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1. Start developing a foundational database template early. The Department of
Labor will always have a Participant Individual Record Layout (PIRL) and most
of the same data will be required.

2. Enhance your Excel skills. Explore its capabilities!

3. Make sure whatever database or system that you are using can seamlessly
export your data directly and correctly into Excel.

4, Thoroughly train and consistently communicate with anyone who is entering
your data on the importance of entering the data correctly and evaluate their
effectiveness.

5. Make your edits and additions real time! Don’t wait until the end of the
quarter.
6. Copying and pasting are two good twin friends.

7. Verify, verify, and verify again.

8. Back it up!




