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What isthe
purpose of TPS?

What isthe
purpose of this
handbook?

The TAX PERFORMANCE SY STEM (TPS) Program provides
information for the State Employment Security Agency (SEsA) and
the Department of Labor (DOL) in order to assess the quality of the
State's Unemployment Insurance (U1) tax operation. At the Sesa
level, this information helps State Administrators improve, where
warranted, the revenue operation of their ul programs. At the
Federal level, the information helps DOL carry out its
responsibilities of oversight, technical assistance, and policy

devel opment.

A considerable amount of datais gathered during TPS reviews. It
is used for analysis and reports and is shared among the States.
Datais gathered for each of the six tax functions reviewed:

Status Determinations m  Collections
Cashiering = FeldAudit
= Report Delinquency = Account Maintenance

Each of these functions has information derived from one or more
of the following methods used in the TPS procedures:

Computed Measures

Methods Surveys

Program Reviews (consisting of Systems Reviews and
Acceptance Samples)

To help use the data collected, an automated system has been
developed to store all information. This handbook was devel oped
to explain this automated system — both what the system is and
how to useit.

All TPS units have access to the Ul computer system. This system
is aso used by the Benefits Quality Control (BQC) Program, the Ul
Required Reporting (UIRR) system, and other Ul projects. Data
entry terminals will be available within each TPS unit providing
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A Quick Tour of
the Contents

connectivity to the computer. The system is designed to allow
access only to users having proper approval to prevent unauthorized
use by other people on the Ul computer.

Thefirst chapter, "Getting Started — Overview," provides
background information on the user's guide, including the standard
or global EDP rulesfor using the data entry system. The remainder
of the guide is organized following the data processing
programming modules that are developed for entering TPS data.
Separate chapters address the three methodol ogies used in the TPS
investigative process and each is a separate module in the
automated system.

The user's guide is divided into the following chapters:

Getting Sarted - An Overview introduces you to the computer
equipment needed to run the TPS software and the software
necessary to support the TPS system, both commercially purchased
and custom developed packages. Also described are the setups
needed to allow TPS users permission to enter data. Instructions
are given for global procedures — such as cursor movement,
menus, menu bars and the mouse — used in all data entry sessions
regardless of the module involved.

Computed Measures provides detailed data entry instructions for the
Computed measures module. This chapter is further broken into
subsections, one for each of the tax functions using measures:
Status Determinations, Report Delinquency, Collections and Field
Audit. Within each subsection you are given detailed stepsin using
the software. Thisincludes what each screen looks like, how data
isretrieved, updated, deleted etc. along with edits, error messages
and help provided.

Methods Survey will cover the detailed data entry instructions for
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the Methods Survey module. Asin the chapter, Computed
Measures, it will be further broken into subsections for each of the
tax functions using surveys. Status Determinations, Report
Delinquency, and Collections.

Program Review [to be developed] will provide detailed data entry
instructions for the Program Review module. It will contain two
subsections reflecting the two portions of a program review:
Systems Review and Sampling. These will be broken down further
with sections for each of the tax functions using either of these
methodologies.

Other Management Tools [to be developed] will provide the
capability to produce miscellaneous reports or add other features to
the system as enhancements.

Technical References includes a glossary, database table layouts,

path names, utilities, and data elements used along with their
definitions.
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Hardware

This section introduces you to the computer equipment and

required software — both commercially purchased and custom
devel oped packages — needed to support the TPS software.
Information is provided about the setups you need to get TPS user's
permission that will let you enter data. Also described are global
procedures — such as cursor movement, menus, menu bars, and the
mouse — you will use for all data entry sessions regardless of the
module involved.

Let's begin with a description of automated processing in a broad,
general manner, including commonly used terms and definitions.

Hardwareisthe physical equipment that operates the system, such
asthe central processing unit (CPu), terminal, modem, and printer.
The cpu inside the computer receives data from information
entered from the keyboard, another input device, or program.

