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Important:  Webinar will be recorded and later posted onto DEED’s website

Presenter Notes
Presentation Notes
Shannon  - Welcome!  Please type your name, organization, and programs you work with. 

Hello everyone! Thank you for joining the Data validation webinar today. I’m Bhagyasree, a data validation specialist 
with a focus on Federal programs such as WIOA Youth, WIOA Adult, Dislocated Worker, National Dislocated Worker,
 TAA, and Wagner-Peyser programs. Let's dive into the webinar.

This Webinar will be recorded, including chat notes and questions and will be posted onto DEED’s website and emailed to all of you following the webinar. 

Please start the recording now.   
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Today we will be discussing Data Validation.  

The purpose of this Webinar is to provide you the basic understanding of what is data validation, common errors found during our first round of data validation in PY23, and best practices when entering participant file information into WF1 and EDS.  

New process, learning as we go, may be new to some, familiar to others.  

Following this webinar, you will receive a copy of this PPT, recording, and links to the data validation policy.   

While only one or two individuals with service providers are involved in the process, it is important for all Employment Counselors to gain a good understanding of how to reduce data errors when entering participant data into WF1 as well as when uploading source documents into EDS.  

What we won’t be covering are the specific documents required for each program. Please refer to program guidance, policies, and reference sheets/DOL allowable documentation chart for specifics by program.  

For those of you who are already uploading documents into EDS, awesome!  You are on your way. 

Write your questions in the chat.  

   




Poll

Presenter Notes
Presentation Notes
Let’s start with a poll…

What is the purpose of data validation? 
A. Ensure performance data is accurate and reliable.
B. To reduce data errors. 
C. Improve data accuracy when reporting to the Department of Labor (DOL). 
D. All above.

2. Why is data validation important?
A. It is required by WIOA Law. 
B. It is required by State Statute.
C. States that don’t conduct data validation could lose funding. 
D. A and C

3. What are the three best ways to ensure your participant files can be validated? 
A. Case noting, paper files, and upload documents in EDS.
B. Case noting, signed program application, and upload documents in EDS.
C. Case noting, hire a data validator, and upload documents in EDS.








Why do we 
collect 
data? 

• To share our impact.  
• Improve our service 

delivery. 
• Report performance 

outcomes to the 
Department of Labor 
(DOL) and to the 
State Legislature (our 
funders).

Presenter Notes
Presentation Notes
Before we discuss what data validation is, let’s discuss why we collect participant data and documents WF1. 

Data is important, because it helps us:
Share our impact on the lives of participants.  
Improve service delivery. 
Report performance outcomes to the Department of Labor (DOL) and to the State Legislature. 











Definition

Data validation is a series of internal 
controls and quality assurance methods 
established to verify the accuracy, validity, 
and reliability of data. This framework 
requires a consistent approach across 
programs to ensure that all program data 
consistently and accurately reflects the 
performance of each grant recipient.

Presenter Notes
Presentation Notes
Shannon

Data validation is a series of steps to verify the accuracy, validity, and reliability of the data being reported to DOL. 

States are required by WIOA to have processes, procedures, and policies in place to conduct and carryout yearly data validation of both core and non-core federal program data.  

This also includes providing yearly data validation training to WDA’s and service providers.  




Purpose
Verify performance data is accurate and 
consistent across programs. 
Identify anomalies in the data. 
Resolve issues that may cause inaccurate 
reporting.
Improve program performance 
accountability and reporting through data 
validation efforts.

Presenter Notes
Presentation Notes
Shannon

To ensure the performance data from the State of Minnesota, local workforce areas, and other partners is accurate, reliable, and consistent across programs, 

Identify anomalies in the data and resolve issues that may cause inaccurate reporting.

Improve program performance accountability and reporting through the results of the data validation efforts.




Data Validation Policy Highlights

 State must conduct data validation annually
 The purpose is to validate the accuracy of data entered
 Technical assistance and training must be provided
 Data errors and corrections need to be documented
 Annual evaluation of procedures and policy is required 
 Allowable documents by program attached to policy

Presenter Notes
Presentation Notes
Shannon

If you haven’t already, take a few minutes to read through the data validation policy, Here is the QR CODE to the policy.  

