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The AHFE Knowledge Base page has Regional Program Standards (RPS) and a quarterly reporting template. 
 
 
Table of Contents 
 
Annual Enrollment Capacity:  Written Instructions ............................................................................................................................................................................... 2 

Annual Enrollment Capacity– People of Color:  Written Instructions ................................................................................................................................................... 2 

Career Boost:  Written Instructions ........................................................................................................................................................................................................ 2 

Performance Measures – Attainment & Advancement: Written Instructions ..................................................................................................................................... 3 

Performance Measures – Employment Rate:  Written Instructions ..................................................................................................................................................... 4 

Annual Enrollment Capacity:  Visual Instructions .................................................................................................................................................................................. 5 

Annual Enrollment Capacity – People of Color:  Visual Instructions ..................................................................................................................................................... 6 

Career Boost:  Visual Instructions ........................................................................................................................................................................................................... 7 

Performance Measures – Attainment & Advancement:  Visual Instructions ....................................................................................................................................... 8 

Performance Measures – Employment Rate:  Visual Instructions ........................................................................................................................................................ 9 

 
  



 2024-25 QUARTERLY REPORT GUIDANCE 
  A Home for Everyone (AHFE) 
 

UPDATED 9/30/25                                                                                                                                                                                                                                                                                                                                                                           PAGE  2 OF 9 

 

Annual Enrollment Capacity:  Written Instructions 

REPORTING ELEMENT DEFINITION AND METHODOLOGY HOW TO PULL THE DATA 

Enrollment Capacity All participants who received at least one 
service during the reporting quarter 

I-Trac Standard Reports: Services by Start Date – AHFE Fund 
 Choose AHFE Fund & Current Program Year 
 Click on View Report button 
 Click on Services by Start Date & confirm Filters- NONE 
 Click on the grand total for the desired quarter 
 Use reported # of Customers above the list of customers 

Annual Enrollment Capacity– People of Color:  Written Instructions 

Participants served who 
are people of color 

All participants, who are people of color, who 
received at least one service during the 
reporting quarter 

I-Trac Standard Reports: Services by Start Date – AHFE Fund  
 Choose AHFE Fund & Current Program Year 
 Click on View Report button 
 Click on Services by Start Date 
 Select Filters- People of Color from dropdown 
 Click on View Report button 
 Click on the grand total for the desired quarter 
 Note reported # of Customers above the list of customers 
 To get percentage, divide people of color number by enrollment 

capacity number 

Career Boost:  Written Instructions 

Job Search Training  # of participants who received Career Boost 
Services 

I-Trac Standard Reports: Local Measures – Career Boost Fund 
 Choose Career Boost Fund & Current Program Year 
 Select Provider = LWA Portland Metro - All Agencies 
 Click on View Report button 
 Click on Local Measures & confirm Filters- NONE 
 Find your program & click on the number for the desired quarter 
 Use reported # of Customers above the list of customers 
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Performance Measures – Attainment & Advancement: Written Instructions 
REPORTING ELEMENT DEFINITION AND METHODOLOGY HOW TO PULL THE DATA 

Attainment of 
Unsubsidized Employment 

Numerator: The participants employed by the end 
of Q4 following the exit date. 
 
Denominator: All exited participants that were not 
employed at registration.  

I-Trac Standard Reports: Local Measures – AHFE Fund 
 Choose AHFE Fund & Current Program Year 
 Click on View Report button 
 Click on Local Measures & confirm Filters- NONE 
 Use reported percentage for the desired quarter 

Attainment of  
Career Track Employment 

Numerator: The participants that are employed by 
the end of Q4 following the exit date in a position 
that aligns with the Career Track Employment goal 
identified in their Career Plan. 
 
Denominator: All exited participants. 

I-Trac Standard Reports: Local Measures – AHFE Fund 
 Choose AHFE Fund & Current Program Year 
 Click on View Report button 
 Click on Local Measures & confirm Filters- NONE 
 Use reported percentage for the desired quarter 

Advancement in 
Employment  

Numerator: The participants that have at least one 
advancement (defined below) in employment by 
the end of Q4 following the exit date.  
 
Denominator: All participants that were employed 
at enrollment or who are in the Unsubsidized or 
Career  

I-Trac Standard Reports: Local Measures – AHFE Fund 
 Choose AHFE Fund & Current Program Year 
 Click on View Report button 
 Click on Local Measures & confirm Filters- NONE 
 Use reported percentage for the desired quarter 
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Performance Measures – Employment Rate:  Written Instructions 

REPORTING ELEMENT REPORTING ELEMENT REPORTING ELEMENT 

Employment Rate in Q2 
following the Exit to 
Follow-Up Date 

Numerator: Number employed in Q2 after Exit to 
Follow-Up 
 
Denominator: All exited participants enrolled. 

I-Trac Standard Reports: WIOA Performance –  WS Adult Fund 
 Choose WS Adult Fund & Current Program Year 
 Select Provider = ALL 
 Click on View Report button 
 Click on WIOA Performance 
 Select Filters - Partner Fund = your program 
 Click on View Report button 
 Use reported percentage for the desired quarter 

Employment Rate in Q4 
following the Exit to 
Follow-Up Date 

Numerator: Number employed in Q4 after Exit to 
Follow-Up 
 
Denominator: All exited participants enrolled. 

I-Trac Standard Reports: WIOA Performance –  WS Adult Fund 
 Choose WS Adult Fund & Current Program Year 
 Select Provider = ALL 
 Click on View Report button 
 Click on WIOA Performance 
 Select Filters - Partner Fund = your program 
 Click on View Report button 
 Use reported percentage for the desired quarter 
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Annual Enrollment Capacity:  Visual Instructions 
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Annual Enrollment Capacity – People of Color:  Visual Instructions 
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Career Boost:  Visual Instructions 
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Performance Measures – Attainment & Advancement:  Visual Instructions 
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Performance Measures – Employment Rate:  Visual Instructions 
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