The terminal is the screen (monitor) and the keyboard. More than
one terminal can use asingle cpu. There are two waysto join the
terminal with the cpu. One way is directly (hard-wired) through
electrical cables. The other way uses a modem that sends the
signals from the keyboard over atelephone line to the cpu.

The printer produces a paper or hard copy of information contained
in the computer.

A diskisaflat, circular plate with a magnetic surface where data
and programsreside. The hard disk is a permanent, internal part of
the computer. A floppy disk, also called a diskette, is portable and
stores copies of the software or other information produced by the
computer.

Magnetic tape is like afloppy disk but stores much more

information. The computer system currently uses only magnetic
tape, specifically either 9-track tape or 8 mm cartridge Exabyte. A
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Software

Database
Systems

tape (or afloppy disk) can transfer its contents to other machines,
archive old data, or restore information accidentally removed from
the hard disk.

Softwareis acollection of step-by-step instructions, called
programs, written in alanguage the computer understands and can
execute. Some programs do a particular task that the user initiates,
while other programs work without the user's knowledge to
internally control the computer's operation.

A menu isalist of options appearing on the monitor. It may be a
list of programs or commands. This section describes different
types of menus used in the TPS system. A menu-driven system
allows you to execute complicated tasks without knowing technical
computer language and commands.

Data are an aggregate collection of information stored in the
system. Dataresideinfiles. Thefile structureisalogical way of
storing data. Understanding this structure helps you to find the data
you need and to create new databases.

Filesresidein directories. A directory isahierarchical way of
grouping data and programs contained on the system. The software
contains a standardized directory structure for each account.

Another component of software is the database system. A database
system is a collection of data stored in the computer in alogical and
consistent manner. Using this type of system allows the
development of multiple applications using a common database.
Also, the database system allows the computer to store data
efficiently and yet allow easy retrieval.

Relational Database. A relational databaseis a collection of data

stored in two or more tables that share a common column-name
[key field] that joins the tables together in asingle database. This
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key field allows you to create relationships across tables when
guerying adatabase. Y ou can look at data stored in several tables
asif they were asingletable.

To create arelational database, you must first create a database and
then several tables. All the tables need akey field to link them
together. Tables can be linked by naming one column in each table
thesame. A joinfield isasinglefield that represents data from
columnsin different tables. All the tables must belong to the same
database.

INFORMIX-SQL. Thiscommercia software product created the Ul
database (UIDB) you are using. INFORMIX-SQL is the database
management component of the package. It organizes, stores, and
retrieves data. Once you become familiar with the user guide
received with the INFORMIX package, you can begin to create useful
programs and reports yourself.

An INFORMIX database has tables, rows, columns, screen forms,
reports, and files. A table organizes datainto rows and columns. A
row is arecord in the table containing all the datafields. A column
contains the data of a specific field for each record. A screen form
enters data into the system from the keyboard. Y ou can create a
screen form by selecting a table name, then compile it to the newly
generated form name. A report allows you to arrange and format
database information. Y ou can then direct the resulting output to
the monitor, to aprinter, or to afile. A databasefileisacollection
of records or rows.

For example, you may decide to make a database for information
relating to allocating personnel for areview of atax function for a
year and quarter. Y ou decide that the information contained in the
table should be login id, tax function, year, and quarter. This
information for each loginidisarow. Individual items, such as
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Window
Systems

loginid, are column or field names. Several rows make atable;
several related tables make a database.

Files do not always contain data. Some contain text, such asa
word processing file (aletter) or instructions for the computer to
follow (aprogram). In using the system, you may create and name
files. Remember to create a unique name for each file so that the
computer will know where to find the information stored in them.

A window system is a collection of programs that lets you use and
display many different applications on a single workstation screen.
By dividing the screen into several small, possibly overlapping
sections, called windows, you can run multiple login sessions
simultaneously on different hosts. These can include graphics
display programs, figure drawing programs, mail reading programs,
and text reviewers.

Let's briefly discuss three types of commercial window software
products — JAM, Motif, and eX ceed.