Highlights – 
States must complete data validation annually - PY24 will be our first cycle reviewing participant data across all WDAs.  We will provide more specifics on the schedule later within our presentation.  Know that not all staff will be involved is the data validation process.  
DEED is required to document data errors and corrections as the result of data validation. 
There are several attachments to the policy, which provide lists of allowable documents by program.  Attachment II: Data Elements an Allowable Source Documents by Program (DOL) & Attachments V, VI, & VII Data Element References Sheets by Program (DEED).  


https://apps.deed.state.mn.us/ddp/PolicyDetail.aspx?pol=577


Process

Data Verified by Data 
Validations Specialists: 

Determining whether 
the data in the PIRL 
matches the data in 

WF1

Ensuring that the data 
entered in WF1 are 
accurate per source 

documentation

Once data validation is 
complete: 

The tool generates a 
report of data 

elements with validity 
issues

This report allows: 

DEED and Provider staff 
to identify trends or 

data integrity concerns

The tool is then: 

Sent to each Service 
Provider and Used to 

facilitate 
communication to 

address data validation 
issues

Presenter Notes
Presentation Notes
Bhagi

The Data Validation process begins with data validation specialists working on a set of participant files that have been randomly selected by our PTM team to make sure the sample is unbiased. 
Once the files are chosen, specialists compare the data on PIRL (Participant Individual Record Layout) and make sure it matches the information on WF1 and source documents. Specialist do follow the Department of Labor (DOL) guidelines and use the DOL’s list of acceptable documentation throughout the validation process. 
If the data in the PIRL doesn’t align with WF1, any discrepancies are documented in summary notes of the tool mentioning the reason for failure. Once the review is complete, the tool generates a report that highlights any data issues. The validation tool and report are then sent to service providers for their review and to help address any issues effectively. These steps helps minimize error rates and maintain data accuracy.




EDS
Case 
Note

Electronic 
Records

Verify if the element 
satisfies the criteria as 

per DOL guidelines

Ensure compliance 
with DOL list of 

acceptable documents

Element met 
requirements?

Cross – Check the PIRL 
report with WF1

Yes No

Element will be marked ‘Y’ in the 
tool indicating it passed

Element will be marked ‘N’ indicating it failed & 
program file will be sent to the respective Service 
Provider for review

DEED Data Validation Process
Start

PIRL: Participant Individual Record Layout

Presenter Notes
Presentation Notes
Bhagi-

In the current slide, we are looking at the DEEDs data Validation process that we just discussed, presented in a flowchart format, showing how the data is verified, and discrepancies are documented. 

In the next slide we'll walk through the service provider validation process, which is essential for ensuring accurate participant records.



Service Provider Data Validation Process
Start

Review failed element 
notes in tool

Cross-check local 
files & WF1

Are there missing documents 
and errors that can be 

corrected?
Yes No

Correct errors/add missing documents to the 
participant record in WF1. Document the 
changes to respective element in summary 
notes in the Data Validation tool.

Add summary notes confirming the reason 
for failure in Data Validation tool.

Presenter Notes
Presentation Notes
Bhagi

In this training, we'll walk through the service provider validation process, which is essential for ensuring accurate participant records. It all begins with reviewing the failed element notes in the validation tool, where we identify specific discrepancies that require our attention. Next, we dive into the participant records associated with these failed elements to understand the context behind each issue. Once we have that clarity, we cross-check the information against Workforce 1 (WF1) data to pinpoint any errors or missing documents. If we discover any missing documents, we promptly upload them to the Document Summary in WF1, ensuring they are linked to the correct Participant Record ID. Additionally, it's crucial to document our findings and any corrections made in the Summary Notes of the Data Validation tool. If we encounter situations where source documentation is lacking, we must clearly note this in the Summary Notes to maintain transparency. 



