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AccessLEARS Reporting System

The Core Services to Migrant and Seasonal Farmworkers Report consists of four report forms:
Servicesto Migrant and Seasonal Farmworkers (Part 1), Nature of
Problem/Accomplishments (Part 2), Services Provided Migrant and Seasonal Far mworkers
Equity Ratio Indicators (Part 3), and Services Provided Migrant and Seasonal
Farmworkers Minimum Service Level Indicators (Part 4).

Follow the steps below to access the LEARS Reporting System.

1 Open your Web browser and type the following address in the URL L ocation Field at
the top of the window: http://www.etar eports.doleta.gov (Figure 1).

; Please Login - Microsoft Internet Explorer ;[il x|
File Edit View Favorites Tools Help | i’;’
- e = el @ < i i =) & ~ .
0 Back @ |_L| |§| gl | o Search o Favores ﬂ’ Media {; =
iddress I kkps ) ey, ebareports, doleka, goy| j Go | Links

Figure 1: Web Browser Location Field

2. PressEnter. The ETA Grantee Reporting System Login screenis displayed in
(Figure 2).

((? m Grantee Reporting System
U.S ¥Department of Labor,
Employment and Training"’Administration

Please Login:

Enter the Passwand for the grantee you are reporting on

Password: [r7renre

ETA Grantee Reporting System

Figure 2: Grantee Reporting System Login Screen
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displayed (Figure 3).

ETA

U.S. Department of Labor
Employment ant Training Administration

LEARS Reporting System

Migrant And Seasonal Farmworkers Report

Plegse Choase a Program Year

|ngram Year: || 200m j

| Caontinue |

Type the Password then click = Laogin 1 The LEARS Reporting System Main Menu is

Main Menu Log out
ETA Grantee Reporting System
Figure 3: LEARS Reporting System Main Menu
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Enter Data: Servicesto MSFW (Part 1)

Access Servicesto Migrant and Seasonal Farmworkers (Part 1)

Y ou may enter and save datato the first three forms (Parts 1, 2, and 3) in any order, but to certify
and submit a complete report you must enter and save your datato Part 4 last.

Follow the steps below to access the Services to Migrant and Seasonal Farmworkers (Part 1)

report form.

1 Accessthe LEARS Reporting System Main Menu (Figure 3).

2. Select a Program Year from the drop-down list, and click | Continue

Ending Date menu is displayed (Figure 4).

ETA

U.S. Department of Labor
Ewmployinent ant Training Administration

LEARS Reporting System

Migrant And Seasonal Farmworkers Report

Please choase a Quarter Ending Date

Quarter Ending Date: [ [ETETZ

Cantinue |

Main Menu

Log out

ETA Grantee Reporting System

Figure 4: Quarter Ending Date Menu

. The Quarter

3. Select aQuarter Ending Date from the drop-down list, and click || _Continue | The
Report menu is displayed (Figure 5).
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ETA

U.S. Department of Labor
Employinent ant Training Administration

LEARS Reporting System

Migrant And Seasonal Farmworkers Report for District Of Columbia,
Quarter Ending: 09/30/2001

{Report was not Submitted)

Plegse choase o report:

bl Services to Migrant And Seasonal Farmworkers Repart (Partl) j
Report:

Continue |

Figure 5: Report Menu (Part 1)

4, Select Servicesto Migrant And Seasonal Farmworkers (Part 1) from the drop-down

Note: You must submit quarterly reportsin order. Y ou cannot skip aquarter. If you
attempt to access an MSFW report form (see Step 4 above) without having submitted a
report for the previous quarter an error message, similar to the sample below

(Figure 6), appears when you click | eI

ETA

U.S. Departinent of Labor
Employment ant Training Administration

LEARS Reporting System

WARNING :

Your report for the quarter ending 12/31/2002 has NOT been Entered.
Please submit your report before entering this quarter's report.
Thank you.

Main Menu Log out

Figure 6: Sample Error Message Screen

Enter/Update Migrant and Seasonal Farmworker Data Page 4



5.

If you have submitted your quarterly reportsin order, the selected form (Figure 7)

appears when you click

Continue .