JAM. Thiscommercial software product created the software
you'reusing. It hasagraphics user interface (Gui), which includes
the screen form development interface, a Reportwriter interface,
and a programming language of its own which was used in the
development of the TPS applications. JAM provides avariety of
components for screen development called widgets. These include
such things as pushbuttons and scroll bars, which give the
application a graphics look.

Motif. This software provides guidelines on how awindow
system user interface for graphical computers should look and feel.
The user interacts with the application by typing at the keyboard
and by clicking, selecting, and dragging various graphic elements
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of the application with the mouse. Once the application is running,
the user controls the application by choosing graphical elements
rather than typing commands. Motif uses highlighting and
shadowing to make buttons and other components ook three-
dimensional. For example, when a button is clicked on, it appears
to be pressed in and rel eased.

eXceed. eXceed isan x-emulation software program that gives
your pC graphics capability. It actsasif it were aterminal by
sending charactersto, and receiving characters from, the computer.
When eX ceed receives specia characters that would tell areal
terminal what to do — such as clear the screen or move the cursor
— it trand ates these special charactersinto the commands to do
this on the display.
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Examples of
Windows

Main Menu
Window

Let's now look at the many types of windows designed using JAM
and Motif.

The uis Main Menu, shown below, is an example of amain menu
window. Thistype of menu isapopup vertical menu. The
cascade pixmap as shown in the figure indicates the presence of
submenus for the menu option in focus.

Example: Main Menu Window

Cascade pixmap

The menu leads you to the particular software program you want to
run. You can choose an item from the menu in avariety of ways:
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= Click on the option with the mouse.

= Highlight the option with the up or down arrow (89) keys, then
press or the space bar.

®  Press the mnemonic entry (the underlined letter in the option,
example, "R" for , "B" for Benefits Quality Control).

Continue making selections from the vertical popup menus until
you reach the program you want to run. Once the program you
want appears, different screens or menus are displayed.

Utilities Menu The Utilities menu is used to select a particular X-windows utility
you want to perform. Although the menu does not include al the
utility applications available for the X-Windows system, it has the
most used and most useful utilities (example, calculator, clock, mail
tool).

To activate a utilities menu, click the right mouse button outside all

windows, or put the cursor in the top left corner and press (R
Shown below is an example of a Utilities menu window.

F-1-7 R 12/00



ET HANDBOOK NO. 407 APPENDIX F
TAX PERFORMANCE SYSTEM

DATA ENTRY USERS GUIDE

GETTING STARTED OVERVIEW

Example: Utilities Menu Window

Thisisavertica menu. The options displayed lead you to the
particular commercia software you want to run.

Y ou can pick an item from the menu in various ways:

®  Click on the option with the mouse.
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xterm Command
Line

If you accessed the Ultilities menu using 21, there are two
additiona ways to choose a menu option.

= Highlight the option with the up or down arrow (89) keys, then
press or the space bar.

® Pressthe mnemonic entry (example, "I" for Clock, "a" for
Calculator).

Once you arrive at the program you want to run, different screens
or menus appear depending on the program. These applications
were not developed by TPS. Separate user manuals for the
respective products are available. Check with your State's SUN
Systems Administrator for more information.

Y ou can use the xterm command line, if required, to access and
edit files. 1t will not normally be used to run TPS applications.

To activate an xterm command line, click the middle mouse button
(for athree-button mouse) or the left and right buttons
simultaneously (for a two-button mouse) outside al windows, or
position the cursor in the top left corner of the screen, then press

/A .
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Shown below is an example of an xterm command line in an xterm
window.

Example: xterm Window

opn/dhomeseaizr |
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Menubar The menubar is another common menu. Although every gpplication
has a menubar, the options displayed on the menubar may differ
depending on the application. However, as a sandard, the Hel p option
will bein the right corner of the menubar. Shown below is an example
of awindow displaying atypica menubar.

