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1. Overview

This user guide has been written to guide you through the process of using
the Ul Tax Data Validation Software to import and validate data. The next
section, “Installation,” provides a step-by-step description of how to install
the software on your PC. The “Tutorial” section provides information on
the menus and functions of the software and describes how to import data
and validate a population. Finally, the “Reference” section of the manual

provides a condensed list of all the menus and functions for quick reference.

After reviewing this guide, users should contact Mathematica Policy

Research, Inc. by emailing UITA@mathematica-mpr.com with any

guestions on using the software.



1. Installation

Step 1 - Load CD ROM/Download Software

Before starting installation of the software, quit any other programs that may
be running. Insert the CD into the CD-ROM drive and open up the CD
ROM directory, or download the software through the Internet. Click on
“Setup.exe” (this will distribute the files and set up the application in a
folder on your hard drive).

Click “OK”
Minimum hardware requirements:

OS - Windows 95 or better

RAM - 128mb

Disk Space — 5mb

MHz - 400

Suggested Screen Area - 800x600

Step 2 — Choose a location for the software

The default location for the software is shown in the folder text box. To
install the software in a different folder, click the Browse button on the
folder text box and navigate to the desired location. Make a note of the
directory where the files are being saved.

After selecting the destination folder, click OK to begin installation (this is a
button that has a picture of a computer on it).

Click “Continue” (you may have to wait awhile for this step to finish as the
software is installed).

When finished, you will get a message that the set up has been completed.

Click “OK”



Step 3 — Reboot computer

Reboot your computer before you continue with the setup process. If you
are loading the database for the first time, this is the final step in the

installation process.

Step 4 -- Select the Driver — For MS Access database

(Step 4 is only needed if you are adding a database, accessing the demo
database, or changing the default database. Skip to Step 5 if you are using
MS SQL Server.)

Go to the Settings — Control Panel and select ODBC Data Sources {32bit} if
using Windows 98. Double click.

£3 Control Panel C[5]x]

Eile Edt ew Go Favortes

L e L=k AR s =R

Addiess |50 Control Panel =
hame [ Description |
85 Add Mew Hardware hdds new hardwars to your system.
4 Add/Remove Programs Sets up programs and creates shortcuts
€ udioHn sudioHD Cortrol Panel &pplet
#5] DateTime Changes date, time and time zone information.
Display Changes display seftings.
4y Find Fast Micrasoft Find Fast (tm] content indsxer
il Forts “igws, adds and remaves fonts on yaur computer.
2}, Game Conhollers dds, 1emoves. or changes seftings for game controllers
G Intemet Options Changes your Intemet settings.
| Keyboard Changes settings for your kepboard.
B Livelpdate Symantec Livellpdate Manager
B Mail Micrasaft Dutlook Profiles
23 Modems Installs & new modem and changes madem propertiss.
) Mouse Changes settings for your mouse.
8, Mulimedia Changes settings for mulimsdia devices.
32 Ntwork. Configures network hardware and software.

Maintaine ODBC data sources and drivers
Maintains 32 bit ODBC data sourcss and diivers
Changes passwords and sets secuily options.
%, Fower Management Changes Power Managsment ssttings.

(2] Prirters Adds, 1emoves and changes settings for printers,
& QuickFinder Manager QuickFinder (tm] Manager. (] 1982-1336 Novell Inc:

@ Fiegional Settings Changes how numbers, currencies, dates and times are displayes

% S ounds Changes system and program sounds.

Bl system Provides system information and changes advanced settings.

5% Telephony Configure Telephory Drivers and Dialing Properties

5 Users Sets up and manages multiple users an paur computer.

1 obiect(s) selected [Maintains 32 bit DDBC data sources and drivers | I=4 My Computer



Next go to the User DSN tab, and click “Add”.

