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SYSTEM CONTACTS

All questions regarding the Client Reporting System Users’ Guide should be directed to the appropriate
System Office staff as indicated below:

Area(s) Contact Person Telephone

Course/Curriculum Approval Sarah Kavanaugh | (608) 266-7591
Program Evaluation Ben Konruff (608) 266-1840
Grants (GPR, Perkins, AEFLA) Tou Ya Khang (608) 266-8879
Reporting Procedures and Requirements / General Anna Richter (608) 267-2485
Student Fees Anna Richter (608) 267-2485
Student FTEs Anna Richter (608) 267-2485
Career Prep and Start College Now Ann Westrich (608) 261-4588
Veterans Anna Richter (608) 267-2485

For technical support, please email support@wtcsystem.edu
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CLIENT REPORTING SYSTEM INTRODUCTION

Overview

The purpose of this manual is to provide guidance, to both users and technical staff, for collecting and
reporting the required data to the System Office on a consistent basis among Wisconsin Technical
College districts. It also provides an understanding of the data that will allow each district to effectively
utilize this data in internal decision-making processes. This manual is a combination of the information
from the former User’s Guide and Information System Manual (ISM).

The Wisconsin Technical College System is required to collect demographic data on individuals who
receive services, including course offerings, from the Wisconsin Technical College districts. The Client
Reporting System records contain information about persons served by a technical college, including
individuals served through grants financed by state administered funds and students who are enrolled in
WTCS courses. For all purposes relative to this reporting system, the term "grant" includes projects,
project activities, and grant activities. At the end of each fiscal year, districts are to submit grant activity
records for each client to the System Office for validation. This client data will be used for state and
federal reporting, data analysis, budget planning and other activities at the state level. The information
in this data system will also be critical to the districts for their planning and budget purposes.

A Client Demographic Record (S1), Client Grant Demographic Record (S2) and a Client Extended
Demographic Record (S5) must be submitted with the first Course Record (S3), Grant Activity Record
(S4), Basic Education Testing Levels Record (S7), Client Post 911 Veterans Benefits Record (S8), or Client
Program/Certificate Record (S9) submitted for each client each year. A Course/Staff Matching Record
(S6) will be required for all courses offered at the district. It should be noted that these S1, S2, and S5
records are a set and all three must be submitted for every client. Care must be taken in updating a
client’s status during a reporting year. Changes in status that make the client eligible to receive grant
activity services are to be reported. However, any change in a previously reported status which would
make a client ineligible to receive grant services is not to be reported.

The following grant activities are not to be reported:

a. Participants in information disseminating activities or one-time educational sessions / seminars,
e.g., attendees of a high school career day or single topic.

Note: Itis important to recognize that an individual’s needs may be met in a single session such
as one-on-one counseling in a project serving persons with disabilities, in which case the
participant is to be included in the reporting system.

b. Grant activities which do not provide direct participant services such as curriculum
development, professional development and equipment.

c. Clients served for less than two (2) hours under grant activities (including Basic Education
grants). This threshold is based on the aggregate of all activities - including assessment,
orientation, instruction, etc. Districts are not required to document the hours of service for this
requirement. The use of professional judgment regarding the service time required by project
staff at the time of initial contact is acceptable.

d. One-time-only and limited term funding sources. Refer to the Appropriation Number portion of
the System Office Grant Number data element of the Grant Activity Record (S4) to determine if
a particular funding source is to be reported. Only those appropriations listed are to be
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reported. As new funds are received by the System Office, a determination will be made
regarding this reporting exception and only those funding sources which must be reported
under the Client Reporting System will be added to the System Office Grant Number data
element.

The outcomes of all activities will, however, be reported in narrative form via the Project Evaluation
Report Form, VE 5.

For state reporting purposes, the reporting year for most Course Records and related Demographic
Records is June 1 - May 31 based on the start date of each course. Therefore, records are to be
submitted for all courses which start (or the student is first scheduled to attend) June 1 through May 31.
The length of a course, the ending date of a course or the amount of the course which occurs before or
after June 1 is irrelevant. Districts have the option of beginning Summer Session prior to June. For those
districts, the reporting year for Course Records would be from the date Summer Session begins prior to
the standard June 1 beginning date through the following year up to the date the following year’s
Summer Session begins.