Example: Window with Menubar

Menubar

Requested Yearsluarter:

Repart. & ROC UIRR ROC

DATA MAME Element # EDP ID

# of Mewly Establizhed Accounts ETA 581 - #14 Shl

# of Mewly Establizhed Accounts ETA 581 - #15 sh2
¢ 90 days or less)

# of Mewly Established fccounts ETH 581 - #18 SD 3
{180 days or lessz)

# of Successor Accounts ETH 581 - #17 5D 4

# of Successor Accounts ETH 581 - #19 SD B
{ 180 dayz or less}

ANEENR

M # of Successor Accounts ETH 581 - #18 S0 A I
{90 days or lessz)

Y ou can access a menubar two ways.

u Click with the mouse on any option on the menubar.

= Pressthe key. Thefirst menu option in the menubar
appears, when active, it israised. Y ou can navigate the
menu options by using the left and right arrow keys.
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Y ou can then also use the mnemonics to access the
submenus under each menu option (example, " F" for Fi | e,
"H' for Hel p).

Each menu option on the menubar has one or more submenu
options. The submenu options differ depending on the
requirements of the application. However, the Exi t option —
which is used to exit the application — always appears under the
first menu option of the menubar. The Hel p option has four
submenu options. Cont ext Sensitive Hel p, Overvi ew,
Keyboar d, and Pr oduct | nfornmati on.

Tear-off Menu. Each menu option on a menubar has a tear-off
feature to separate submenus from the main menu. Thisfeatureis
useful if you want to keep certain menus on the screen at al times.
Commonly used items can then be quickly accessed without having
to pull down the menu.

To detach a submenu from its main menu, smply click the mouse on
the perforated line below the respective menu option.
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Perforation for tear-off
File Databaze Reports
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Shown below is an example of awindow with the menubar and the
tear-off menus.

To close atear-off menu window, click on the top left corner

window menu button. A pull-down menu appears. Choose the
"Close" option from the pull-down menu.

Example: Tear-off Menu Windows

window menu button

o

/" COMPUTED HERSURES : Ststus Teternination

F-1-14
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Customizing The designers of the TPS software have tried to give as many
Your Menu opportunities as possible for SESAS to customize the menu systems
System to best suit individual State operations.

Menu systems for accessing software programs are coded in a setup
filecaled ".mwmrc", which islocated in the system directory -
Jusr/lib/X11/system.mwmrc. Y ou can customize the menu system
by copying thisfile into your home directory and modifying the
code to change or add menu options. For more information on
modifying this setup file for menu systems, refer to the manual
pages on the SUN system under the topic "mwm®.
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Help Window

Depending on the application, you can get either context-sensitive
help or screen help/overview for most screens.

To get any of the following Help options, click on Hel p in the

menubar or press EXU:

® Context Sensitive Help = Keyboard
® QOverview ® Product Information

Shown below is an example of atypical Help window.

Example: Help Window

Tt

The Computed Meazures subsysztem iz designed to calculate
the performance indicators bazed on the SESAs reported
data., These indicators are uszed in turn to help the ROC
reviewers in final ewvaluation of the timeliness and
completeness of the State tax operations, Computed
Measzures will be used in four of the tax functions within
ROC 3

Status Determination,
Report Telinquency,
Collections, and
Field Audit

Data needed to compute the performance indicators will
come from reports currently submitted to the Mational
Office as part of the Ul Required Reporting (UIRR} Suystem,
The three reportz from which the data is derived includes

| CLOSE |

LLFE—E
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Error
Messages

Error messages are statements that appear when an error condition
occurs while performing an application.

Error messages are displayed in an error message dialog window.
The error dialog istitled ERROR and has a graphic symbol shaped
like ahexagon. The pushbuttons shown on the error dialog are
application dependent. Y ou can move the error window on the
screen, but must first respond to the error message before
continuing data entry or choosing any other menu operations.

Shown below is an example of atypical error message dialog
window.

Example: Error Message Dialog Window
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Warning
Messages

A warning message is a statement that appears on the screen
advising you to proceed cautiously with a chosen operation in the
application.

