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« Enter your email address and password in the appropriate fields.

+ If you have forgotten your password, please click on “Password Recovery” in order to
reset your password. Follow the prompts.

« If this is your first time logging in the data collection tool, please enter your email
address. Then, enter the default password which is password.

* Once you have logged in, you will be directed to the Provider Records screen:
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« The CKEY codes/records entered during the last data collection period will automatically
populate.

« Prior to the data collection period, a CKEY list will be sent to you. If you do not receive
your CKEY list by the first day of the data collection period (e.g. May 1 or November 1),
please contact your regional employment coordinator:

© West TN- Ashley Sanders: ashley.h.sanders@tn.gov
© Middle TN- Michael Barbour: michael.barbour@tn.gov
© East TN- Angella Broussard: angella.broussard-chrisman@tn.gov

+ The current data collection year and month should automatically populate. Please
double check the month/year prior to entering data.

« Click the CKEY code to enter data for that record.

+ After you click on the CKEY code, the screen should look like the following:
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B Record Summary

& Print CKEY: 1234567899 m

2] 1. Was the individual employed al the end of the reparting montr

a What type of occupation is the job?
f the 5 months preceding the reporting month, how many months was the individual employed

Commentsiissues

Verification

ue
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EDITING A RECORD

* Then, click the green “Edit” button in the upper right-hand corner.
* The next screen will look like the following:
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TN SPDC Data Tracking x [ - 8 X
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TN SPDC Tool New October 2018 Individual Record G EconSys

B Record Summary Note:

+ Additional Questions will populate based on your selections. Please complete the form to the best of your ability.

« You must indicate that this record has been verified by checking the box at the bottom of the form. Only then will Tennessee be notified that this is
ready for review.

o ¥

& Pt

& Frof .

e CKEY: 1234567899 Inactive Individua
@ Lo

1. Was the individual employed at the end of the reporting month?

d. What is the reason for not being employed?

® A Seeking new employment

e. Does the individual have an ISP geal related to attaining a competitive, integrated job?

& Yes No

Comments/issues.

14 »| 17:41136:26

+ Use your CKEY list to match the CKEY code to the person’s name.

« Once you are sure you have the correct person, please answer the questions as
accurately as possible. You should only use information collected for the current data
collection month (e.g. April or October).

SPDC Data Trackin x B - = =
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TN SPDC Tool New October 2018 Individual Record G EconSys

[B Record Summary

4. How many jobs did the individual hold dlmng the reporting month?

a. What type of occupation is the job?

A. Office and Administrative Support Occupations Employer Name
B Management Occupations Employer Name:
=. Builging ana Grounas Cleaning and Maintenance Occupations Employer Name:
D Farming, Fishing, and Forestry Occupations Employer Name:
E. Education, Training, and Library Occupations Employer Name:
F Food Preparation and Serving Related Occupations Employer Name:
S Ir aintenance, and Repalr Occupations Employer Name:
H. Construction and Extraction Occupations Employer Name:

Sales and Related Occupations Employer Name:

Healthcare Practitioners and Technical Occupations Employer Name:

Employer Name:

» 14 »| 19:39/ 36:26
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+ If the person has multiple jobs, the system will allow you to enter more than one
occupation type. A sample is shown below:

C + = o X
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TN SPDC Tool New October 2018 Individual Record 5] EconSys

[B Record Summary
4. How many jobs did the individual hold during the reporting month?
& Print
© rac
a a. What type of occupation is the job?
-m
A. Office and Administrative Support Occupations Employer Name:
-
B. Management Occupations Employer Name
cupations Employer Name: Rest Stop
Employer Name
Employer Namp‘. Preschool
Employer Name
Employer Name:
Employer Name
Employer Name:
Employer Name

Employer Name:

Employer Name:

» la »| 26:06  36:26

VERIFYING A RECORD

"
by

Record Verification

| confirm that this individual's record contains valid information for the October 2018 time period. Even if this person is inactive (i.e. no longer
receiving services from your agency) or you do not recognize the CKEY code, you should still mark the verification box to indicate you have
reviewed the information.

+ Please select “Yes” in the verification box.

« Then, click the green “Save” button to complete the verification process.

+ Please verify the record even if the person is inactive, no longer served by your agency,
you do not recognize the CKEY code, the person is deceased, or the person is not
employed but is receiving day services.

*** Data is collected for all individuals receiving residential, day, or employment services
regardless of their employment status. ***

After you click the “Save” button, you should see the Provider Records screen. Now, there
should be a check mark in the “Verified?” column next to the CKEY code you just entered.
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|B Record Summary Year: Month:

Note:

+ Add Reco

There is a new check 0 be verified and checked 1o show Tennessee that your provider's report is ready for reviey

@raQ
CKEY Verified? a#M Q1A Q1B Q1.c Q1D Q1E Q#2 Q#F Q# Q4A Q#s
&

1234567899 v Yes |A] Yes 60 60.0 $600.00 1 IFl 3

| BT 21:12136:26

If there isn’t a check mark, please open the record again and double check the following:

+ All questions and sub-questions are answered

«  “Yes” was selected in the “Record Verification” section before saving the record

« The correct CKEY code was entered (all CKEY codes are 10 characters long)

« The “Inactive Individual” option was not selected for an inactive person or you answered
question 1 for an inactive person. When you answer the first question, the “Inactive
Individual” option will automatically unchecked.