The reporting year for Grant Activity Records and related Demographic Records is July 1 - June 30.
However, for grant activities, records are to be submitted for each reporting year that service occurs.
For example, if grant activity service occurs for the period April 1, 2018 through October 20, 2019, Grant
Activity Records must be submitted for FY 2017-18 (for the period April 1 through June 30) and FY 2018-
19 (for the period July 1 through October 20).

Record Definitions

There are eight types of records in the Client Reporting System. The Client Demographic Record (S1),
Grant Demographic Record (S2), and Client Basic Demographic Record (S5) are considered a "set" and
must always be submitted together. The Course Record (S3), Grant Activity Record (S4), Basic Education
Testing Levels (S7), Client Post 911 Veterans Benefits Record (S8), and Client Program/Certificate Record
(59) are optional based on the type of educational activities of the client. All records are 100 characters
long with unused positions to allow for expansion. All records for a client must have the same client
identifier. Although a client may receive services for several years, a new set of Client System Records
must be submitted for each client served every Fiscal Year. The grant Fiscal Year runs July 1 to June 30.
The course fiscal year runs June 1 to May 31, but occasionally courses may start prior to June 1 for the
upcoming Fiscal Year. Because grants and courses have a different Fiscal Year, grant activities that start
in June will be reported in a different Fiscal Year than their associated course records.

Note that the System Office is now accepting only complete resubmission of individual client
information. Therefore, any submission for a given client will replace ALL information previously
accepted for that client. The System Office direction is to further change processing procedures to
accept only complete fiscal year data resubmissions because partial submissions have been a source of
confusion. Therefore districts should take this into account as their data systems are redesigned.

Client Demographic Record (S1)

The Client Demographic Record contains information about each individual client served. It is one of
three demographic records that must be submitted for each client. If more than one (Client
Demographic Record (S1), Grant Demographic Record (S2) and Client Basic Demographic Record (S5))
Set is submitted for a client, the most recently accepted set will replace any previously accepted set. The
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Client Demographic Record set contains information required on all clients as well as optional
information.

Grant Demographic Record (S2)

The Grant Demographic Record must also be submitted for each client as part of the Demographic
Record Set. It contains information required for all clients participating in grant activities, clients served
by displaced homemaker, sex equity, and single parent grants; and clients served by basic skills
education grants. Any client not involved in a grant must still have a Grant Demographic Record, even if
a client receives no grant services.

Client Reporting Course Record (S3)

The Client Reporting Course Record contains information about each course in which a student enrolled
or each course for which the student is receiving credit for prior learning. The course fiscal year runs
from June 1 to May 31. Course records are not to be submitted for courses offered by CBOs under grant
activities.

Client Reporting Grant Activity Record (S4)

The Grant Activity Record contains information concerning the client outcomes of grant activities. A
separate grant activity record shall be submitted for each grant activity in which a client receives a
minimum of 2 hours of service. The grant fiscal year runs from July 1 to June 30.

Client Basic Demographic Record (S5)

The Client Basic Demographic Record contains the most frequently used demographic information. It
was created to allow for expansion of the Client Name into multiple fields and capture of multiple ethnic
codes. Other fields such as Birth Date and Sex Code were also moved to the S5 to facilitate cohort
tracking and file-matching activities. Special effort should be made to insure completeness and accuracy
of all data on the S5 record.

Client Course/Staff Matching Record (S6)

The Client Course/Staff Matching Record contains instructor ID information related to courses taught
and is used to match to the Course Offering Number, Course Section Number, and Location Code on the
S3 Course Record. All instructors reported on the S6 Record will be expected to have a matching Course
Offering Number, Course Section Number, and Location Code on the S3 Course Record unless there is a
No Matching FTE Code reported. All S3 Course Records will also be expected to have an S6 Record with
a matching Course Offering Number, Course Section Number, and Location Code.

There must at least one S6 Record reported for each course assigned to an instructor in the district’s
database. Only one S6 Record is required to be reported for each Course Offering Number, Course
Section Number, and Location Code. Multiple instructors need not be reported but will be accepted if
reported.

