 

EL Civics Final 
Submission 

• Complete online  at 
CASAS > Training and 
Support > CASAS Peer 
Communities > 
California 
Accountability > EL 
Civics > Civic 
Participation  

http://adulted.otan.us/
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Final Expenditure Claim 
Report 

• Complete on OTAN website  
• Mail signed copy to CDE 

End-of-the Year Data Submission 

 

 

 

 

 

 

 

 

  

Third Quarter Core 
Performance Follow-Up 

Survey 

•Run CA Core Performance 
Wizard 
•Download surveys at 
www.casas.org  
•Submit via TE software 

End-of-the-Year TOPS 
Enterprise (TE) Data 

•TE Desktop: Submit via TE 
software or mail disk to 
CASAS 
•TE Online: Submit DIR to 
notify CASAS data is 
complete 

Adult Education Personnel 
Wizard including years of 

experience and 
certifications 

•Include in TE data 
submission 
•Complete in Program Years 
section of TE Agency Record 
•For directions, see end of 
this document 

Data Integrity Report 

• E-mail to 
capm@casas.org 

• Or Fax/mail to CASAS 

Payment Points 
Summary Report 

• E-mail to 
capm@casas.org 

• Or Fax/mail to CASAS 

End-of-the-year Data 
Certification Letter 

• Mail submission (only) 
to CASAS 

For data from July 1 – June 30     

 Due August 15 
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TOPSpro Data Submission 
Due: Quarterly 
 

• If using TE online, once you submit your agency’s Data Integrity Report, CASAS will 
consider your data to be complete and submitted. No separate submission needed. 

• If using Desktop version, submit electronically using the Backup Wizard in TE or mail disk 
to:  CASAS, 5151 Murphy Canyon Road, Suite 220, San Diego, CA 92123-4339  

 

 

 
  

Help 
Documents • Instructions for the DIR Quarterly Submission 

Training • Data Submission Guidelines 

• go to the Tools menu  
• select Backup Wizard 
• follow the steps of the wizard 

On the final screen, make certain that the checkboxes 
titled Backup Locally and Submit Data to CASAS are 
checked.  
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Help 
Documents 

• Generating the DIR 
• Cleaning Up Your Data Integrity Report 
• Instructions for DIR Quarterly Submission 

Training 
• CA Data Integrity Report 
• DIR Overview and Interpretation 
• DIR Drilldown  

Data Integrity Report 
Due Quarterly 
Submit one of three ways: 

• Email: capm@casas.org 
• Fax: 858-292-2910 
• Mail: CASAS, 5151 Murphy Canyon Road, Suite 220, San Diego, CA 92123-2339 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

mailto:capm@casas.org
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Help 
Documents 

•Core Performance Wizard 
•(Under CA  Accountability Features and Reports) 

Training 

•CA Core Performance 
•Core Performance Overview 
•Enter Post-Secondary Cohort; Obtain Secondary 
Cohort; Enter/Retain Employment Cohorts; 
•Wizard/Core Performance Overview 

Core Performance Follow-Up Surveys 
Due Quarterly 
Results entered into TE; submitted within TE data submission 
 
Learners in this survey had primary or secondary goals of get a job, retain job or enter 
postsecondary training or education and left your program during the previous quarter. 
 

• Download surveys for distribution by phone, mail, or e-mail at www.casas.org 
• Agencies should indicate in TE which method (mail, e-mail, phone, or other method) 

were used to survey learners. 
• WIA Title II agencies must submit Core Performance data separately for each 

quarter. 
• 225 jail programs need to submit survey data separately from the adult school. 
• Retain copies of the surveys you receive for monitoring/auditing purposes. 
• Remember to run a separate report for any distance learning students, send a 

special survey to distance learners, and identify these students when entering 
surveys on the website.  

 
  
  
 

 
 
 
 
 
 
 
 
 
 
 
  

Using the Core Performance Wizard, 
a list of randomly selected students 
will be generated for your agency.  
You will not be able to re-generate 
the list.  These are the students you 
must survey for follow-up. 

http://www.casas.org/
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Help 
Documents 

•How to Download EL Civics Additional Assessments 
•Adding EL Civics Additional Assessments 
•(Under CA  Accountability Features and Reports) 

Training •EL Civics Basics 
•EL Civics Q & A 

EL Civics Objectives and Additional Assessment Plans 
Due October 31 (at least one Objective and AA) 
Due April 30 (all Objectives and AAs, including deletions and changes) 
Submit online at www.casas.org   
 
 
 
 
 
 
 
 
 
 
 
 

 

 

  

http://www.casas.org/
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Need 
Help? 

•Contact OTAN  online at www.otan.us 
•Call OTAN at 1-800-894-3113 (CA Only) 
•1-916-228-2580 (all other states) 

Technology Plan 

Due January 31 
Submit online at www.otan.adulted.us 

 
 
 
 

 
 
  

 
 
 
 
 
 

  

 

http://www.otan.adulted.us/
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Expenditure Report/Claim Document 
Due Quarterly  
Submit online at www.otan.us 
 

 
 

 
 
 
 
 

 
 
 
 
 
 
 
 

  

Need 
Help? 

• Contact your CDE Consultant for budget questions 

Training • OTAN 
• Call OTAN at 1-800-894-3113 (CA Only) 

2013-14 

http://www.otan.us/
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Need 
Help? 

• Contact your CDE Consultant 

AEFLA/WIA II Program Implementation Survey 
Due April 30  
Submit as directed by the CDE  

 
The WIA II Program survey is a qualitative data collection survey conducted by programs 
annually. It should be completed by your agency’s Program Administrator by April 30th (1 per 
agency). 
 

 
 
 
 

 
 

  

2010-2011 WIA II Survey 2014-2015 
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Help 
Documents 

• Generating Payment Points Reports 
• Generating Payment Points Data Flags 
• Generation Payment Points Reports - Drill-down Options 

Training 
• CA Payment Points 
• Overview & Interpretation 
• Advanced Issues 
• Drill Down 

Payment Points Summary Report 
Due August 15 
Submit one of three ways: 

• Email: capm@casas.org 
• Fax: 858-292-2910 
• Mail: CASAS, 5151 Murphy Canyon Road, Suite 220, San Diego, CA 92123-2339 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

mailto:capm@casas.org
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Need 
Help?  

• Contact your CASAS Program Specialist 

End-of-Year Certification Letter 
Due August 15 
Submit by mail only: CASAS, 5151 Murphy Canyon Road, Suite 220, San Diego, CA 92123-2339 
Where to find it: Sent to your agency with the End-of-the-Year letter.   

• You can also find it here: Home > Training and Support > CASAS Peer Communities > 
California Accountability > CDE Beginning and End of Year Letters for Accountability 
Requirements 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
  

https://www.casas.org/
https://www.casas.org/training-and-support
https://www.casas.org/training-and-support/casas-peer-communities
https://www.casas.org/training-and-support/casas-peer-communities/california-accountability
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Help 
Documents 

• Adding Personnel Records 
• (Under Class/Student/Personnel Information) 

Training •TE Basics  

Adult Education Personnel Wizard 
Due August 15 
Submit electronically in TE 
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