October 1- December 30, 2024 January 1- March 31, 2025 April 1- June 30, 2025

SE MN Workforce Development - LWDA 08 Rural MN CEP Inc. - LWDA 02 Stearns-Benton E&T - LWDA 17

Hennepin/Carver ETC - LWDA 09
Minneapolis Employment and Training - LWDA 
10

City of Duluth - LWDA 04

Central MN Jobs and Training - LWDA 05 Dakota/Scott Counties - LWDA 14
Ramsey County Workforce Solutions - LWDA 
15

NE MN Office of Job Training - LWDA 03 Anoka County - LWDA 12 Washington County - LWDA 16

Winona County Workforce Council - LWDA 18 S Central Workforce Council - LWDA 07 Northwest PIC Inc.- LWDA 01

HIRED - SDA 44 Jewish Family and Children's Services - SDA 43 SW MN PIC Inc. - LWDA 06

Arrowhead Economic Opportunity Agency - SDA 
19

Goodwill-Easter Seals - SDA 73 MN Teamsters Service Bureau - SDA 37

Avivo - SDA 35

PY24 Data Validation Schedule

Presenter Notes
Presentation Notes
Bhagi – Not all staff are involved in Data Validation – for their information. 

Moving on, I’d like to go through our Data Validation Schedule. It’s important to note that all staff are not involved in data validation process, so this information is primarily for your awareness and understanding of our timeline.

>We began Quarter 2 on October 2nd. Our goal is to complete the final sets of validation and reports by the end of November.
>From January 1st to March 31st next year, we will focus on reviewing the Quarter 3 files.
> We will kick off Quarter 4 on April 1st, with our final set of data validations continuing until the end of June.

Add a point on telling you can look for your LWDA here.




Aggregate Data Validation 
Results – PY23

Presenter Notes
Presentation Notes
Bama – In PY23 , Title I & Title III programs includes WIOA Youth Adult, DW, NDWG, WP and TAA.  Anoka, Ramsey, and Dakota are the three LWDA’s participated in the PY23 subset audit. Let’s see the aggregate Data validation results in next few slides.





Total Records Reviewed

WIOA Adult 
38

WIOA DW 
36

NDWG 
19

TAA 
10

WP 
36

WIOA Youth 
39

Program
Total Records 

Reviewed
WIOA Youth 39
WIOA Adult 38
WIOA DW 36
Wagner Peyser 36
National DWG 19
TAA 10
Total 178

Presenter Notes
Presentation Notes
Bama – 
DEED’s (PTM) team pull randomized list of Record IDs for each LWDA that require validation. The number of records pulled per program depends on the number of customers served by that provider. From
Anoka, Ramsey and Dakota are the three LWDA’s participated in the PY23 subset audit, and the total number of records reviewed is 178. You can see the breakdown of Total records reviewed in each program in the table.




Program

Total 
Elements 
Reviewed

Total Failed 
Elements

% Error 
Rate

WIOA Youth 2847 115 4.04%
WIOA Adult 3762 76 2.02%
WIOA DW 3600 90 2.50%
NDWG 1862 24 1.29%
TAA 300 15 5.00%
Wagner Peyser 2556 27 1.06%
Total 14927 347 2.32%

WIOA Adult 
3762

WIOA DW 
3600NDWG 

1862

TAA 
300

WP 
2556

WIOA Youth 
2847

Total Data Elements Audited
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Before we discuss the Total Data Elements Audited, let’s discuss what is a data element. 
A data element is one data point of participant information reported to DOL such as date of birth, enrollment date, whether participant is enrolled into training.
Each program has a specific number of elements to validate for each record ID.  
For example, in WIOA Youth we have 83 elements to audit in each record. and In WIOA Adult we have 110 elements and so on.
We have audited a total of 14,927 elements across all programs.  
Overall, only 2.3% of elements failed in 14,927 which is a positive indicator of data quality. You can see the breakdown of Total number of elements audited in programs below.