Note: This record will only be required to be reported at the end of the fiscal year.
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Client Basic Education Testing Levels (S7)

The Client Basic Education Testing Levels record captures results of pre- and post-testing activities in
basic education grant clients. It is used to document client progress as required for AEFL federal grant
reporting. The S7 record is only required for basic education grant participants. Basic education clients
who are enrolled in courses not supported by federal grants do not require S7 submissions.

There must be one S7 record submitted for each applicable basic education test administered.

Client Post 911 Veterans Benefits Record (S8)

Because of modifications to the WI Gl Bill program in 2009, it is necessary for the system office to collect
the amounts of federal Post 911 Gl Bill benefits received by districts and the compensation payments
made by districts to students whose benefits decreased as a result of converting to the Post 911 Gl Bill
program. The Client Post 911 Veterans Benefits Record has been created to report this information.
There are a maximum of three S8 records per student per fiscal year.

Client Program/Certificate Record (S9)

In FY 2010-11 the ability to collect granting of Pathway Certificates was added to the Client system.
These granted certificates are handled similarly to program enrollment/graduation. Therefore, the S9
record was created to collect both pathway certificates granted and program enrollments. Beginning
with FY 2011-12, program enrollments and graduation that was formerly collected on the S1 record has
been moved to the S9 record. By moving the program information to the S9 record, there is no
maximum number for program enrollments. Note that there is a separate S9 record for each program
enrollment and each pathway certificate granted.

Unique Record Keys

Formerly, the Social Security Number was the Client Identification Number and a part of the file key for
System Office purposes. We have now migrated to the use of the District Student ID as the file key for
data submission processing.

Each client record submitted to the System Office will contain certain fields (keys) that make the record
unique. These unique record keys include:

Client Demographic Record (51)
Record Identifier
District Number
District Student ID

Grant Demographic Record (52)
Record Identifier
District Number
District Student ID

Client Course Record (S3)
Record Identifier
District Number
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District Student ID

Course Offering Number (Course and Section)
Location Code

Recognized Credit Code

Grant Activity Record (54)
Record Identifier
District Number
District Student ID
System Office Grant Number
Grant Exit Date

Client Basic Demographic Record (S5)
Record Identifier
District Number
District Student ID

Client Course/Staff Matching Record (S6)
Record Identifier
District Number
District Staff ID
Course Offering Number (Course and Section)
Location Code
Semester
No Matching FTE Code

Client Basic Education Levels (S7)
Record Identifier
District Number
District Student ID
Test Date
Test Topic

Client Post 911 Veterans Benefits Record (S8)
Record Identifier
District Number
District Student ID
Semester

Client Program/Certificate Record (S9)
Record Identifier
District Number
District Student ID
Program Number
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ERRORS, ALERTS, AND WARNINGS

Districts are expected to submit correct information. However, it is recognized that there will be a small
number of records that will contain format errors or information that is incompatible with other
information and need correction. We also recognize that there will be records submitted that comply
with basic reporting requirements for a particular data element, but are considered errors due to not
meeting an additional reporting standard for that data element. As a result, we have created a new
category of edit message called an “Alert”. These are records that are technically in error, but will be
accepted into the file since they cannot be corrected and contain otherwise valid information. Finally,
there are also records submitted that include data outside the norm that may, or may not, be in error.
These records will be labeled as warnings. Below is a description of each edit message type.

ERROR — The record is out of compliance with reporting format requirements or the record contains
invalid codes and/or incompatible relational data between codes (either within the record or with other
records). An error message will be generated and the record in error must be corrected or removed.

Examples:
1. District Student ID Number field is left blank
2. Test Scores are reported that are incompatible with the NRS level reported

ALERT - The record is in a valid format for most records, but is out of compliance with additional
federal/state policies or reporting standards for a particular data element. The record contains
information that accurately reflects the activity that would be allowable outside the additional
requirements/restrictions; however, it cannot be corrected apart from removing the record. Since the
record is valid, it will be accepted into the file, but an alert will be generated to notify the district that
they are not in compliance with a reporting standard and future corrective action is required.