ETA
) LEARS Reporting System
Department of Labor
7 ant Training -
Services To Migrant And Seasonal Farmworkers Repor
(Part 1)
State: Region: Quarter Ending; PY: OME Approval No. 1205.0035
District Of Columbia 2 09/30/2001 2001 Expiration Date: 06/30/2004
Previous Cumulative Report Cumulative
Reported Period [renp—
A Outreach
1. Best Estimate s of MSFWW's in the State 10
2. Humiber of MSFW contacts by ES staff 0 10 10
3. Humiber of (outreach) staff days by ES staff 0 10 10
4 Numiber of MSFW contacts by p erating staff 0 10 10
12 staff days cooperating agency staff pesformed outreach o 10 [0
B - Monitoring i
1. Total mamber of sigpificant Incal off 0 10
a. Number of signifivant local 0 1o
2. Numbaer of non-significant locel offices reviewed o B [12
- Violations to Enfos
1. Total number of ES.related apparent violations refetred ] 20 [0
o ToESA o 10 10
b.ToOSHA 0 10 10
2. ToOther 0 0 0
2. Totel nuniber of non E-related apparent o 30 30
2. ToESA o 10 10
b.ToOSHA 10 10
2. ToOther 0 0 10
Ltursl Clearance Opders
L. Totsl sumiber of agyicultursl orders cleated 0 #34 34
o Inirastale o 10 0
b Inierstate o 10 1
e H-24 related 0 14 14
Total mumber of o 30 30
aIntrastate o 0 10
b Intesstate o 10 1
o H-24 related 0 10 10
2. Nusmiber of orders on which field che cks were conducted 0 10 10
3. Husiber of orders on which violtions were found 0 40 40
2 Number of orders. rhich violations wer o “ 7 i
resolution
‘b Number of orders having vislations whish wee referred 1o enforsement ageno o 30 3
1) ToESA 0 10 10
2) To OSHA 0 0 10
ToOther o 0 10
AS::Z: ::nesult of a field check . pocsedngenese P ]I[I ]WU
E-USES
L Total o 52 [s2
2 MSFW, E3-rolsted. 0 f1o [10
b MSFW, non- ES-related 0
. non MEFW, ES yelated o)
4. non-MSF ES-related o)
2. Total number of MSFW ES-related laints referred o)
aTeEsA ) 10 1
b. ToOSHA 0 0 10
. ToOther 0 0 10
3. Total number of Non MEFW ES-related 0 ’430 30
2. ToESA 0 10 10
b. ToOSHA 0 10 10
. To Other 0 10 10
4 Total nunier of MSFW, NonES-related 0 131 131
2. ToESA 0 10 10
b.To OSHA o 111 111
¢.Ta Other o 0 10
3. Total number of MSFW, ES-related fter 45 days 0 35
Main Menu Report Menu Log out

Figure7: Servicesto Migrant and Seasonal Farmworkers (Part 1)
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Enter Datato Servicesto Migrant and Seasonal Farmworkers (Part 1)

1 Type the data in the fields within the white boxes. Pressthe Tab key to move from field
to field. You must enter whole numbers. No decimals are allowed.

2. Fields within the gray-bordered boxes marked with an asterisk are calculated
automatically—you cannot enter datato them.

3. If you enter dataincorrectly an error message appears, like the sample below
(Figure 8).

Figure8: (Part 1) Sample Error Message

4, Y ou may view instructions for afield online by clicking the field’ s underlined title—e.g.,
Outreach Services or, Agricultural Clearance Orders. To return to the form from the
online instructions, click the underlined title in the instructions.

5. After you type all your data, you may print a copy of the form for your records.

6. To save the form, click at the bottom of the form. A message is displayed
(Figure 9).

Microsoft Internekt Explorer x|
P

‘“‘r/‘ Your report has been saved and is awaiting submission.

0k I Zancel |

Figure 9: Confirmation Message
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Click OK. A screen appears confirming the date and time that the form was saved
(Figure 10).

ETA

U.S. Department of Labor
Employment ant Training Administration

LEARS Reporting System

Services to Migrant and Seasonal Farmworkers Report (Part 1)
State: District Of Columbia,
Region: 2
Period: 06/30/2002 is saved on: 06/05/2003 08:54 A.M. successfully .