Top Failed Elements – All Programs

Failed Elements WF1 Location
Total Records 

Reviewed

Total Records 
with Failed 

Element
% Failure 

Rate
Received Training Training Activity Exists 27 9 33.33%
Date Enroll, (Educ./Trng Prog. toward 
Postsecondary Credential/Employ) Credential-Start Date 76 23 30.26%

Other Public Assistance Recipient

Eligibility/Enrollment-
General Assistance 

Recipient 20 6 30.00%

UC Eligible Status
Eligibility/Enrollment-

UI Benefit Status 50 14 28.00%
Date Completed, (Educ./Trng toward 
Postsecondary Credential/Employ )

Credential-Actual 
Attainment Date 81 22 27.16%

Presenter Notes
Presentation Notes
Bama – 
First, what is a failed element? Failed element is the data refers to any elements that do not satisfy validation requirements. This can include data that does not meet specified criteria or standards, with reasons for failure such as mismatches, missing information, or other factors.
For Example, Date Completed – This element often fails because the Credential- Actual Attainment Date doesn’t match the document uploaded into WF1.  To pass this element, we would need a document such as a Credential or Transcript and the date it was obtained.  







WIOA Youth 
Data Validation Results – 
PY23

Presenter Notes
Presentation Notes
Emily – now we will break down based on WIOA Youth specifically. 
WIOA Youth data differs a bit from the other programs so their results were slightly different than the rest



Total Records Reviewed - Youth

Anoka
2

Dakota
10

Ramsey
27

County
Total Records 

Reviewed
Anoka 2
Dakota 10
Ramsey 27
Total 39

Presenter Notes
Presentation Notes
Emily
PY23 Subset
Random sampling
in the future your record numbers will very about this much.









Total Data Elements Audited - Youth

County

Total 
Elements 
Reviewed

Total Failed 
Elements

% Error 
Rate

Anoka 146 0 0.00%
Dakota 730 10 1.37%
Ramsey 1971 105 5.33%
Total 2847 115 4.04%

Anoka
146

Dakota
730

Ramsey
1971

Presenter Notes
Presentation Notes
Emily – as Bama mentioned earlier an ELEMENT is one data point of participant information reported to DOL such as date of birth, enrollment date, whether participant is enrolled into training. 
Since the youth program has 73 elements per record, multiply the number of records by the number of elements to get the total

2847 total points of data over PY23 Q4







Top Failed Elements – WIOA Youth

Failed Elements WF1 Location

Total 
Records 

Reviewed

Total Records 
with Failed 

Element
% Failure 

Rate
Date Completed, (Educ./Trng toward 
Postsecondary Credential/Employ )

Credential-Actual 
Attainment Date 39 13 33%

Date Enroll, (Educ./Trng Prog. toward 
Postsecondary Credential/Employ) Credential-Start Date 39 9 23%
Received Training Training Activity Exists 39 9 23%
Date of Most Recent MSG: 
Postsecondary Transcript/Report Card

Measurable Skills Gain-
Attainment Date 39 6 15%

Individual with a Disability
Eligibility/Enrollment-

Disability Status 39 5 13%

Presenter Notes
Presentation Notes
Emily
Again as Bama mentioned earlier, a Failed element is an elements that does not satisfy validation requirements. This can include data that does not meet specified criteria or standards, with reasons for failure such as mismatches, missing information, or other factors.
For Example, Individual with a Disability– This element often fails because the signed app or self attested document doesn’t match the what was entered into WF1. To pass this element, we would need proof that the participant self attested to being disabled, or other acceptable documentation proving a disability such as an IEP. 
We will discuss some commonly failed elements further in just a little bit.
But if you have more detailed questions about the requirements for each data element, you can find reference sheets attached to the Data Validation Policy





Data Validation Policy Reference Sheets

Presenter Notes
Presentation Notes
Emily –find the reference sheets attached to the Data Validation Policy. 
Now Mohamed will walk you through some common failed elements

https://apps.deed.state.mn.us/ddp/PolicyDetail.aspx?pol=577


Common Data 
Errors & 
How to Avoid 
them

 WIOA Youth

Presenter Notes
Presentation Notes
Emily- “next, Specifics of common errors and how to avoid them”

Mohamed’s notes:

1- Hello everyone! My name is Mohamed Farah, a Performance Specialist with the Adult Team. In the upcoming slides, we'll explore common data errors with WIOA Youth and Adult and discuss effective ways to avoid them. Let’s ensure we’re all on the same page as we looking for accuracy and efficiency in our documentation. Let’s move on to the next slide!