#10DBC Data Source Adminiztrator 2] |

Uszer DSM | System DSH I File DSM I Dinvers I Tracing I Connection Pooling I About I

Uzer Data Sources:

MHame

dBASE Files
Excel Files
FomPro Files
MIIS

M5 Access 97 Databaze
Tewt Files

I

JIDWE

Wizual FoxPro Database
Wizual FoxPro T ables

| Diiver | Add...
Microzoft dBasze Drver [*.dbf]
Mizrazaft Excel Driver [F.xlz] Bemove |
Mizrozoft FowPro Driver [#.dbf)

SOL Server Configure...
Microzoft Access Dnver [*.mdb)
kizrozaft Text Driver [tk = oev]
Drriver do Microzoft Access [*.mdb]
Diriver do Microzoft Access [*.mdb)
Mizrazaft Visual FosPra Drver
Microgoft Wigual FosPro Driver

An ODBC User data source stores information about how to connect bo
the indicated data provider. A& User data source is only vizible to you,
and can anly be used on the current machine.

| ] 4 I Cancel Sl Help

In the “Create New Data Source” window, select the Microsoft Access
Driver (.mdb) and click “Finish.”

Drriver da Microzoft para arquivos besto [tk * cev] 4
Crniver do Microsoft Access [*.mdb) 4
Drriver dao Microzoft dB asze [ dbf] 4
Drriver do Microzoft Excel* «lz]

Drriver do Microzoft Parados [F.db ]

Ciriver para o Microzoft Yisual FoxPro

Microzoft Access-Treiber [*.mdb]
icrozoft dBaze Driver [*. dbf]



Another window will pop up called “ODBC Microsoft Access Setup.” Enter
the data source name, which is “UIDVTax”. Then go down to the
“Database” option and click the “Select” button.

ST S SR

A window will pop up with your C: drive and file folders (unless you have
chosen to save the file elsewhere). Open the Program Files folder and scroll
down until you see the UIDVTax folder. When you open this folder up, the
UlTax.mdb and UlTaxDemo.mdb should appear in the left window.
Highlight the applicable file and click “OK.”

Select Databasze

*mdb

LIT aw.mdb = [-
T axDemo.mdb (= Prograrn Files
[T ax

Access Databazes [".m- o DRIVE__C |_

Click “OK” on each of the open screens to close them.



Step 5 -- Load the SQL Database — For MS SQL database users only

A file named UlTax.sql is located in the UIDVTax folder. This file contains
the SQL code required to create and load a SQL database version of the Ul
Data Validation Tax software.

The following steps are necessary to create the SQL version of the UIDV
Software:

1. Open the UlTax.sql file.

2. Modify the "CREATE DATABASE" part of the code to direct the
database to a valid folder on your network.

3. Once you have modified the file, use SQL Query Analyzer to run
the UlTax.sql script file.

Once the steps are complete the database is created.

After the SQL database is created, 14 text files need to be imported into the
SQL database. Listed below are the names of the text files located in the
UIDVTax folder. Each file name corresponds to the table name in the
database. Select each one and import into the SQL database.

System
SamplingDef
DatElementVal
DatElementVValComments
ReportedCountsl
ReportedCounts2
ReportedCounts3
ReportedCounts4
ReportedCounts5
Record_Layoutl
Record_Layout2
Record_Layout3
Record_Layout4
Record_Layout5

Once all files are imported, the SQL version will be ready to run.



Step 6 -- Select the Driver — For MS SQL database users only

This instruction will work only if you have already created the Ul Tax
database in SQL Server.

Go to the Settings — Control Panel and select ODBC Data Sources
{32bit}. Double click on this.

B3 Control Panel -[=]

Fle Edit View Go Favoites Help

-5 -mos Y DE[9 X EH[E-

Address [ Control Panel | ‘
Name [ Desciiptian
25 Add New Hardware Adds new hardware to pour system
7= 5 ddRemove Programs Sets up programs and ciestes shortcuts.
[ AudioH AudioHD) Control Panel Applet
35 D ate/Time: Changes date, ime and time zone information.
Display Changes display settings.
4y Find Fast Microsaft Find Fast () content indexer
LA Fonts Wiews. adds and removes fants an your computer.
/2L, G ame Controllers Adds. remaves, o changes settings for game contrallers
4G Internet Dptions Changes your Intemet settings
[ K eyboard Changes settings for your keybosrd
5 LiveUpdate Symantec Livelpdate Manager
539 1 il Microsaft Dutlook, Frofiles
| ZlModems Installs & new modem and changes modem propertiss.
5 Mouse Changes settings for your mouse.
88, Multimedia Changes settings for multimedia devices
B2 Network Configures network hardware and software.
@7 0DBC Maintains DDBC data sources and divers