Examples:
1. Offering System wide Curriculum courses for less than the approved credit value
2. Not alternating the forms for ABE tests

WARNING — The record is valid in format, but contains information that may or may not be in error due
to being outside the standard/norm for the data element or the relationship between data elements. A
warning message will be issues and the record will be accepted into the file.

Examples:

1. A students age computes to <10 years

2. Aclient’s NRS level dropped by one or more years after testing
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A pre-edit check is performed on all submissions. If extensive errors are found that would cause most of
the records to be rejected, the submission will not be processed. The System Office Client contact will
call the district to request a re-submission.

If an error is detected in any data element on any record for a given client in a given submission, the
record with the error for that client in that submission will be rejected. All other records not in error will
be accepted and loaded into the data warehouse overnight.

Multiple error reports will be generated for every data submission. These reports will be available in the
File Submission Status section of the WTCS Portal immediately upon completion of the processing of the
file.

Alert and Warning messages will not cause a record to be rejected; however, they do indicate a
potential problem and are to be investigated by the district.

Error/alert/warning message abbreviations:

1st = First

2nd = Second

ACE = Adult and Continuing Education
Demo = Demographic

Dup = Duplicate

Inc = Incompatible

Inv = Invalid

LEP = Limited English Proficiency
Stat = Status

Term = Termination

Warn = Warning

Introduction



Client Reporting System Manual — FY 2021-22
Page 9

IMPORTANT REMINDERS FOR DISTRICT
REIMBURSEMENTS BASED ON CLIENT

Fire Service 2% Reimbursement

All client course records for Course Numbers that are identified as reimbursable fire service courses are
reported with Program Fee Code 09 and have an appropriate Fire Department ID will be reimbursed at
the end of the year based on client reporting record counts. These records must be submitted and
accepted by client reporting no later than June 30th of each year to allow time for System Office staff to
process the payments.

For a district to receive 2% funds reimbursement, the course record must include a valid Fire
Department ID, an eligible course listed on Table F, a Course Completion Status of 01, and a Program
Fee Code of 09. If a student successfully completes the same course more than one time in a fiscal year,
the district will only be reimbursed for one course completion. If a student successfully completes the
same course but in different fiscal years, the district will be reimbursed for one course completion in
each fiscal year. If a student successfully completes multiple different courses in a fiscal year, the
district will be reimbursed one time for each different course completion. Only students who are
members of a Wisconsin fire department are eligible for reimbursement. A member of a fire
department is a person occupying any position or rank within a fire department and involved in
performing any type of duties or responsibilities under the authority of a fire department. It includes
full-time and part-time employees or paid or unpaid volunteers. Students being sponsored by a fire
department who are not members of the department are not eligible for reimbursement.

Post 911 Veterans Benefits

Post 911 Veterans Benefits Record and Course Records with Wisconsin Gl Bill and Federal Post 911
Program Fee Codes (0A, 0B, 0C, OD, OE, 5A, 5B, 5C, 5D, 5E) must be submitted to HEAB (Higher
Educational Aids Board) by June 15 each year. Therefore, these records must be submitted and accepted
by client reporting no later than June 10 of each year to allow time for System Office staff time to review
and verify the accuracy of the data prior to submission to HEAB, who then uses the data to reimburse
districts for supplemental payments and fee remissions made to veterans. Note: There are three other
veterans’ data submissions, however, only the June 15 submission is used to distribute funds.

HazMat Reimbursement

The Hazardous Materials program, funded through the Wisconsin Emergency Management Hazardous
Materials Training Account, provides funds for students who are emergency responders. Beginning with
FY 2011-12, Hazardous Materials course reimbursement must have an eligible HazMat course number
and a program fee code of 59. These records must be submitted and accepted by client reporting no
later than June 30th of each year. These funds must be expended by the end of July following the end of
the fiscal year; therefore, Client Reporting records for these students must be submitted by June 30th of
each year to allow time for System Office staff to process the payments.