Common Error
Date of First WIOA Youth Service

WORKFORCE ONE (WF1) SIGNED APPLICATION DATE

Why did this element fail?
 Enrollment date in WF1 does not match the date in the signed application.
 No case note notating the date of enrollment & date of first WIOA Youth 

service.

Presenter Notes
Presentation Notes
Mohamed’s notes:

1- In this example with WIOA Youth service, The enrollment date in WF1 isn't matching up with the date on the signed application. Plus, there's no case note to back up the enrollment date and first WIOA Youth service date. 



Acceptable 
Documentation

Date of First 
WIOA Youth 
Service

Signed Intake Application or 
Enrollment Form and Case Note 
Identifying the First Qualifying 
Service.  

Signed Individual Service Strategy 
(ISS) in EDS with date of the First 
Qualifying Service.

Eligibility Determination 
Documentation or Program 
Enrollment Forms with Case Note 
Identifying the First Qualifying 
Service

Presenter Notes
Presentation Notes
Mohamed’s notes:

1- To correct the error in the previous slide, make sure you’ve got one of these acceptable documentation  :

A signed intake application or enrollment form with a case note identifying the first qualifying service
A signed Individual Service Strategy (ISS) in EDS with the date of the first qualifying service
Eligibility determination docs or program enrollment forms, again with a case note identifying that first qualifying service




Common Error
Low Income Status at Program Entry (Youth) 
WORKFORCE ONE (WF1) EDS DOCUMENTATION - TAX RETURN

Why did this element fail?
 Despite proof of low-income status in EDS and case note, WF1 enrollment form did 

not indicate youth was economically disadvantaged.  

Presenter Notes
Presentation Notes
Reason for Failure: 
"Low-income status at Prog Entry" is listed as ‘0’ in the PIRL report which indicated the participant is not low income, whereas in the EDS, counselor added low-income document proof and case notes the same, whereas councilor marks “Economically Disadvantaged” and “Requires additional assistance” as No on the Eligibility/Enrolment form. Hence the element has failed

Important note: “Economically Disadvantaged” and “Requires additional” assistance were marked 'No'. Ideally these both indicators should be marked as yes as ground staff have clearly noted and has attached EDS document stating the participant is low income. 

Self-Attestation is also one of the acceptable document to validate this element. 

Mohamed’s notes;

1- In this example, we've got a mismatch. The EDS documentation shows proof of low-income status; there’s even a case note about it. However, the WF1 enrollment form doesn't indicate that the youth is economically disadvantaged.




Acceptable 
Documentation

Low Income 
Status (Youth)

Self-Attestation – 
Application 

signed & dated 
by participant, 
indicating low-

income 

Family or 
Business 

Financial Records
Bank Statements

Social Security 
Benefits

UI Claim 
Documents

Copy of 
Authorization to 

Receive Cash 
Public Assistance

Copy of Public 
Assistance Check

Public Assistance 
Eligibility 

Verification

Presenter Notes
Presentation Notes
Mohamed’s notes

1- Remember, we need to keep everything in sync. If you've got proof of low income, ensure it's reflected in all your documentation, and as you see in this slide, this is acceptable forms of proof:

A self-attestation application signed and dated by the participant
   Family or business financial records 
   Bank Statements
   Social Security benefits
   UI claim Documents
   Copy of authorization to receive cash public assistance
   Copy of public assistance check 
   Public assistance eligibility verification




Common Error
Individual with a Disability (Youth)

WORKFORCE ONE (WF1) EDS DOCUMENTATION

Why did this element fail?
 The participant’s application indicates that they do not have a disability, therefore, WF1 

enrollment disability status can’t be verified.
 No other documents uploaded in EDS from school counselor or parent to verify disability.

Presenter Notes
Presentation Notes
Mohamed’s notes:

1- In our example, the participant’s enrollment application indicates they don't have a disability. But the WF1 enrollment shows they do. We can't verify something that the participant hasn't claimed. Also, there are no other documents in EDS from a school counselor or parent to back up a disability status. 