DB 3; Maintaine 32 bit ODBC data sources and diivers
[ Passwords Changes passwords and sets security options.
L Power Management Changes Power Managsment ssttings.
(] Printers Adds. removes and changes settings for printers.
) QuickFinder Manager GuickFinder (tm) Manager. (C) 1992-1996 Navel, Inc
@9 Fegional Settings Changes how numbers, curencies, dates and times are displayed.
(& Sounds Changes system and program sounds.
B spstem Frovides system information and changes advanced settings.
<% Telephony Configure Telephony Drivers and Dialing Properties
€5 Users Sets up ahd Managss MUKPle USErs On YOUr computer.
1 object(x] selected |Maintsins 32 bit DDBC data sources and drivers |12 My Computer

Next go to the User DSN tab, click the “Add” button.

£10DBC Data Source Administrator |

Uzer DSN | Systern DSN I File DSH I Driversl Trau:ingl Connection F'u:u:-lingl About I

Uzer Data Sources:

| Diriver |
bicrozoft dB ase Dinver [*.dbf]
Excel Files Micrazaft Excel Driver [¢.xlz) Bemove
FouPro Files icrozoft FosPra Driver [5.dbf]
MQIS SAL Server Configure. ..
M5 Access 97 Databaze  Microzoft Access Dnver [5.mdb]
Tewt Files bicrozoft Test Driver [*.tat; * cav]
LD Drriver do Microzoft Access [* mdb]
IDvE Diriver do Microsoft Access [*.mdb)
Wizual FoxPro Database  Microzoft Visual FoxPro Drver
Wizual FosPro Tables Microsaft Wigual FosPro Driver

I

An ODBC User data zource stores information about how to connect o
the indicated data provider. & User data source is only wizible to vou,
and can only be uzed an the curent machine.

] 4 I Cancel Sppl Help




Select the “SQL Server” Driver and click “Finish.”

Create Mew Data Source

Select a driver for which pou want to et up a data zource.

Mame I Y :I
bicrosoft Parados Drover [*.db ]
kicrogoft Paradox-Treiber [*.db ]
bicrosoft Test Driver [* tut; * caw]
Microsoft Test-Treiber [* tut; * caw]
Microzoft Vizual FoxPro Driver
Microzoft Vizual FoxPro-Treiber
Poweer SGL Intermet Driver

A5

[ 0000 f b b

-

< Black I Finizh I Cancel

Enter the data source name, which is “UIDV”. Select the Server Name that
contains the UIDV Tax database. Press Next to continue.

Create a Mew Data Source to SOL Server

D

LI Tax Data alidation]

=




On the next screen that appears, double click on the second bullet “With
SQL Server authentication...” Then enter Login ID “uitaxuser”, Password
“uitaxuser”. Press Next until you get to the last screen where you enter OK.

Create a Mew Data Source to 5L Server

—

Step 7 -- Uninstalling the application

Before you install a newer version of the UIDV software it is recommended
that you uninstall the existing version of the software. Please follow the
normal process of uninstalling software on your computer.
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I11. Tutorial

A. Signing In

B. Importing Records
C. Report Validation

D. File Integrity Validation and Data Element Validation

11



Tutorial
A. Signing In
Step 1 — Opening the Software

Go to the start menu, click on programs, and then scroll to find Ul Tax
Validation System. Click on the Ul Tax Validation sidebar to open the
software.

Step 2 — Start-up Screen Sign In

Enter the Report Quarter being validated by entering the calendar year
followed by the quarter in YYYYQQ format. For example, enter 200102 if
the 2" calendar quarter of 2001 is being validated. If you are using the
demo database, select 200102 to view demo data and results for all five
populations.

Select the population to be viewed from the drop-down list. If population 2
Is selected, enter the State’s due date for employer reports due in the report
quarter being validated.

Click on “Sign-In” button.

« U003 - Sign In

After logging in a list of tips will pop up that provides brief explanations of
each function.
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Tutorial
B. Importing Records

State data for the period being validated are imported into the software.

Step 1 - Create a File for Each Population Based on the Record Layout

To view the record layouts for each population, open the Import Data
menu, and select Source Table Layout.

The extract file type is ASCII, comma delimited columns. Fields must be in
the order listed on the record layout. The Module 3 reference on the record
layout indicates the step where the State-specific values are documented.