Warning messages are displayed in a warning message dialog
window. Thewarning dialog istitled WARNING and has a graphic
symbol shaped like an exclamation point (!). The pushbuttons
displayed on the warning dialog are application dependent. Y ou can
move the warning dialog on the screen, but must first respond to the
warning message before continuing data entry or choosing any

other menu operations.

Below is an example of atypical warning message dialog
window.

Example: Warning Message Dialog Window

E Are you sure you wizh to delete 7
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I nformational
Messages

Informational messages are statements that display meaningful
information regarding afield, screen, application, or aprocessin
operation.

These messages appear in a message dialog window or on the
status line in the window. The message dialog window is titled
MESSAGE and has a graphic symbol in the shape of the letter "i".
The pushbuttons displayed on a message dialog are application
dependent. Y ou can move a message dialog on the screen, but
must first respond to the informational message before continuing
dataentry or choosing any other menu operations.

Shown below is an example of awindow with atypical
informational message dialog window.

Example: Informational M essage Dialog Window

]
E Mo Report files present to Save

¥
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Informational messages such as processing messages may also be
displayed on the status line.

Shown below is an example of awindow with a status line
message.

Example: Window with a Status Line M essage

1} PLEASE EMTER THE REPORT YEAR : I

2% PLEASE ENTER THE REPORT OURRTER & I_

0Ok, I Cancel I Help I

Fleaze enter the Vear in the YYYY fornat

Status Line
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Prompt Prompt messages are requests asking users for input information
Messages needed to continue the operation of an application. These messages

are displayed in a window called a prompt dialog window. This
window is titled and has a graphic symbol and pushbuttons that are
application specific. Y ou can move the prompt dialog on the
screen, but must first respond to the prompt before continuing data
entry or choosing any other menu operations.

Shown below is an example of atypical prompt message dialog
window.

Example: Prompt M essage Dialog Window

THIS REPORT WAS SUCESSFULLY GEMERATED !
D0 YO WANT TO PRINT THIS REPORT ?

Yes Mo

F-1-21 R 12/00



ET HANDBOOK NO. 407 APPENDIX F
TAX PERFORMANCE SYSTEM

DATA ENTRY USERS GUIDE

GETTING STARTED OVERVIEW

File Selection
Dialog Window

A selection dialog window provides you with options such as
selecting files or codes.

Files or codes are displayed in a selection dialog window. The
prompt dialog has atitle and a graphic symbol and pushbuttons that
are application specific. Y ou can move the selection dialog
window on the screen, but must first respond to the selection dialog
window before continuing data entry or choosing any other menu
operations.

Shown below is an example of atypical File Selection dialog
window.

Example: File Selection Dialog Window

cms_l_lSEIU_Leaisr“ Humber of itemsz: |1 of 1

chi_z_list,eaisr

cn_s_d_1990_1,eaisr

—Pick Option=z:

“ Select - Delete < Search

« Top «» Bottom

0k I Eancell Help I
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Hardware/
Softwar e for
TPS Applications

User'sGuide
Conventions

The TPS software is |oaded on the SUN system. Since the software
has been devel oped using a graphical user interface (Gul), apPc with
x-emulation capability or an x-terminal should be used to access
the software.

If apc isused, the x-emulation software eXceed should be first
triggered to login to the SUN system and then execute the
applications.

If an X-terminal is used, a startup script file is automatically
executed when you login to the SUN system. This script provides
the terminal with the required graphics capability needed to execute
the applications.

To help you interpret information easily, this guide uses consistent
visual cues and window descriptions, known as conventions. They
are:

Bol d Courier font Copy that youtype

Bold regular type Buttons on the screen
Regul ar Couri er Text, other than buttons, that
f ont appears on the screen
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Logging In Execute the windows program on your PC. Double click on the
On a PC red " X" option on the eXceed window. Once the eXceed software

program is triggered from the windows environment and the
terminal isready for use, the login window appears on the screen.
Shown below is the login window.