Main Menu Repart Menu Log out

Note: Please print the screen for your records.

ETA Graniee Reperting System

Figure 10: Part 1 Confirmation Screen

Enter/Update Migrant and Seasonal Farmworker Data
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Enter Data: M SFW Nature of Problem/
Accomplishments (Part 2)

Access Nature of Problem/Accomplishments (Part 2)

Follow the steps below to access the Nature of Problem/Accomplishment (Part 2) report form.

1 Accessthe LEARS Reporting System Main Menu (Figure 3).

2. Select aProgram Year from the drop-down list, and click ||_Continue

Ending Date menu is displayed (Figure 11).

ETA

U.S. Department of Labor
Ewmployinent ant Training Administration

LEARS Reporting System

Migrant And Seasonal Farmworkers Report

Please choase a Quarter Ending Date

Quarter Ending Date: [ [ETETZ

Cantinue |

Main Menu

Log out

ETA Grantee Reporting System

Figure 11: Quarter Ending Date Menu

. The Quarter

3. Select aQuarter Ending Date from the drop-down list, and click || _Continue | The
Report menu is displayed (Figure 12).
Enter/Update Migrant and Seasonal Farmworker Data Page 8




ETA

U.S. Departinent of Labor
Employment ant Training Administration

LEARS Reporting System

Migrant And Seasonal Farmworkers Report for District Of Columbia,
Quarter Ending: 06/30/2002

(Report was not Submitted)

Please chooase o report:

MSFW's

R + |Nature of Prablem/accomplishments (Fart2) j
eport:

Figure 12: Report Menu (Part 2)

Select Natur e of Problem/Accomplishments (Part 2) from the drop-down list, and click

continue I- The selected form is displayed (Figure 14).

Note: You must submit quarterly reportsin order. You cannot skip aquarter. If you
attempt to access an MSFW report form (see Step 4 above) without having submitted a

report for the previous quarter an error message, similar to the sample below
(Figure 13), appears when you click | eI

ETA

U.S. Departinent of Labor
Employment ant Training Administration

LEARS Reporting System

Nature of Problem/Accomplishments
(Part 2)

The data for "03/31/2002" has not been state certified for this Pan.
You cannot enter data for the selected quarter {'06/30,2002°)

IMain Menu Eeport Menu Log out

Figure 13: Sample Error Message Screen

Enter/Update Migrant and Seasonal Farmworker Data
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5. If you have submitted your quarterly reports in order, the selected form (Figure 14)
appears when you click|[ continue

) LEARS Reporting System
U.S. Departinent of Labor
Employment ant Training Administration
Nature of Problem/Accomplishments
(Part 2)
Stats Region Quarter Ending Y- OME Approval No 1203-003%
2 Expiration Date: 06/30/2004
District Of Columbia 0973072001 2001
A- Services to MSFWS
Activity Comments (1000 charasters)
LOulreach
]
|
2 Monitoring
H
L]
3. Referral of iclstions
]
=l
4 Fielé Checks on
Clearance Crders =
|
5 MSFWWs Complaints
Bl
i
B - Program Name(s) of Office(s) Daie(s) of Review(s)
Local Office Visits
B
=
- Other (4000 Characters)
Othet
5]
=
Save
Main Menu Repart Menu Log out

Figure 14: MSFW Problem/Accomplishments (Part 2)

Enter/Update Migrant and Seasonal Farmworker Data Page 10



Enter Data to Servicesto Migrant and Seasonal
Farmworkers (M SFW) (Part 2)

1.

Type your narrative data in the fields within the white boxes. Pressthe Tab key to move
from field to field.

Y ou may view instructions for afield online by clicking the field’ s underlined title—e.qg.,
Outreach or, Referral of Violations. To return to the form from the online instructions,
click the underlined title in the instructions.

After you type all your narrative data, you may print a copy of the form for your records.

To save the form, click at the bottom of the form. A message is displayed
(Figure 15).

Microsoft Internekt Explorer x|
P

‘*‘r/‘ Your report has been saved and is awaiting submission.