FEMA Fire Training

NOTE: Payments for Fire Training courses funded through the Federal Emergency Management Agency
(FEMA) Fire Training Grant are not based on Client data. Payments are based on invoices submitted to
the WTCS Fire Service Administrative Assistant, up to the maximum grant award. The total amount of
funds to be distributed is based on grant funding from FEMA and is distributed based on the total
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amount invoiced by all districts. Proration may be necessary if invoices exceed funding. Invoices may be
submitted any time after the course is completed by must be received by the System Office no later
than July 15% following the end of the academic year. Only students who have completed the
competencies of the courses are to be reported. Invoices and forms cannot be submitted until the
course is completed. Do not report any students who received a grade of Incomplete or “F.”
Reimbursement will be made periodically throughout the year as invoices are received.

Submit invoices to:

WTCS Fire Service Administrative Assistant.
Wisconsin Technical College System

4622 University Avenue

PO Box 7874

Madison, WI 53707-7874
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CONFIDENTIALITY

The Wisconsin Technical College System is required to collect demographic data on individuals who
receive services, including course offerings, from the Wisconsin Technical College districts. This
information is necessary to meet accountability requirements, conduct oversight and regulatory
analysis, produce reports detailing who received services from WTCS districts and to continue to be
eligible for state and federal funding.

Data identifying the need for special services (e.g., person with disability, disadvantaged, single parents)
must be collected and reported for all individuals who are eligible for services. The information collected
via this system creates a data base to measure need, account for expenditure of funds and justify
requests for continued and/or increased funding.

Information collected via this system will NOT be released in any form which allows for identification of
specific clients except to statutorily authorized agencies. This determination is to be made by the System
Office’s public records officer.
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SUBMISSION OF RECORDS

General

Section 38.04(11) Wis. Stats. requires, in part, that the state board “establish uniform reporting
methods for fiscal, enrollment, program and other information which shall be provided by the district
boards as the board deems necessary and shall require common use of the fiscal year for operations and
data reporting.” All Client Reporting records are to be submitted in the format and time lines
established by the System Office. The record types, data element descriptions, and layouts (including
the position on the record) are outlined in the sections of the guide related to each specific record.

Reporting Deadlines

The Client Reporting submission process begins in October for the current fiscal year and runs through
the following August 15. Districts are asked to submit current year-to-date Client Reporting data three
times a year; once by November 15 for Summer/Fall enrollments, the second for Summer/Fall/Spring
year-to-date by April 15 and final year end data by August 15. (Note: the November and April
submission timelines only apply to those districts that do not submit complete data for the other
submission requirements noted below)

For example: Records for courses/grants from summer and fall 2017 (which are part of FY 2017-18)
would first be submitted to the System Office by November 15, 2017 for enrollments on record as of
October 15, 2017. Updated records for summer, fall and spring enroliments would be submitted by
April 15, 2018 for enrollments on record as of March 15, 2018. Final updates of summer, fall and spring
enrollments will be processed through August 15, 2018, after which time the file will be closed for FY
2017-18.

These three processing “windows” are intended to allow the System Office to have a usable data base at
the close of each window. District Client data submissions will continue to be accepted between the
“windows” starting with the November submission until the file is closed for the given fiscal year.

In addition, AEFL grant data must be submitted 4 times a year. The due dates of these submissions are
October 14, January 14, April 14 and July 14. For example, for FY 2016-17, submissions are required on
October 14, 2016, January 14, 2017, April 14, 2017 and July 14, 2017.

Finally, veterans’ data is also submitted three times a year; twice to merge credits with the UW System
(due dates of October 15 and March 15 for merging with UW System credits) and once for submission to
Higher Education Aids Board (due date of June 10 for submission to HEAB on June 15) used to calculate
and distribute state aid to the districts for Supplemental Payments and Fee Remissions.