L ogin Window

Welcome To OpenWindows

login: |

Password:

The screen displays two prompts, the login and the password.

The System Administrator in each agency provides each user with
alogin name, also known as the user name or the account name.

Enter the login name, then press E@
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Everyone using the system has an account with aunique login
name. Anyone using an account may access the files and functions
granted that specific account. Thisiswhy it isimportant to keep
your password private. It helpsto ensure that only you access the
subsystems assigned to your account. The password should be
known only to you to ensure that others cannot use your account.

Y ou decide the password. Check with your System Administrator
to learn how to set and change your password.

Change your password frequently. Do not use a common
dictionary word. To deter unauthorized users from successfully
discovering your password, it should ideally incorporate capital
letters and numbers in unusual positionsin theword. Type your

password, then press .

If you make a mistake when entering your login name or password,
an error message "Login Incorrect” appears and prompts you to
reenter the identification parameters. Reenter your login and
password until a new screen appears. |If no new screen appears
after a couple of tries, ask your System Administrator for help.
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The screen that appears after successful login may contain either
messages from your System Administrator or awindow showing a
variety of menu options. The following is asample of the window
displayed.

Menu Options Window

- |
U=|  DATE & TIME | = |1}

- Tue Apr 25 083273116 1335

HELCOME TO THE UIS SYSTEM

UIS HAIN HEHU Left House Button
(pointer outside of all windows)

UTILITIES HMEHU Right Mouse Button
(pointer outside of all windows)

XTERM COMHMAND LIHE Middle House Button
(pointer outside of all windows)
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Logging In
On an
X-terminal

M essage
Screen

When an X-terminal isready for use, the following prompt should
appear on the screen:

Logi n:

A prompt is the computer's way of asking you to enter information
by typing on the keyboard. Y our System Administrator provides
you with alogin name, also known as a user name or an account
name. Type your login name when the Logi n prompt appears, then

press ]

Another prompt appears asking for your password. The password
should be known only to you to ensure that others cannot use your
account. Y ou decide the password. Check with your System
Administrator to learn how to set and change your password.

The password should be changed frequently and should not be a
common dictionary word. To deter unauthorized users from
successfully discovering your password, it should ideally
incorporate capital letters and numbers in unusual positionsin the
word. Asonly thefirst eight letters are "read" by the computer,
additional characterswill beignored. Enter the password. then

press asyou did at the Login prompt. Thistime the letters
entered from the keyboard do not appear on the screen.

If you make a mistake entering either your Login name or
password, the Login prompt appears again. Reenter your Login
and password until a new screen appears. If no new screen appears
after acouple of tries, ask your System Administrator for help. The
screen that appears after a successful login may display messages
from your System Administrator or a window with avariety of
menu options. Refer to the Menu Options window shown above.

A message screen is created by your State System Administrator to
display messages, called the message of the day (motd), that you and
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other users would want to know when you login. Such messages
can include, for example, changes in system software, alist of
scheduled down-times, or the name of newly installed third-party
software. The motd is the screen you see after you login.

The System Administrator's message screen could look something
likethis:

M essage Screen

* ATTENTIOHN *
* *
% The SUM system will not be available between 2 pm and 5 pm today, ¥
" *
#% 1) New versionz of the Solaris operating sustem and Informix will #*
* be installed, *
* *
% {2} A Printer with POSTSCRIPT capability will be added to the *
* network, *
" *
% Pleaze free to call the Operations Staff at 219-8432 if you have any *
* questionz, *
* *

Please Press ENTER to COMTIMUE
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L ogging Off To logoff, simply press k-~ from the Menu options window or
choose the "Exit" option from the Utilities menu. A window pops
up with the message” QUI T Mwn?" . Y ou have two options. To log
off the system, click on OK, or press the space bar or . To
return to the Menu options window, click on Cancel.

L ogoff Window
= UIS BE
HELCOME TO THE UIS SYSTEHM
UIs MAIH MEHU - Pre se Button

QUIT o ?