The Data Type/Format indicates the generic values for text fields. These
must be followed by a dash and the State-specific value. For example, A -
01 would be stored for employer status indicator in a State where the code
“01” represents an active employer. Mandatory fields are specified.

Blanks are acceptable in optional fields. Blank or null values are not valid
for mandatory fields and will result in the record being rejected.

Each population has an extra field called “User Field” listed at the end of the
record layout. This field can be used for any additional data element that the
State wishes to include. However, it is not mandatory that you use this field.

Step 2 — Load Extract Data

Once the data are formatted according to the record layouts, open the
Import Data menu and select Import Extract File. Select the file to be
imported using the Select File box. Click Open to continue. The Import
File box will show the number of records imported.

It may take several minutes for the data to be imported, depending on the

size of the file. To view the imported file open the Import Data menu and
select View Source Table. This is a read only screen.

13



Step 3 — Review Error Reports

When the extract files are loaded, the software reads each record to ensure
that all fields are valid based on the specifications in Appendix A of the
validation handbook. Any records with invalid data, missing data in
mandatory fields, or duplicate records are rejected.

An error report is produced for each population which lists the records
rejected. The error reports are automatically saved to the UIDV tax folder
and are titled importerror.txt. To save each error report, the importerror.txt
file should be renamed so that it is not overwritten by subsequent error
reports.

After reviewing any error reports that are generated, ADP staff should
determine if the extracts must be regenerated or reformatted and reloaded.
If a very small number of records are rejected, it may not be necessary to
re-import the file.

Brrors in file: C:\Program FilesiUIDUTaxsextracts\pop3\pop3-1465.t=xt on 3/8/2802 4

Error with 0BS code
Error with 0BS code
Error with 0BS code
Error with 0BS code
Error with 0BS code
Error with 0BS code
Error with 0BS code
Error with 0BS code
Error with 0BS code
Error with 0BS code
Error with 0BS code
Error with 0BS code
Error with 0BS code
Error with 0BS code
Error with 0BS code
Error with 0BS code
Error with 0BS code
Error with 0BS code
Error with 0BS code

888602 . Object required error in column #7 Item is required.
8886813. Object required error in column #7 Item is required.
888815. Object required error in column #7 Item is required.
8880837. Object required error in column #7 Item is required.
80886838. Object required error in column #7 Item is required.
8886839. Object required error in column #7 Item is required.
888671. Object required error in column #7 Item is required.
8886092 _ Object required error in column #7 Item is required.
9806093. Object required error in column #7 Item is required.
888186. Object required error in column #7 Item is required.
888187 . Object required error in column #7 Item is required.
086188 . Object required error in column #7 Item is required.
886118. Object required error in column #7 Item is required.
886111. Object required error in column #7 Item is required.
886112_ Object required error in column #7 Item is required.
806134. Object required error in column #7 Item is required.
8086135. Object required error in column #7 Item is required.
8086158. Object required error in column #7 Item is required.
8086163. Object required error in column #7 Item is required.

Step 4 — Repeat Same Process for All Populations

Follow the same set of steps to import the data for all of the populations.
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Tutorial

C. Report Validation

Step 1 - Enter Reported Counts
Click on the Report Validation menu and select Enter Reported Counts.

This opens a data entry screen for entering the reported count figures. The
first column, Report Item, displays the applicable report item numbers from
the ETA 581 report. The second column, Description, provides a text
description of each report item. In the third column, Count, the validator
enters the item counts from the reports.

In the Count column, enter all of the reported counts from the ETA 581
corresponding to the reporting period selected.

Populations 4 and 5 also have dollar amounts on the ETA 581. For these
two populations select the second tab, Dollars, to enter the dollar amounts in
the Amount$ column.

Total Mew
Mewy, ==30 days

Memwy, == 180 days

Total Successor

Successor, ==90 days

Succeszar == 180 days

Inactive Terminations

Enter counts
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Step 2 - View Report Validation Summary

This step allows the user to view the report validation summary. There is no
data entry required -- it is a read-only function.

Click on the Report Validation menu and select View Report Validation
Summary.

This function displays a report that calculates the difference between the
validation counts and the reported counts. A percentage of error is generated
for each population. Percentages greater than 2% result in a Failure for the
particular population.