What should | do if | have a CKEY code is on my CKEY list, but it is not listed in the data
collection tool/system? You should add the record.
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ADDING A NEW RECORD

ta Tracking X S = a X
€ c & hit apps.econsys.com r o
TN SPDC Tool Provider A October 2018 Records G EconSys
[B Record Summary Year: Month: |

2018 v October v
+ Add Record &

Note:
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CKEY Q1B Qi1c Q1D Q1E Q#2 Q# Q#4 Q4A Q#s
1234567899 v Yes ] Yes 60 60.0 $600.00 1 IF| 3
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« Click on “+ Add Record” which may be located in the upper left-hand corner on the
page, under “TN SPDC Tool”

Then, you will be guided to a blank record that looks like the following:

Tracking x  + - 8 X

€« X & hnt apps.econsys.com e o
TN SPDC Tool New October 2018 Individual Record G5 ECO[‘&‘S;JR

[B Record Summary Note:

+ Additional Questions will populate based on your selections. Please complete the form to the best of your ability.
« You must indicate that this record has been verified by checking the box at the bottom of the form. Only then will Tennessee be notified that this is
ready for review.

b CKEY Chara C-Key R # Inactive Individual
1. Was the individual employed at the end of the reporting month?

Comments/issues

Record Verification

| confirm that this individual's record contains valid information for the October 2018 time period. Even if this person Is inactive (L.e. no longer
receiving services from your agency) or you do not recognize the CKEY code, you should still mark the verification box to indicate you have
reviewed the information

Yes @ No

| 4 la »| 21:24 / 36:26
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+ Please enter the 10 character CKEY code from the CKEY list.

* The blank record may have the “Inactive Individual” checked. Once you answer the first
question, the “Inactive Individual” option will change automatically.

« Then complete, verify, and save the record

(> + = a X
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TN SPDC Tool Provider A October 2018 Records G EconSys
|6 Record Summary Year: Month _
Export Raw Data [lf Legend
2018 v October v -
+ Add Record
Note:
Fay 1 nt r a pop
€ IS a new checkbox on each individual record that needs 10 be verified and checked 10 show Tennessee that your provider's report is ready for review
o
CKEY Verified? a# Q1A Q18 Q1.c Q1.0 Q1E Q#2 Q# Q#4 Q4A Q#s

e
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-
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v
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Once all the CKEY codes/records are entered into the data collection tool and are verified
(with a check mark), your agency’s data collection is complete. Then, DIDD will receive a
notification specifying your data collection is complete.

PRINTING RECORDS

You do not need to print anything or send any paperwork to DIDD. The system will notify
DIDD when your data collection is complete.

If you want to print a record for agency use, click the “Print” option on the left side of the
page under “TN SPDC Tool.”
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FREQUENTLY ASKED QUESTIONS

There is an FAQ section within the program. Click on the “FAQ” option which can be
located on the left side of the page under “TN SPDC Tool”. The FAQ section will be updated
periodically.
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Frequently Asked Questions (FAQ) 5 EconSyg

Paul@in.gov, CCed at rdavis@econsys.com

Training Videos
General Information

1 What is the goal for the TN SPDC Tool?

he TN SPDC Tool serves as an

easy way for providers to deliver data to their program director

2 What is competitive integrated employment?

According 10 the Workforce Innovation and Opportunity Act (WIOA), competitive (CIE ull or par-1 i 3
igher, with wages and benefils similar to those without disabilities perform| n rkers without d
3 Where can | change my p:]ssword?
the left hand jation bdr, click on "Prof ou be able to update your pa ou K curre e. Pa: 2 and there
e requir in e _!" or special chara
4 How can | print my record?
the lefl hand navigation bar, while on the page want to print, click Print”. This will prompt a preview that w
Reporting Information
1 How do | create a new record?
First, se ch month a a port er he lef bar, sele

2 What are the column headers?

The column headers are questions. Hover over the text in the column header to be shown a pop-up of the text for the question
3 How can | change the reporting month/year?
Jse the dropdown boxes with month and year 1o select the proper reporting period

4 What kind of values should | enter?

V should be accurate to the individual you are reporting on a
5 Why can't| enter values into my report?
nce a ref eated, or contains any values, ¢

can't edit here but by clicking

please rem

la » 23:48 / 36:26
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UPDATING AN EMAIL OR PASSWORD

To update an email or password, click the ‘Profile’ option and you will be directed to the
following screen:

TN SPDC Tool Manage My Profile 5 EconSys

& Report

& Print Your email adaress will be your use
—— Email

& Profile

@ Logol password

> e 23:55 1 36:26

Enter the requested information. Then, click “Update”.

CONTACT INFORMATION

If you have any questions not covered in this guide, please contact your regional
employment coordinator:

* West TN- Ashley Sanders: ashley.h.sanders@tn.gov
* Middle TN- Michael Barbour: michael.barbour@tn.gov
* East TN- Angella Broussard: angella.broussard-chrisman@tn.gov
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