Acceptable 
Documentation 

Disability Status
(Youth)

Self-Attestation (signed & dated application)

School 504 Records Provided by Student

School Individualized Education Plan (IEP)

Assessment Test Results

NOTE: The participant can also choose to 
not self-identify

Presenter Notes
Presentation Notes
Mohamed’s notes:

1-   If you're going to indicate a disability, you need proper documentation like:

  School 504 records Provided by student
  An Individualized Education Plan (IEP)
  Assessment test results
  Self –Attestation form ( signed & dated application)



And remember, participants always have the right to not self-identify.



Common Error
Date Attained Recognized Credential (Youth/Adult)

WORKFORCE ONE (WF1) EDS DOCUMENTATION

Why did this element fail?
 No case note notating participant graduated on “05/03/2024” entered under 

Credential Attained in WF1 and per confirmation from education provider. 
 Document does not include the actual attainment date. 

Presenter Notes
Presentation Notes
Mohamed



Acceptable Documentation 
Date Attained Recognized Credential (Adult/Youth)

Copy of credential w/date Copy of school record w/date

Follow-up survey from 
program participant

Case note documenting 
information w/date obtained 
from education or training 
provider

Presenter Notes
Presentation Notes
Mohamed



Common Data 
Element Errors 
& How to Avoid 
them

(WIOA Adult, 
Dislocated 
Worker, DWG, 
TAA)

Presenter Notes
Presentation Notes
Emily- “next, Specifics of common errors and how to avoid them”

Mohamed’s notes:

1- Good morning everyone! My name is Mohamed Farah, and I am a performance specialist for adult programs. 

Today, we will discuss a couple of examples of common data errors associated with WIOA Adult, as well as discuss effective ways to avoid these errors. Our goal is to ensure that we all maintain a shared understanding and increase accuracy and efficiency in our documentation practices. Let's proceed to the next slide.!




Common Error 
Low Income Status at Program Entry (Adult) 
WORKFORCE ONE (WF1) EDS DOCUMENTATION

Why did this element fail?
 Signed application does not indicate participant is low-income or receiving SNAP. 
 No source documentation in EDS to verify proof of low-income status. 

Presenter Notes
Presentation Notes
Mohamed

1- In this example, we've got a mismatch. The signed enrollment application lacks documentation indicating the participant's low-income status or SNAP participation. However, the Workforce One (WF1) enrollment page shows that the counselor has designated the participant as a SNAP recipient.





Acceptable 
Documentation 

Low Income 
Status (Adult)

Self-Attestation – Application signed & dated by 
participant, indicating low-income

Family or Business Financial Records

Bank Statements

Social Security Benefits

UI Claim Documents

Copy of Authorization to Receive Cash Public 
Assistance

Copy of Public Assistance Check

Public Assistance Eligibility Verification

Presenter Notes
Presentation Notes
Mohamed’s notes:

1- you might have a question, what type of document do I need to upload into EDS for low-income status, this is an acceptable form of proof:

A self-attestation application signed and dated by the participant
   Family or business financial records 
   Bank Statements
   Social Security benefits
   UI claim Documents
   Copy of authorization to receive cash public assistance
   Copy of public assistance check 
   Public assistance eligibility verification




Common Error
Individual with a Disability (Adult)
WORKFORCE ONE (WF1) EDS DOCUMENTATION

Why did this element fail?
 The participant’s application indicates that they do not have a disability, therefore, WF1 

enrollment disability status can’t be verified.
 No other documents uploaded in EDS to verify disability status.

Presenter Notes
Presentation Notes
Mohamed’s notes:

1- In our example, the participant's application indicates they don't have a disability. But the WF1 enrollment shows they do. We can't verify something that the participant hasn't claimed. Also, there are no other documents in EDS from a school counselor or parent to back up a disability status. 




Acceptable 
Documentation 

Disability Status
(Adult)

Self-Attestation (signed & dated application)

School 504 Records Provided by Student

School Individualized Education Plan (IEP)

Assessment Test Results

NOTE: The participant can also choose to not 
self-identify

Presenter Notes
Presentation Notes
Mohamed’s Notes:

1- Also, there are no other documents in EDS to back up a disability status. If you're going to indicate a disability, you need proper documentation, just like with youth:

Self-attestation (signed and dated application)
School 504 records
An Individualized Education Plan (IEP)
Assessment test results

And again, participants can choose not to self-identify. 