0k I Zancel |

Figure 15: Confirmation Message

Click OK. A screen appears confirming the date and time that the form was saved
(Figure 16).

Enter/Update Migrant and Seasonal Farmworker Data Page 11



E TA LEARS Reporting System

U.S. Department of Labor
Employinent ant Traindng Administration

Nature of Problems/Accomplishments Report (Part 2)
State: District Of Columbia
Region: 2
Report Period: 09/30/2002
Has been saved on 04/292003 01:46 A.M. and is awaiting Certification.

Main Menu Report Menu Log out

Note: Please print the screen for your recoris.

Figure 16: Part 2 Confirmation Screen

Enter/Update Migrant and Seasonal Farmworker Data Page 12



Enter Data: Services Provided M SFW
Equity Ratio Indicators (Part 3)

Access Services Provided M SFW Equity Ratio Indicators

(Part 3)

Follow the steps below to access Services Provided Migrant and Seasonal Farmworkers Equity

Ratio Indicators report form (Part 3).

1 Accessthe LEARS Reporting System Main Menu (Figure 3).

2. Select aProgram Year from the drop-down list, and click | continue||. The Quarter

Ending Date menu is displayed (Figure 17).

U.S8. Departinent of Labor
Employinent ant Training Administration

LEARS Reporting System

Migrant And Seasonal Farmworkers Report

Please chaose a Quarter Ending Date

|Quarter Ending Date: | ngranre001 |

| Caontinue |

Main Meanu

Log out

ETA Grantee Reporting System

Figure 17: Quarter Ending Date Menu

3. Select aQuarter Ending Date from the drop-down list, and click
Report menu is displayed (Figure 18).

Continue . The

Enter/Update Migrant and Seasonal Farmworker Data
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ETA

U.S. Departinent of Labor
Employment ant Training Administration

LEARS Reporting System

Migrant And Seasonal Farmworkers Report for District Of Columbia,
Quarter Ending: 09/30/2001

(Report was not Submitted)

Please chaase « repart:

EISF‘z 2 IServices Provided Migrant and Seasonal Farmworkers Equity Ratio Indicators (Part3) j
eport:
Main Menu Log out

Figure 18: Report Menu

4, Select Services Provided Migrant and Seasonal Far mwor kers Equity Ratio
Indicator s (Part 3) from the drop-down list, and click || continue || The selected form
is displayed (Figure 20).

Note: You must submit quarterly reportsin order. You cannot skip aquarter. If you
attempt to access an MSFW report form (see Step 4 above) without having submitted a
report for the previous quarter an error message, similar to the sample below

(Figure 19), appears when you click | eI

E TA LEARS Reporting System

U.S. Departinent of Labor
Employment ant Training Administration

WARNING :

Your report for the quarter ending 12/31/2002 has NOT been Entered.
Please submit your report before entering this quarter's report.
Thank you.

Main Menu Log out

Figure 19: Sample Error Message Screen

Enter/Update Migrant and Seasonal Farmworker Data Page 14



If you have submitted your quarterly reports in order, the selected form (Figure 20)
appears when you click || continue

) LEARS Reporting System
U.S. Department of Labor -
Employment ant Training Administration
Service Provided Migrant and Seasonal Farmworlkers
Equity Ratio Indicators
(Part 3)
State: Region Quatter Ending: FY. OMB approvel No 12050039
tion Diate: 06/30/2004
District Of Columbia 2 09/30/2001 2001 Expiration Date
DATAITEMS
MSFW's Non-MSFW's Exquity
% o
Tndividuals # (et ity # s ) Ves o
A Total Applieati [100 E
L Referred to Jobs [10 [0 [30 [333 [« ®
2. Received Staff Assisted Servicss [50 [s0 [10 [r1a @ s
3. Refered to Support Service [0 | [10 [ @ [
4, Career Guidence [100 [ra0 [ [ & c
5.Job Development Contact [e0 [z0 [30 [333 s &
Total equity indicators met: |3 OUTOF _5
Comuments This space is for comments. =
2|
Main Menu Report Menu Log out