Report Validation Summary (Tax). Population 1 - for Report C

De=scription ETA 531 ttem Reported Subpopulation  ¥alidation Court Court® Court
Courit Courit Difference Difference Fazs/Fail
Mty cantrinwary em pkyers 1 Sz 141 38,222 V] i -
Mty reim bursing 2m playare. 2 o] 1.2 f=x] V] i -
All active employers 29,015 Total 29,015 i 00%  Pazz
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Step 3 - View Report Validation Table

This step allows the user to view the validation subpopulations. There is no
data entry required, it is used for analysis purposes.

Click on the Report Validation menu and select View Report Validation
Table.

This opens a window displaying a summary of each validation
subpopulation and the total number of records and dollar amounts, where
applicable, for each subpopulation.

Double click on the arrow in the far left column of each subpopulation to
view the detailed records in that subpopulation.

- =N

2094391 944547 3222
1 91674760752 793

Double click to view detailed records in subpopulation 1.1

17



Detailed Records for Subpopulation 1.1

1| 000000007 | A C 1174 i 394287
2| 000000011 (A Cf 11178 g 274400
3| 0000000135 (A /e 111151 G| &0741469
4| 000000014 | A / C 1HT7 gl 11144115
S| 000000017 | A / C 1H7E g S7E100
G DO0O000Z0 | A / C 1HI7E i 1636350
7| DODO0D0ZE | A / C 1A7G i 1456400
G| 000000031 .ﬂ./ C 11181 g 3836257
9| 000000040 C 11178 i 552480
10 DEIEIEIEIDEI4}/ A C 7H#E0 G| G7TE34474
11 000000942 A C 1H7E g 420000
12 DDDDQ&’DSS A C 1HI7E i 1300373
13 DEIEI)Zﬁ:IDDS-fl A C 4177 i 4627405
14 DyﬁDDDDSS A C ar7i82 g 7768481
15 /ﬁDDDDDDSE A C 11178 i 351000

Sort Detailed Records

To sort records in ascending or descending order, double-click the heading
of the column you wish to sort.

Widen Columns

To increase the width of the columns, go to the intersection of the heading
and click the mouse button and drag to desired width.

18



Step 4 - View Duplicates
This step applies to populations that have duplicate detection (1, 2, 3 and 5).

This step allows the user to view the duplicates identified by the software.
There is no data entry required, it is used for analysis purposes.

Click on the Report Validation menu and select View Duplicates.

This opens a window which displays all of the records for the population,
the EAN or other unique identifier, and the date and other fields that are
used to determine duplicates.

i@ UIDY Report Viewer

000 1 —

Duplicate Detection Report - Population Five

EAN auditid EmpSize Changefudit AditComp Date TotWaneRecarmt Tax

1334567890 131 Y A4/3/01 F 000
1334567890 131 T 453101 $ 000

L4AR 556890 128 T A/3101 $ 000
1462356220 122 T 43101 $ 000

1356567290 133 b A/3/01 $ 0.00
1356567220 133 H 43101 $ 000

12AR553490 136 T A/3101 $ 000
1862353420 13& T 43101 $0.00

19



Tutorial
D. File Integrity Validation (FIV) and Data Element Validation (DEV)
Step 1 - Validate Sampled FIV Cases

Click on the FIV/DEV menu and select FIVV Samples Worksheet.

This opens a window that displays a summary of the sample for the
particular population. Double click on the sample row to view the sample
detail for the records chosen for that sample.

|_ FI'v - Sample 1.1 -1.2 Minimum Sample

Double click on arrow to open worksheet for each sample

This will open up the FIV validation worksheet for the sample selected. The
validation worksheet includes all of the data elements to be validated
following the rules specified in Module 3 of the Ul Validation Handbook.

Each column contains a particular element to be validated. The step number
refers to the step in the validation handbook. Follow the rules for this step,
as specified in Module 3, by checking all necessary screens and other
documentation to determine if this data element is valid.

If the data element fails one or more of the rules on the given step, go to the

Pass/Fail column and click on “0” for pass. If the data element does not
pass all of the rules on the given step, click on “1”” in the Pass/Fail column.