Common Error
Other Public Assistance Recipients (Adult)

WORKFORCE ONE (WF1) EDS DOCUMENTATION

No documentation uploaded into Electronic 
Document Storage (EDS).

Why did this element fail?
 No document uploaded in EDS to verify individual is receiving medical assistance.

Presenter Notes
Presentation Notes
Mohamed’s notes:

1-  The primary concern here is the absence of documentation uploaded into the Electronic Document Storage (EDS). Its limit our ability to verify participant information and ensure compliance with program requirements.



Acceptable Documentation in EDS
Other Public Assistance (Adult)

Copy of 
Authorization to 

Receive Cash 
Public 

Assistance

Copy of 
Public 

Assistance 
Check

Medical Card 
Showing 

Cash Grant 
Status

Public 
Assistance 
Eligibility 

Verification

Presenter Notes
Presentation Notes
Mohamed



Common Error
Date Attained Recognized Credential (Youth/Adult)

WORKFORCE ONE (WF1) EDS DOCUMENTATION

Why did this element fail?
 No case note notating participant graduated on “05/03/2024” per confirmation 

from education provider. 
 Document does not include the actual attainment date. 

Presenter Notes
Presentation Notes
Mohamed



Acceptable Documentation 
Date Attained Recognized Credential (Adult/Youth)

Copy of credential w/date Copy of school record w/date

Follow-up survey from 
program participants w/date

Case note documenting 
information w/date obtained 
from education or training 
provider

Presenter Notes
Presentation Notes
Mohamed

If the document doesn’t have a date, then there should be a case note w/ date obtained from the education or training provider. 



Best Practices



How to Ensure your Participant Data is Validated

When in Doubt, Case Note!

Case note dates should 
match enrollment and exit 
dates of training activities in 
WF1. 

Self Attestation: Definition

Signed and dated doc 
including electronic 
signature

Ex. email FROM the 
participant’s personal email

Electronic Document Storage!

Upload documents to the 
correct locations in WF1

Credential, MSG, Document 
Summary

Most common EDS 
documents App/Enrollment 
form, certificates, school 
records.

Presenter Notes
Presentation Notes
Shannon

There are three easy best practices that employment counselors can follow to ensuring your participant data in WF1 can be verified. 

1. When in doubt, case note! - Ensure to case note all key activities and services provided to the participant. Dates should match/align with uploaded documents!  

2. Self Attestation – A signed & dated program application will cover several data elements.   

3. Electronic Document Storage – Ensure you are uploading/saving key participant source documents into Workforce One (WF1) EDS.   



Case Noting Best Practices

At a minimum case notes should include:

A brief description of services received and/or participant’s status,

Date information or services completed, 

Matching dates with EDS document, and

A defined subject line.   

Presenter Notes
Presentation Notes
Case notes are used to document a participant’s progress towards his or her career goals and job training at a level of detail such that any case manager would be able to understand the client’s situation and services received without additional information.

Dates on documents should match your case notes.





Elements Verified by Case Noting

Enrollment: 
 Enrollment Date
 School Status
 Homeless
 Ex-Offender
 Basic Skills Deficient
 Foster Care Youth 
 Single Parent

Activities/Services:
 Incumbent Worker Recipient
 Date Enrolled into Training
 Type of Training Services
 Date Training Completed
 Enrolled into an Education Program
 Type of Recognized Credential

Presenter Notes
Presentation Notes
Here are a few examples of elements verified by case noting.   There are several elements that may be verified by either case noting or self-attestation.  

When in Doubt, Case Note!  



Self Attestation Best Practices

Self-Attestation is a written 
or electronic/digital 
declaration of information 
for a particular data 
element, signed and dated 
by the participant and must 
be uploaded and retained in 
Electronic Document Storage 
(EDS) of Workforce One 
(WF1). 

A program application or enrollment form may 
serve as self-attestation.  

Must include participant’s signature and date OR 
email FROM the participant’s personal account. 

IMPORTANT ensure your organization’s program 
application is thorough and up-to-date.  