Figure 20: Services Provided Migrant and Seasonal
Farmworkers Equity Ratio Indicators (Part 3)

Enter/Update Migrant and Seasonal Farmworker Data
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Enter Data to Services Provided M SFW Equity Ratio Indicators (Part 3)

1 Enter your datain the fields within the white boxes. Pressthe Tab key to move from
field to field.

2. The columns headed by gray boxes contain fields that are automatically calculated—you
cannot enter datato those fields. The field Total Equity Indicators M et isalso
calculated automatically. Y ou may enter text to the Commentsfield only. No other

field accepts text.
3. If you enter dataincorrectly an error message appears, like the sample below
(Figure 21).
 icrosot Internet Explorer x|

=il

The value entered for this figld cannok be greater than
[ "%, Tokal applications' for M3FW's

Figure 21: (Part 3) Sample Error Message

4, Y ou may view instructions for afield online by clicking the field’ s underlined title—e.qg.,
Referred to Jobs or, Job Development Contact. To return to the form from the online
instructions, click the underlined title in the instructions.

5. After you type all your data, you may print a copy of the form for your records.

6. To save the form, click at the bottom of the form. A message is displayed
(Figure 22).

Microsoft Internet Explorer L x|

““?/ Your repott has been saved and is awaiting submission.

ok I Cancel |

Figure 22: Confirmation Message

Enter/Update Migrant and Seasonal Farmworker Data Page 16



Click OK. A screen appears confirming the date and time that the form was saved

(Figure 23).

ETA

U.S. Departmnent of Labor
Employment ant Training Administration

LEARS Reporting System

Service Provided Migrant and Seasonal Farmwaorkers Equity Ratio Indicators Report (Part 3}
State: District Of Columbia
Region: 2
Period: 09/30:2001 is updated on 06/05/2003 10:34 A.M. successfully

Main Menu Repart Menu

Log out

Note: Please print the screen for your recornds.

Figure 23: Part 3 Confirmation Screen

Enter/Update Migrant and Seasonal Farmworker Data
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Enter Data: Services Provided M SFW
Minimum Service Level Indicators (Part 4)

Access ServicesProvided M SFW Minimum
Service Level Indicators (Part 4)

To certify and submit your data, you must complete and save the Services Provided Migrant and
Seasonal Farmworkers Minimum Service Level Indicators (Part 4) after you have completed the

other three forms.

Follow the steps below to access Services Provided MSFW Minimum Service Level Indicators

report form (Part 4).

1 Access the LEARS Reporting System Main Menu (Figure 3).

2. Select aProgram Year from the drop-down list, and click
Ending Date menu is displayed (Figure 24).

| Continue

. The Quarter

ETA

U.S. Department of Labor
Employment ant Training Administration

LEARS Reporting System

Please choose a Quarter Ending Date

|Quarter Ending Date: | FETEETIR

Continue |

Main Menu

Migrant And Seasonal Farmworkers Report

Log out

ETA Graniee Reporting System

Figure 24. Quarter Ending Date Menu

3. Select aQuarter Ending Date from the drop-down list, and click

Report menu is displayed (Figure 25).

Continue . The

Enter/Update Migrant and Seasonal Farmworker Data
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ETA

U.S. Departinent of Labor
Employment ant Training Administration

LEARS Reporting System

Migrant And Seasonal Farmworkers Report for District Of Columbia,
Quarter Ending: 09/30/2001

(Report was not Submitted)

Please choose o report:

gISF‘: s ISemices Provided Migrant and Seasonal Farmworkers Equity Ratio Indicators {Pant3) j
eport:
Main Menu Log out

Figure 25: Report Menu

4, Select Services Provided Migrant And Seasonal Far mworkers Minimun Service
Level Indicators (Part 4) from the drop-down list, and click|[ continue Il -

Note: You must submit quarterly reportsin order. You cannot skip aquarter. If you
attempt to access an MSFW report form (see Step 4 above) without having submitted a
report for the previous quarter an error message, similar to the sample below

(Figure 26), appears when you click|| continue |I-

Enter/Update Migrant and Seasonal Farmworker Data Page 19



E T A LEARS Reporting System

U.S. Departinent of Labor
Employment ant Training Administration

WARNING :

Your report for the quarter ending 12/31/2002 has NOT been Entered.
Please submit your report before entering this quarter’s report.
Thank you.