UTILITIES HEHU —  Prp| p——

0K | Eancell
XTERH COHMHAHD LINE - Pre
EXIT - Press F12

tpointer outside of all windows)

outside of all windows)

use Button
outside of all windows)

ouse Button
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Accessing After logging in, the TPS applications are available viathe UIS
TPS Main Menu choice on the Menu Options window, shown below.
Programs

Menu Options Window

- |
U=|  DATE & TIME | = |1}

- Tue Apr 25 083273116 1335

HELCOME TO THE UIS SYSTEM

UIS HAIN HEHU Left House Button
(pointer outside of all windows)

UTILITIES HMEHU Right Mouse Button
(pointer outside of all windows)

XTERM COMHMAND LIHE Middle House Button
(pointer outside of all windows)

Y ou can access the UI'S menus two ways:

® Click and hold down the left mouse button outside all
windows, or

m Press B2
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If either of these alternatives is chosen, the uis Main Menu, shown

below, appears.

If you choose to access the menus using the mouse:

® Thetriangular cascade pixmap, shown below, indicates there
are additional submenus for the menu option in focus. When
you release the mouse button on the cascade pixmap (<), the
menu stays on the screen and displays submenus for the menu

option chosen.

If you choose to access the menus using £

® Theuis Main Menu appears and stays on the screen for you to
choose additional options. Clicking on the cascade pixmap
displays submenus for the menu option chosen.

UlIS Menu System Window

UTS MAIN MENU

Fevenue [uality Control =
Benefits Quality Control P
UI Required Reports F

Desk Management & Databaze Tools -

___——cascade pixmap
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Choose the first option from the uis Main Menu. The TPS Main
Menu, shown below, appears.

Y ou can choose an item from the menu various ways.
= Click on the option with the mouse.

= Highlight the option with the up or down arrow (89) keys, then

press if the menu was chosen using or if the menu
stayed on the screen.

®  Pressthe mnemonic entry (example, "R" for TAX
PERFORMANCE SYSTEM, "B" for Benefits Quality Control)

if the menu was chosen using or if the menu stayed on the
screen.

TPSMain Menu
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If you choose the Computed Measures option from the TPS Main
Menu, you'll see the Computed Measures Menu, shown below.

Computed Measures Menu
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Per missions

Permissions are controls that give you access to TPS applications.
Y ou can access the applications only if your account existsin the
TPS security table (c_security). If no account existsfor you in the
TPS security table, you'll see the message,

You have no access to this application.

However, all users have "select” permissions to the TPS database
tablesin UIDB.

If your accessis denied for the application or you don't have your
permissions set up, please check first with your State System
Administrator or if necessary call the National Office Hotline for
assistance.
The following sections in Appendix F describe programs devel oped
specifically for TAX PERFORMANCE SY STEM applicationsin
the order of their respective positions on the menu.

Computed Measures

Methods Surveys

Systems Review

Acceptance Sampling

Other Management Tools
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Defining Computed measures are indicators of the timeliness and
Computed compl eteness with which unemployment insurance (Ul) tax
M easur es transactions occur. To calculate these measures, TPS uses a series

of data elements which States report through the existing Federally
required reporting system.

Computed measures are used in four tax functions of TPS:

®  Status Determination ® Collections

= Report Delinquency = Feld Audit
Accessing Y ou can access these functions by going to the uis Main Menu,
Computed choosing TAX PERFORMANCE SY STEM, then choosing the
M easur es Computed Measures menu.

Source of Data Data needed to compute the TPS measures come from reports
for Computed submitted to the National Office as part of the ul Required Report
M easur es (UIRR) System. The reports from which data are used are:

ETA 581 - Contributions Operations

ETA 2112 - ul Financial Summary, Unemployment Fund
Bureau of Labor Statistics (BLS) ES 202 - Employment, Wages
and Contributions

Data for these reports are stored within the ul Data Base System
(uipB) maintained at both the State and National Offices.
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How Computed The software developed for TPS automatically accesses the uiDB
Measures Are and, with computer coded instructions, calculates the necessary
Gathered measures. New measures are available on aquarterly basis;

Normal Use of
Computed

M easur es
Software

however, the TPS software allows you to request the calculated
measures as of any quarter.