Presenter Notes
Presentation Notes
Shannon

What is self-attestation?  It is a written or electronic/digital declaration for a particular data element, signed and dated by the participant and MUST be uploaded into Electronic Document Storage (EDS) within WF1.  

Examples of acceptable self-attestation include: low-income status at program entry, individual with a disability, school status at date of entry, homeless, ex-offender, English as a second language learner. 

Your organization’s program application or enrollment form may serve as self-attestation. Local partners must retain and upload documentation of the self-attestation into Electronic Document Storage (EDS) of Workforce One (WF1).

DOL allows self-attestation for several data elements during data validation.  However, DOL has emphasized that state should only use self-attestation for 50% or less for the verification of our data elements.  Therefore, whenever possible, we should be collecting verifiable documentation.  

Electronic/digital signatures from the participant may include an email, text, or unique online survey response may be considered an electronic signature or verification; but it must be participant generated and traceable to the participant. 





Elements Verified by Self-Attestation

 Low-Income Status
 School Status at Program Entry
 Individual with a Disability
 Homeless
 Ex-Offender
 Foster Care Youth 
 English as a second language learner

Presenter Notes
Presentation Notes
Examples of acceptable self-attestation include: low-income status at program entry, individual with a disability, school status at date of entry, homeless, ex-offender, English as a second language learner




Electronic 
Document 
Storage 
(EDS) Best 
Practices

Follow the EDS Policy and WF1 
Document Storage Navigation 
Guide for the uploading of 
participant source documents. 

Upload documents to the 
correct locations in WF1 
(Credential, MSG, Document 
Summary). 

Presenter Notes
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https://apps.deed.state.mn.us/ddp/PolicyDetail.aspx?pol=578
https://mn.gov/deed/assets/wf1-document-storage-navigation-guide_tcm1045-631721.xlsx
https://mn.gov/deed/assets/wf1-document-storage-navigation-guide_tcm1045-631721.xlsx
https://mn.gov/deed/assets/wf1-document-storage-navigation-guide_tcm1045-631721.xlsx


Elements Verified by Documents
•  TANF Recipient

•  SSI Recipient

•  SNAP Recipient
•  Other Public Assistance (Medical Assistance)

•  Measurable Skills Gain

•  Credential Attained
•  Enrolled in Secondary School Program

•  Credential Training Enrollment Date 

•  Post Secondary School Enrollment Date 

Presenter Notes
Presentation Notes
Example Elements Verified by Allowable Documents



Enter one take 
away from 
today’s Webinar 
into the chat. 



Questions?

Presenter Notes
Presentation Notes
If we were not able to answer your question at this time, keep an eye out for our Frequently asked questions in the Partner Express soon.



Resources

•Recording & PPT of Data Validation Webinar will be posted to 
DEED’s  website. 

•FAQ from webinars will be published in the Partner Express. 
•Email Questions Re: Data Validation at 
etpdatavalidation.deed@state.mn.us

• Electronic Document Storage (EDS) Policy 
•Electronic Document Storage (EDS) Webinar Recording

Presenter Notes
Presentation Notes
Bhagy – 

As we wrap us today’s training on data validation, I want to remind you of the valuable resources available to support your ongoing learning:

Webinar Recording & Slides: You can revisit the recording and Powerpoint presentation on the DEEDs Website.
FAQs: Check the Partner Express for a summary of frequently asked questions from our sessions.
Questions: If you have any questions about Data Validation, please reach out to us at etpdatavalidation.deed@state.mn.us
Additional links: Don’t forget to explore EDS policy and EDS webinar for more insights. 

Thank you all for joining today’s data validation training. It was great to see your enthusiasm and engagement throughout the session. 
I hope you found information useful and that you feel more confident in applying these techniques. Have a great rest of your day!

mailto:etpdatavalidation.deed@state.mn.us
https://apps.deed.state.mn.us/ddp/PolicyDetail.aspx?pol=578
https://minnesota.webex.com/recordingservice/sites/minnesota/recording/867c577e30cb103d9eb51a47f3a30206/playback


Thank you!

Presenter Notes
Presentation Notes
Bhagy - 

https://apps.deed.state.mn.us/ddp/PolicyDetail.aspx?pol=577
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