20



Follow this same series of steps for each observation in the sample. At any
time, click on “Refresh Counts” — the software will calculate the total
errors for all of the sampled cases at the bottom of the sample detail screen.

naoaoaoa?
00000001 1
000000739
000000373

| [MatchErrors  [Emp Status  [EmpTupe  [Liablrit Datd [Lish Fopen Dat{ /T Date [ Active Datel
I R N A .

Click on “0” for Pass or “1” for Fail

21



To print the worksheets for individual records, click on the FIV/DEV menu,
select FIV Samples Worksheet, and open up the sample detail that includes
the records that you want to print. Put your curser to the left of the Seq field
for the record you want to print. Double click on the record to format the
record for printing. Once the record is formatted, click the printer icon at the
top left of the screen to begin printing.

UlITax Sample Validation

For EAT: 000000007

Data Element Value Pass/Fail

seqno 1

Obs 1

subpop 11

EAN Iy Pass
EmpStains & Pass
EnpType C Pass
LiabIniiDate 111674 Pass
Liah enDate Pass
ITDate Pazs
ActiveDate Pass

To print all of the worksheets for a particular population, click on the
FIV/DEV menu and select Print FIV Samples Worksheets. All sampled
records for the population will be formatted for printing. Once formatted,
click the printer icon at the top left of the screen to begin printing. The
sampled records for the population will print sequentially.
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Step 2 — Data Element Validation Sorts

Click on the FIV/DEV menu and select Enter Data Element Validation
Counts. This screen specifies sort numbers and corresponding steps and
rules in Module 3 to use in conducting the data element validation. This
screen is also used to data enter the DEV results.

Click on the Report Validation menu and select View Report Validation
Table. Double click on the subpopulation specified for a sort. The number
of records in each subpopulation appears in the top right corner of the detail
screen. Select the heading of the column to be sorted, and double click. The
records will then be sorted for comparison to the Module 3 DEV rules for
that sort. If the sort involves multiple subpopulations, perform the sort on
each subpopulation and total the records reviewed and the errors prior to
entry in the Enter Data Element Validation Counts screen.

When each sort is completed, the total number of records reviewed and the
errors found are entered in the Enter Data Element Validation Counts
screen.

Use the Window menu to toggle back and forth between the Enter Data

Element Validation Counts and the View Report Validation Table
screens.

23



Step 3 — View Summary/Analytical Report

Click on the FIV/DEV menu and select Summary/Analytical Report.

This opens a summary report that is generated after the FIV sample
worksheets and the DEV sorts have been completed. There is no data entry
required, this screen is used for analysis purposes.

For file integrity validation, the report displays the total number of cases
checked for each subpopulation and whether the subpopulation passed or
failed validation. For data element validation the report shows the number of
cases checked, the number of errors, the percent of errors, and whether or
not the sort passed validation.

Summary/Analytical Report 1 - Active Employers
File Integrity Validation

Step Sub- Mumber of

Type FPopulation Column # Cases Checked FassiFail
FIv 1.1 Al 2 Pass
FIv 1.2 Al 2 Pass

Data Element Validation

Step Sort Sort Step/Ruls #of Fass or
Type Mumber Ky in Cases # of % of Fail
Handboolk  Checked  Erors  Ermmors

Sort 151 Emplover Status 34 38222 0 0.00% FPass
Sort 1572 Emplover Type 240 38222 0 0.00% Fass
Sor 153 Emplover Type 2B 3 1 33.33% Fail
Sort 1.A EAN 2442 4 1 2500% Fail
Sort 1B EAN 2812 4] 1 16.67% Fail

24



Step 4 — TPS Validation

For populations 3 and 5 only, click on the FIV/DEV menu and select Enter
TPS Comments. This screen provides a data entry box. In the box, enter
the following information:

1.
2.
3.

Universe for the TPS sample

Period covered

Method used to draw sample (responses = skip interval,
automated randomization, PICKNMBR)

Was sample selected correctly

Any problems found

Other comments

25



Step 5 — Wage Item Validation

Click on the FIV/DEV menu and select Wage Item Validation Worksheet.

This screen provides a worksheet for wage item validation. In the header
row, check whether batches or representative time periods were the method
used to select wage records. In the box, enter the following information for
each mode:

Method used to select wage records for validation
Period covered

581 count for the batch

Recount for the batch

Number of items with missing 1D

Number of items with missing amount

Number of double counted items

No oA ®wNE

The worksheet then calculates the total errors and the percentage of errors by
mode.

