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Accessing WOTC/WtW Tax Credits Reports

Follow the steps below to access the ETA WOTC/WtW Tax Credits Reports.

1. Open your Web browser and type the following address in the URL location field at
the top of the window: http://www.etareports.doleta.gov (Figure 1).
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Figure 1. Web Browser — Location Field Displayed
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. Press Enter. The ETA Grantee Reporting System Login window is displayed
(shown in Figure 2).

Please Login:

Enter the Password for the grantee you are reporting on

Figure 2. Grantee Reporting System Login

3. Type the Password, and click Login. The Select Fiscal Year window is displayed
(Figure 3).
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WOTC/WtW Tax Credits Reporting System (TCRS)

Please Choose a Fiscal Year

Figure 3. Choose Fiscal Year window

4. Select a fiscal year from the drop-down list. The Choose Quarter End Date window
is displayed (Figure 4).

WOTC/WIW Tax Credits Reporting System (TCRS)

Please Choose a Quarter End Date

'Quarter End Date: || 08/30/2001 2| &

Main Menu List of Edit Checks Log out

Figure 4. Choose Quarter End Date window

5. Select a quarter-end date from the drop-down list and click Continue. The
“Certification Workload and Characteristics of Certified Individuals Work
Opportunity and Welfare-to-Work Tax Credits” page will appear.

Accessing/Reviewing the Edit Checks List for
WOTC/WIWTC

Follow the steps below to access and review the Tax Credits Reporting System Edit
Checks list. This is a list of fields that have unique edit checks (standard edits plus
additional edits). The list is provided as a user aid, to determine the formula that the
system uses to calculate a particular field, or to see which fields are automatically
calculated by the system.

1. Click List of Edit Checks from any window in the WOTC/WtWTC system. The Tax
Credits Reporting System Edit Checks list is displayed (Figure 5).

2. The edit checks are arranged according to the report name and then the report
sections. It provides the following information for each field in the list: “Type of
Field,” “Edit Check,” and “Edit Check Message.”

3. To print a list of the edit checks, click the Print icon on the browser menu bar. A
complete copy of the list is attached to this document in the Appendix.
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4. To return to the previous window, click Back at the top of the window, under the
title.
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Figure 5. Part of WOTC/WtWTC Edit Check List

For a complete list of edit checks, see Appendix A.

Certifications, Workload and Characteristics of Certified
Individuals

Follow the steps below to access the Certification Workload and Characteristics of
Certified Individuals program. The data can be saved without a PIN or saved and
submitted with a PIN. Detailed instructions for each individual field are provided online.
Also, a copy of the report can be printed for your records.

1. Enter the report data in the appropriate fields. Only numeric values may be entered;
no decimals or negative numbers are allowed (e.g., 4.5 or -25). The numbers are
automatically formatted by the system (e.g., commas are system-generated). The
maximum number of digits that can be entered is 8. If there is no data for a field, a
zero must be entered. Press the Tab key to move from field to field. Total fields are
cumulative and system-generated; you cannot enter data to these fields. The Name
and Title of Responsible Official fields and the Date Certified field are also
system-generated, based on user log-in information. These fields cannot be modified.

The online report form is shown in figure 6. Detailed field instructions can be viewed
online by clicking any underlined field title (e.g., “Total for Quarter”). To return to
the form from the online instructions, click the underlined title within the instructions.
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Figure 6. Certification Workload WtWTC and Characteristics of Certified Individuals
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2. When you are ready to save the report, you can save (only) without a PIN or save and
submit with a PIN,

Save Only (without a PIN): Click Save. A message is displayed (Figure 7) to

remind you that the report is saved, but not submitted. Click OK. The confirmation
message is displayed (Figure 8). It provides the state, period, and date that the report
was saved/modified. Click the print icon from the browser menu bar to print a copy of
the message window. Click the Back button on the browser menu bar to return to the
report. Otherwise, you may click Main Menu to return to the WOTC/WtW Tax
Credit Reports Selection (main menu) window or click Log Out to log out and
return to the ETA Grantee Reporting System Login window.
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Figure 7. Save Without PIN Warning

WOTC / WtW TC - Report No. 2: Certification Workioad and Characteristics of Certified Individuals
State: VIRGINIA

Report Period: 09/30/2001

Has been modified on 11/05/2002 01:49:09 and is awaiting Certification.

Main Menu List of Edit Checks Log out
Figure 8. Save Confirmation Message

Submit and Save with a PIN: Enter your PIN in the designated field at the bottom
of the report. Click Submit. A confirmation message is displayed (Figure 9), showing
the state, period, and date that the report was submitted. Click the print icon from the
browser menu bar to print a copy of the message window. Click the Back button on
the browser menu bar to return to the report. Otherwise, you may click Main Menu
to return to the WOTC/WtW Tax Credit Reports Selection (main menu) window
or click Log Out to return to the ETA Grantee Reporting System Login.

WOTC / WtW TC - Report No. 2: Certification Workioad and Characteristics of Certified Individuals
State: VIRGINIA

Report Period: 09/30/2001

Has been successfully submitted on 11/05/2002 01:49:41

And is now Submitted.