Wlain Menu Log out

Figure 26: Sample Error Message Screen

5. If you have submitted your quarterly reports in order, the selected report (Figure 27)

appears when you click|[ continue

Enter/Update Migrant and Seasonal Farmworker Data Page 20



ETA

8. Department of Labor
E ant Training A

LEARS Reporting System

Submitted by:
Submission Date: 06/05/2003
Please enter your PIN to submit: Submit

Services Provided Migrant And Seasonal Farmworkers
Minimum Service Level Indicators
(Part 4)
State: Region: Quatter Ending; PY: OME Approval No. 1205-003%
District Of Colunhia 2 09/30/2001 2001 Expiration Date: 06/30/2004
DATA ITEMS Compliance Actual
Level Level Yes Ne
L Flacedinajob 425 % 50 % & c
2 Flaced$ 50 above minimum wage 14 0 B o ~ &
3. Placedin long term non-ag job 5 0 B o & P
4 Reviews of significant offices 100 % 50 % ~ &
5. Field checks conducted 25 % 20 % el «
6. Outteach contacts per staff day worked g [ c @
7. Timely process of S complsints 50 % B % c @
Total namber of minimum service level indicators met: |2
Comments: This space is for comments =]
=
ETA 5148 (Rew. October 2002)
Please save report before submitting
Main Menu Report Menu Log out

Figure 27: Services Provided Migrant and Seasonal Farmworkers

Minimum Service Level Indicators (Part 4)

Enter/Update Migrant and Seasonal Farmworker Data

Page 21



Enter Data to Services Provided M SFW Minimum Service
Level Indicators (Part 4)

1 Y ou can type numerical datain the column headed Actual L evel, and you can type text
datain the Commentsfield. All other fields are automatically completed.

2. Y ou may view instructions for afield online by clicking the field’ s underlined title—e.qg.,
Placed in ajob or, Timely process of ES complaints. To return to the form from the
online instructions, click the underlined title in the instructions.

3. After you type all your report data, you may print a copy of the report for your records.

4. To save your report, click at the bottom of the report. A message is displayed
(Figure 28).

Microsoft Internekt Explorer x|

?l‘/ Your report has been saved and is awaiting submission.

0k I Zancel |

Figure 28: Confirmation Message
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Click OK. A screen appears confirming the date and time that your report was saved

(Figure 29).

ETA

U.S. Departinient of Labor
Employment ant Training Administration

LEARS Reporting System

Minimum Service Level Indicator Report {Part 4}
State: District Of Columbia,
Region: 2
Period: 09/30/2001 is updated on: 06/05/2003 10:51 A.M. successfully .

Main Menu Report Menu Log out

Note: Please print the screen for your records.

ETA Graniee Reporting Sysiem

Figure 29: Part 4 Confirmation Screen

Enter/Update Migrant and Seasonal Farmworker Data
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Certify and Submit LEARS Report

To certify and submit your Migrant and Seasonal Farmworkers Report, you must save your
datato Part 4, then go the Report Menu. Follow the instructions below.

1 Click Report Menu at the bottom of the Part 4 Confirmation screen. The Report Menu

appears.

2. Select Services Provided Migrant and Seasonal Far mwor kers Equity Ratio

Indicators (Part 4) from the drop-down list, and click
(Figure 27) is displayed again.

| Continue

. MSFW, Part 4

3. Enter your PIN in the field provided at the bottom of the form, then click _Submit |

4, A confirmation screen appears indicating the date and time that you certified and

submitted your MSFW Report.

.S, Departinent of Labor
Emiployiment ant Training Administration

E 114 LEARS Reporting System

Migrant and Seasonal Farmwaorkers Report
State: District Of Columbia,
Region: 2
Pariod: 09/3072001

Bnd is now certified.

Main Menu Report Menu

Has been successfully submitted on: 04292003 04:24 P.M.

Note: Please print the screen for vour records.

Log out

Figure 30: Certification/Submission Confirmation Screen
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