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Assistance with Unemployment Insurance (UI)
 (
Detailed Steps
Step-by-Step
             Important Facts    Overview
)Process: WIA 001 Report: Claimant Print of UI Activity 
WorkSource customers and UI claimants may sometimes request a print out of their UI claim activity in order to be eligible for services. WIA programs require verification of dislocated worker status and income, and many assistance programs through outside agencies require income verification. To provide verification staff may provide a WIA 001 report to individuals.
Important facts about this process:
1. WIA 001 reports may only be given to the individual that the information belongs to unless a consent form has been signed and provided.
2. Only ESD staff with access to the Data Mall WIA 001 report may access and print the report.
3. If a customer requires more information than the report provides they must make a request through Records Disclosure.
Process Steps:
1. Local office leadership designates staff with access to the Data Mall WIA 001 report.
2. Customer or non-ESD staff may request WIA 001 report. 
3. Staff verify customer’s identity with valid picture identification, such as driver’s license, state id, or military id.
4. If non-ESD staff are making the request, they must present a completed Consent For Release Of Unemployment Insurance Data. ESD staff review consent form for completeness.
5. ESD staff access report in Data Mall and print out to give to customer or non-ESD staff as requested. Signed consent form is kept in secure file by the Workforce Development Council and/or its contractor.
Staff Access to Data Mall WIA 001 Report
The Data Mall contains secure and confidential ESD information from GUIDE, TAXIS, DSHS, and LMEA, and other data sources. The WIA 001 report contains information about a worker’s wages and UI claims. This report replaces the previous practice of providing print out screens from GUIDE (Q02, Q05 and Q10) to customers for verification purposes. 
1. Local office leadership designates staff that will have access to the Data Mall WIA 001 report. 
2. To obtain system access, complete a UI Data Warehouse Access Request Form[image: Use SHIFT+ENTER to open the menu (new window).] and e-mails it to the designated UI Division’s security administrator.
3.  (
Detailed Steps
)Once the request is approved, the supervisor and requesting user(s) will be notified by e-mail.
4. ESD must delete access for staff if there is a change in duties, relocation to another office, or the staff person leaves ESD.  The supervisor must e-mail the UI data security coordinator to request the staff access be deleted.  The current security coordinator is identified in the UI Data Warehouse Access Request Form[image: Use SHIFT+ENTER to open the menu (new window).].
Customer Requests Income Verification Document
A customer may come into the WorkSource office to obtain a verification of income, proof of no income, or other UI claim verification. This is commonly done for energy assistance and other social service monetary assistance. It may also be requested to verify eligibility to WIA programs. The customer may ask for the documentation directly or through a non-ESD staff person.
1. If the customer asks for the information directly, verify their identity. Ask to view valid, unexpired photo identification such as State issued driver’s license or ID card, passport, or military ID. 
2. If the request comes from non-ESD staff, a Consent For Release Of Unemployment Insurance Data form must be completed, signed by the customer accompanied by a photocopy of the identification used.
3. ESD staff review the release form for completeness. If incomplete return the form and do not run the WIA 001 report.
Access WIA 001 Report in Data Mall
The ESD Data Mall is both a comprehensive and relatively straightforward system to access and retrieve data. 
1. Go to the InsideESD intranet site http://inside.esd.wa.gov/default.aspx (see fig. 1 on next page).
2. Under Tools and services in the middle lower half of the screen is the Data Mall link. Select the link to enter the Data Mall. 
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Detailed Steps
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(Figure 1, 
Inside
ESD)
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3. That will take you to the Data Mall home screen (see fig. 2a). On the menu bar near the top of the screen, select UI Division Data Mart. 
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(Figure 
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ESD Data Mall
)
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4.  (
Detailed Steps
) (
(Figure 
2b
, 
ESD Data Mall
)
)[image: ]The next screen (fig. 2b) gives a list of groups to choose from. Select WIA which will open up two more options. Select WIA001 - For WIA Eligibility and Claims Data.
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(Figure 
3
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ESD Data Mall SSN Entry Screen
)
)It will take staff with approved access directly to a screen to enter the Social Security Number (SSN) of the customer (fig. 3). After entering the SSN, select View Report.
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Detailed Steps
)The WIA001 report will display (fig. 4). To interpret what the data means, select the HELP link to retrieve WIA001 - For WIA Eligibility Claims Data Help Screen [image: Use SHIFT+ENTER to open the menu (new window).]. This will give details and descriptions of for each data category. The top table shows information about the customer’s UI claim. 
7. [image: ] (
(Figure 
5
, 
ESD Data Mall
 – Wage Quarters
)
)The bottom table (fig. 5) shows wages for the last four quarters.  There are disclaimers stated at the bottom of the page that staff should make customers aware of.


8.  (
(Figure 
6
, 
ESD Data Mall
 – export to PDF
)
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Detailed Steps
)To print the report it must first be exported to a PDF. From the export icon drop down select PDF (fig. 6).

9.  (
(Figure 
7, Open/Save p
op-up
)
)A pop-up box (fig. 7) will ask “Do you want to open or save this file?” Select Open. 
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10. [image: ] (
Detailed Steps
)An Adobe Acrobat PDF will display (fig. 8). Select the print icon and follow print instructions. Give a copy to the customer or WIA staff as requested.
 (
(Figure 
8, PDF display
)
)
11. Close the Adobe window. Close the Data Mall.



 (
Other Resources
)Policy/Mandates Informing This Process:
1. UIRM 5210 Release of Information 
2. UIR-Procedure-WIA 001 Report-0311 [image: Use SHIFT+ENTER to open the menu (new window).]
3. Consent For Release Of Unemployment Insurance Data
4. WIA001 - For WIA Eligibility Claims Data Help Screen - Final[image: Use SHIFT+ENTER to open the menu (new window).]
5. Chapter 50.13 Privacy and Confidentiality (RCW) 
6. WIA Policy 3920 Dislocated Worker Eligibility Determination
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