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SUBJECT: ELECTRONIC FILE 

REFERENCES. 

NMDWS State Technical Assistance Guide, Electronic File Management 

PURPOSE. 

This document provides guidance for uniform, paperless documentation of electronic records including 

participant files and other documents along with instructions on protecting participant information. 

This guidance provides instruction for the collection, dissemination, storage, and protection of 

information contained within digital files. 

BACKGROUND. 

The Northern Area Local Workforce Development Board (NALWDB) has transitioned to paperless record 

keeping by using an electronic document imaging and storage system. The NALWDB elects to first utilize 

electronic documents and requires electronic verification of eligibility requirements. The New Mexico 

Workforce Connection Online System (NMWCOS) allows internal and external access to provide all 

servicing partners the means to efficiently administer services to their participants. The One-Stop 

Operator shall ensure that the use of paperwork is reduced to a minimum. The electronic information 

will be made available to U.S. Department of Labor (USDOL) or State auditors or monitors who need 

access to carry out their official duties. Information will be made available by granting full access to the 

NMWCOS system. 

GUIDANCE. 

A. Medical Records

Currently, medical records containing information protected under the HIPM Act of 1996 -

such as health status, provision of health care, or payment for health care will be referenced

in case notes as appropriate and maintained in a paper format to be made available as

needed for monitoring and auditing purposes. The NMWCOS vendor is in the process of

developing an enhancement to the document imaging module that will allow for

suppression of sensitive documents that would only be accessible persons granted access to
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certifications or diplomas from educational institutions for data validation and reporting 

purposes. 

G. LEGAL STATUS OF ELECTRONIC DOCUMENTS

Electronic records submitted or maintained in accordance with procedures developed under

this policy, or electronic signatures or other forms of electronic authentication used in

accordance with such procedures, shall not be denied legal effect, validity, or enforceability

because such records are in electronic forJTI.

This policy rescinds any previous NALWDB policy regarding subject. 
-

. 

INQUIRIES: Contact WIOA Program Manager at 505-986-0363. 

DATE 
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