12/02/02 0 144 44%
12/02/02 100.00%
12/02/02
12402402
l_ Computer Disk 12/02/02
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IVV. Reference Guide

A. File Menu

The first menu on the start-up screen is called “File.” Options in this menu
include:

1. Show Tips at Start-Up
Users can choose whether or not the tips appear at Start-up.

2. Exit

Select this to exit the program.

B. Import Data Menu

The second menu on the start-up screen is called “Import Data.” Options in
this menu include:

1. Import Extract File

Select this tab to import data into the application. See the record layouts
for the appropriate data record format.

2. Source Table Layout

This function displays a copy of the population record layouts. Copies of
the record layouts for each population can be found in the Ul Data
Validation Handbook.

3. View Source Table

This function displays all of the records in the extract file, except for any

cases that were rejected by the software for not meeting subpopulation
specifications and the validation period criteria.
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C. Change Population Menu

The third menu on the start-up screen is called “Change Population.”
Options in this menu include:

1. Change Population

This returns the user to the Sign In pop-up window where the user can
change the population by selecting a new population and clicking on the
Save button.

 UD03r - Change Reporting Period

200102
1- Active Emplovers |_

=i

2. Change Reporting Period
This returns the user to the Sign In pop-up window where the user can

change the report quarter within a population by selecting a new report
quarter and clicking on the Save button.

¢ U003r - Change Reporting Period

=i
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D. Report Validation Menu

The fourth menu on the Start-up screen is called “Report Validation.”
Options in this menu include:

1. View Report Validation Table

This function provides a window where you can see a summary of each
subpopulation description and totals of records and dollar amounts,
where applicable, for each subpopulation (see first screen example
below).

Click on the arrow in the far left column next to a subpopulation to view
the detailed records in each subpopulation (see second screen example
below).

SEE Lo

2094391 944547 FF222
1 91674760792

1| 000000007 | A C 1174 i 394287
2| 000000011 (A C 11178 g 274400
3| 0000000135 (A C 111151 G| &0741469
4| 000000014 | A C 1HT7 gl 11144115
S| 000000017 | A C 1H7E g S7E100
G DO0O000Z0 | A C 1HI7E i 1636350
7| DODO0D0ZE | A C 1A7G i 1456400
G| 000000031 A C 11181 g 3836257
9| 000000040 | A C 11178 i 552480
10( 000000041 | A C 7H#E0 G| G7TE34474
11 000000042 | A C 1H7E g 420000
12 000000033 | A C 1HI7E i 1300373
13 000000034 | A C 4177 i 4627405
14| 000000055 | A C ar7i82 g 7768481
15[ 000000056 | A C 11178 i 351000
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2. View Report Validation Summary

This function displays a report that calculates the difference between the
validation count and the report count.

Report Validation Summary (Tax). Population 1 - for Report C

De=scription ETA 531 ttem Reported Subpopulation  ¥alidation Court Court® Court
Courit Courit Difference Difference Fazs/Fail
Mty cantrinwary em pkyers 1 Sz 141 38,222 V] i -
Mty reim bursing 2m playare. 2 o] 1.2 f=x] V] i -
All active employers 29,015 Total 29,015 i 00%  Pazz

3. View Duplicates

This function displays a report that lists duplicates identified and rejected
by the software when importing each population extract.

i UIDY Report Yiewer

Duplicate Detection Report - Population Five

auditid EmpSize ChangeAudit FuditCompDate Totwane RecAmt Tax
1334567850 151 Y 443401 §oo0
1334567890 151 T 4301 $ 000

1482536850 128 4301 $ 000

T
1482356830 122 T 4301 $0.00

1536567890 133 N 4301 $ 0.00
15363567830 133 N 4301 $0.00

12362553450 136 T 4301 $ 0.00
18523553430 138 T 4301 $0.00
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4. Enter Reported Counts

This function displays the data entry screen for entering reported counts
into the respective fields based on report item.