Main Menu List of Edit Checks Log out
Figure 9. Submit Confirmation Message

3. After you type all the report data, print a copy of the report to review for accuracy and
to retain for your records.
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To print the report:

1. Click the Print Report link at the bottom of the report form. You will see an HTML
version of the report, with the current values entered, and below it, the text:

To print report please open File/Page Setup menu, change Orientation to
Landscape and then press here

2. Click File on your browser’s menu bar; then click Page Setup. The Page Setup menu
will appear.

Under “Orientation,” select “Landscape.”
4. Click the Print button. The report will be printed on your default printer.

Note: After printing, you may need to return to your browser’s Page Setup menu to
reset the orientation to “Portrait.”

5. To return to the WOTC/WtWTC report window, click the Back arrow on the tool
bar at the top of the window.
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Appendix A: Tax Credits Reporting System Edit Checks

Back
Type of Field Edit Check Edit Check Message
Report 1 —
Conditional
Certifications Issued
L. By Issuing Agency
9. Total (for quarter) Read Only — >(1..8)
Automatic
Calculation
1. By WOTC Target
20. Total (for quarter) Read Only - 2(11..19)
Automatic
Calculation
Report 2 —
Certification
Workload
Part 1. Certification
Workload
A. No. of Requests Read Only - Item G from
Incomplete Automatic previous quarter’s
Calculation, except report.
1}
) for 1 quarter (9/30)
B. No. of Requests Read Only Item H from

Needing Action

Automatic
Calculation, except
L1}

for 1 quarter (9/30)

previous quarter’s
report.

_C. New Requests Data Entry
D. Total Requests to be Read Only - D=A+B+C
Processed Automatic
Calculation
E. Requests Certified Data Entry E=10b+ 10c
(Part I1)
| F. Requests Denied Data Entry
G. No. of Requests Data Entry
Incomplete
H. No. of Requests Read Only — D-E-F-G
Needing Action Automatic
a Calculation
Part 11 — Section |
10a. Total (for quarter) — Read Only - Y(la..9a)
No. Cond. Certs Resulting | Automatic
in Certifications Calculation
10b. Total (for quarter) — Read Only — Y (1b..8b)
WOTC Automatic
Calculation
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Type of Field Edit Check Edit Check Message
10c. Total (for quarter)— | Read Only — 10c=9c¢
WtW only Automatic
Calculation
10d. Total (for quarter) — | Read Only — Y(l1d..8d)
Dual Automatic
Calculation
Part 11— Section J
18a. Total (for quarter) Read Only — ¥(12a..17a); also Section J, Column (a) Line #18
Automatic 18a=10b is the sum of the column and
Calculation must equal the total for Section
I, Column (b) Line #10
18b. Total (for quarter) Read Only — ¥(12b..17b); also Section J, Column (b) Line #18
Automatic 18b = 10c + 10d is the sum of the column and
Calculation must equal the total for Section
I, Column (¢) and (d) Line #10
Part 11 — Section K — By
Occupation (DOT)
28a. Total (for quarter) Read Only — 2(19a..27a); also Section K, Column (a) Line
wOoTC Automatic 28a=10b #28 is the sum of the column
Calculation and must equal the total for
Section |, Column (b) Line #10
28b. Total (for quarter) — Read Only - Y (19b..27b}; also Section K. Column (b) Line
WtW, including Duals Automatic 28b = 10c+10d #28 is the sum of the column
Calculation and must equal the total for
Section [, Column (c) and (d)
Line #10
Part Il — Section L. — By
Occupation (O*NET)
42a. Total (for quarter)— | Read Only — Y(19a.41a); also Section L, Column (a) Line
WwoTC Automatic 42a=10b #42 is the sum of the column
Calculation and must equal the total for
Section I, Column (b) Line #10
42b. Total (for quarter) — Read Only - Y(19b..41b); also Section L, Column (b) Line
WitW. including Duals Automatic 42b = 10c+10d #24 is the sum of the column
Calculation and must equal the total for
Section 1, Column {c) and (d)
Line #10.
Report 3 —
Verification Results
A. Certifications Issued
I. Universe Size Read Only — Al =D (from
Automatic Report No. 2)
Calculation
2. Sample Size Data Entry A2 >= sample size
in Handbook (page
v-33)
3. Number Invalid Data Entry
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Type of Field

Edit Check

Edit Check Message

4. Percent Invalid Read Only - Ad=(A3/A2)* Line no.4 is not 5 percent or
Automatic 100: greater.
Calculation If A4 < 3%, do not | Please skip Line Nos, 5 & 6
complete lines AS
and A6.
If Ad >= 5%,
second sample
required
S.dNumber Invalid - Data Entry
2 Sample
6. Percent Invalid — Read Only - AG=(A5/A2)*
’ﬂd‘iam le Automatic 100:
“ R Calculation If A6 >= 5%,
corrective action
shall be initiated
B. Economic
Determinations
7. Universe Size Read Only - B7 = 1.3b (from
Automatic Report No. 2)
Calculation
8. Sample Size Data Entry B8 == sample size
in Handbook (page
vii-24)
9. Number Invalid Data Entry
10. Percent Invalid Read Only — B10 = (B9/B8) * Line no.10 is not 5 percent or
Automatic 100; greater. Please skip Line Nos.
Calculation If B10 < 5%, do 11 & 12
not complete lines
B11 and B12.
If B10 >=5%,
second sample
required
1 1. Percent Invalid — Read Only - Bl1=(B12/B8)*
ZHdSamplt': Automatic 100;
Calculation IfB11 >=5%,
corrective action
shall be initiated
12. Number Invalid - Data Entry

nd

2 Sample
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