The following is a timeline of key due date information along with a description and the rationale for
collection.

e September 15 — Client Reporting file opens for the current fiscal year. The file will remain open
throughout the fiscal year.
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e October 14 — AEFL Testing (S7) and Ability to Benefit (ATB) data due to the System Office per
federal requirements.

e October 15 — Veterans (S8) Summer/Fall Semester credit data due at the System Office. This
credit data will be added to each veteran’s previous WI Gl Bill cumulative total credits and
merged with UW System credits by the end of October to create a database of total credits for
veterans to assist district staff in determining remaining W1 Gl Bill eligibility.

e October 15 to November 15 — Current year—to-date enrollment information due to the System
Office to provide System Office staff with current year information for trend analysis purposes.

e January 14 - AEFL Testing (57) and ATB data due to the System Office per federal requirements.

e January 31 - Summer and Fall Semester Course Completion Status is due for the current year
program level courses. This data is used in Outcomes Based Funding Measure # 4 — ABE
Transition.

e March 15 — Veterans (S8) Current year-to-date credit data due at the System Office. This credit
data will be merged with UW System credits by the end of March to create a database of total
W1 Gl Bill credits for veterans to assist district staff in determining remaining WI Gl Bill eligibility.

e April 14 - AEFL Testing (S7) and ATB data due to the System Office per federal requirements.

e March 15 to April 15 - Current year to date enrollment information due to the System Office to
provide System Office staff with current year information for trend analysis purposes.

e June 10 - Veterans (S8) Current year to date credit data due at the System Office. This data
includes final year end Supplemental Payment and Post 911 Federal Received information used
to calculate the amount of the WI Gl Bill fee remission submitted on June 15 to HEAB for
reimbursement and for the June 15 merging of credits with UW System credits.

e June 30- Fire Service 2%, and HazMat student course data due to allow for payment prior to
state fiscal year close.

o July 1 —-The “official” fiscal year end Client Reporting submission process begins for those
districts that have not been sending complete data throughout the year.

e July 1 - Client Course/Staff Matching Record must be reported with all submissions.

e July 14 — AEFL Testing (S7) and ATB data due to the System Office per federal requirements.

e August 15 — Final error and mismatch free previous fiscal year Client Reporting data is due. At
this point submissions will be frozen and data reviewed for accuracy/reasonableness. Only
modifications requested by the System Office will be accepted.

e September 1 — Client Reporting System closes for the prior fiscal year. Closing procedures are
run, reports are generated, external data is imported and loaded, and tables and edits are
updated in preparation for the opening of the file for the current year on September 1.

Other General Submission Information

For each client (students and grant recipients) enrolled in summer session, fall semester and spring
courses and/or those receiving grant services in this time frame, a Client Demographic Record (S1),
Client Grant Demographic Record (S2) and a Client Extended Demographic Record (S5) must be
submitted along with the applicable Course Records (S3), Grant Activity Records (S4), Basic Education
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Testing Levels Record (S7), Client Post 911 Veterans Benefits Record (S8), and/or Client
Program/Certificate Record (S9).

Beginning with January 2013, all Client data will be submitted via the WTCS Portal. For specific
instructions and submission requirements, please contact the Technical Reporting/MIS Issues contact in
the System Contacts section of the Introduction section of this manual. Client Reporting System records
will be edited before being accepted for the System Office's file in accordance with the edits in the Edit
Errors Section of this Manual.

Records with errors will not be accepted. All other records for a client are accepted into the file and
loaded into the warehouse overnight. For example, if you submit a client with an S1, S2, three S3
records, S5, and S9 and there is an error on the S1 and one of the S3s, the S1 and S3 with the error will
be rejected and all of the error free records will be accepted (S2, the other two S3s, S5, and S9). The
only exception to this rule is if there is an error on the S5 record. An error on an S5 record will result in
all records for the client being rejected. The rationale for this is that the data on the S5 record is the
primary criteria used to create the Client ID to unduplicate clients in our file and errors on an S5 record
would prevent a Client ID from being created and without a Client ID, records will not accepted into the
data warehouse. S6 record data will not be loaded since its sole purpose is to identify mismatches
between district course and staff data during the submission process.

All records in error will be displayed on the Client Reporting Edit Results Reports with an appropriate
error message. Rejected record files and error reports are available for viewing in the Portal. All
rejected records must be corrected and resubmitted to the System Office. This correction process is
available from September 1 through August 15 each fiscal year. Course/staff mismatches must also be
corrected by August 15, however, the S6 record will only be required to be reported between July 1 and
August 15 following the end of the fiscal year.

Errors due to missing grant outcome data do not require correction until the final submission process.

During the final year end submission process, all rejected and course/staff mismatched records for the
fiscal year must be corrected and resubmitted to the System Of