Total Mewe
Meswy, ==390 days

Mewy | == 180 davys

Total Successor

Successor, ==90 days

Successar == 180 days

Inactive Terminations
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E. FIV/IDEV Menu

The fifth menu on the Start-up screen is called “FIV/DEV.” Options in this
menu include:

1. FIV Samples Worksheet:

This function provides a window to view a summary of the sample for
a particular population (see first example screen below). Click on the
summary row to view the sample detail (see second example screen
below).

|_ FI'v - Sample 1.1 -1.2 Minimum Sample

0ooooa0a7
000000011
000000739
000000373




The validator checks each column and clicks the mouse on the
pass/fail column to indicate whether the information is correct or not.
The validator clicks on “0” if the data element passed validation, and
“1” if it failed validation.

Click refresh counts to view the total errors for all of the sampled
cases at the bottom of the sample detail screen. To print a sampled
record, the validator places the curser to the left of the Seq field for
the record to be printed. Double click on the record to format the
record for printing. Click the printer icon at the top left of the screen
to begin printing.

2. Print FIV Samples Worksheets

This function enables the user to print the FIV worksheets in batch
mode for an entire population.

UITax Sample Validation

For EAT: 000000007

Data Element Value Pass/Fail

seqno 1

Obs 1

subpop 11

EAN Qoooaaaay Pass
EmpStatus By Pazs
EmpType C Pass
LiahInitDate 1i1r74 Pagsa
Liah enDate Pass
L TDate Pass
ActiveDaite Pazs
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3. Enter Data Element Validation Counts

This function displays a screen for entering data element validation
record counts and results. It also cross references each data element
sort to the Module 3 step and rules applicable to each sort.

i Data Element Yalidation Counts.

Ermployer Status
Ermployer Type
Employer Type
EAM

EAM
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4. Enter TPS Comments

For populations 3 and 5 only this function displays a screen for
entering TPS validation results.

5. Wage Item Validation

This function presents a screen for entering information about wage
item validation and computing the total errors and the percentage of
errors by mode.

12/02/02

144.44%

12/02/02

100.00%

12402402

12/02/02

l_ Computer Disk 12/02/02
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6. Summary/Analytical Report:

This function displays a report that is generated after the FIV samples
worksheet, DEV counts and results, and TPS comments (for
populations 3 and 5) have been completed. The report calculates
errors for each applicable FIV sample and DEV sort.

Summary/Analytical Report 1 - Active Employers
File Integrity Validation

Step Sub- MNumber of

Type Fopulation Column # Zases Checked Pass/Fail
FIy 1.1 All 2 Fass
FIv 12 All 2 Fass

Data Element Validation

Step Sort Sort Step/Rule # of Fass ar
Type Mumber Ky in Cases # of % of Fail
Handboolk  Checked  Ermors  Emmors

Sort 151 Emplover Status 34 38222 0 0.00% Fass
Sor 152 Emplover Type 2AH 38,222 0 0.00% FPass
Sort 153 Emplover Type 2B 3 1 3333% Fail
Sort 1.4 EAN 2442 4 1 25.00% Fail
Sort 1B EAN 2B/2 4] 1 16.67% Fail
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F. Utilities Menu

The sixth menu on the start-up screen is called “Utilities.” Options in this
menu include:

1. Compact Database

Eliminates the temporary memory storage by compacting the
database.

2. Fix Database

In the event the user receives an error message that says the database
Is damaged, this function will repair the database.

3. Switch Database

Allows user to save the current database and import new data without
overwriting. Situations where this function would be used include:

a. archiving prior validation findings

b. splitting the validation file into two databases to keep the size
manageable in large States.

G. Window Menu

The seventh menu on the start-up screen is called “Window.” Options in
this menu include:

1. Cascade

Realign open windows to appear in a cascade from the top left corner
of the screen.
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2. Tile Horizontal

Realign open windows horizontally.

3. Tile Vertical
Realign open windows vertically.

This menu also indicates the name of the open windows, with a check
next to the dominant window.

H. Help Menu

The eighth menu on the start-up screen is called “Help.” Options in
this menu include:

1. Help Contents

This feature is under development.

2. Contacting Mathematica Policy Research, Inc.

This feature provides contact information for users who would like
additional assistance with installing or using the software. Users
should email UITA@mathematica-mpr.com, and specify the software
version being used, the specific question, and the user’s contact
information.

3. About

This feature provides the software version number and product
development information for the application.
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