There are 21 different measures. Some measures require data from
more than one report quarter. TPS software automat-ically
determines which quarters to use after the ending or "as of" year
and quarter have been entered into the system.

This guide explains how you can use the TPS software.

Although this guide is organized according to the order which the
menu options appear on the screens, for Computed M easures you
will normally use the software to simply generate reports. There
are options allowing you to update the data originally reported. If
all elements were originally reported accurately, you will not need
to update the original data. If, however, the data are either
inaccurate or missing, you will also use the software to query and
update the data.
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Defining Status
Deter mination
M easur es

Accessing Status
Deter mination

The main purpose of the status determination function is to identify
newly established employers and successor employers who are
liable for unemployment insurance (Ul) coverage and to help them
comply with State ul laws and written policies.

To ascertain the timeliness of new and successor status
determinations, there are four computed measures:

= Percentage of status determinations made within 90 days from
the last day of the quarter in which the business of newly
established employersfirst became liable.

®  Percentage of status determinations made within 180 days from
the last day of the quarter in which the business of newly
established employersfirst became liable.

= Percentage of status determinations made within 90 days from
the last day of the quarter in which the business became a
SuCCessor.

= Percentage of status determinations made within 180 days from
the last day of the quarter in which the business became a
SuCCessor.

To access the Status Determination function, go to the uis Main
Menu and choose the TAX PERFORMANCE SY STEM option. In
the TPS Main Menu, choose the Computed Measures option.

When the Computed Measures Menu appears, choose the Status
Determination option. These three menus are shown on the next

page.
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Menu Selection

To display the St at us Det er mi nat i on main window, shown on
the next page, choose the St at us Det er mi nat i on option from
the Conput ed Measures Menu.
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Status Deter mination Main Window

File [Database Reports Help
Requesﬁed Year/Nuarter: I
Report & ROC UIRR ROC
TIATA NAME Element. # EDF ID

# of Mewly Established Accounts ETA 581 - #14 sh1

# of Mewly Established Accounts ETA 581 - #15 sh 2
{90 days or less)

# of MNewly Established Accounts ETA 581 - #1f S0 3
¢ 180 days or less)

# of Successor Accounts ETA 581 - #17 5D 4
# of Successor Accounts ETA G581 - #19 S0 B

# of Successor Accounts ETA G581 - #18 S0 5 I I
{ 890 dayz or less)

{180 dayz or less)

The main window has a menubar at the top with the following
options. Fi | e, Dat abase, Report s, and Hel p. Under each
menubar option are the following options:

® Fi|e. Consistsof Open, Save As,Print,andExit.The
Pri nt option isfurther subdivided into Syst emand Local .

® Dat abase. Consistsof Query, Updat e, Save, and Del et e.
® Reports. Consistsof Gener at e.

® Hel p. Consistsof Cont ext - Sensitive Hel p, Overvi ew,
Keyboar d, and Pr oduct | nformati on.
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The menubar options have a tear-off feature that |ets you separate
the pull-down menu options. Thisfeature isuseful if you want
certain pull-down menus to remain on the screen for repetitive use.
Normally these pull-down menus disappear after making your
selection. To separate the menu options, simply click the mouse on
the perforation under the menu option.

Menu Option with Perforation

Perforation for tear-off

File TDatabase Reports
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Shown below are the tear-off menus for the Computed Measures
menu bar.

Tear-off Menus

COMPUTED WEASURES : Status Determination

File Databaze Reports
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Accessing To access the menubar using the keyboard, simply press £ on the
Menubar Using o . , . L
K eyboard main window. Thefirst option on the menubar is now highlighted.

Using the left or right arrow key, you can move to any of the menu

optionsdesired. To activate the menu option, simply press .

To access options from the Dat abase menu on the menubar, you
can use one of the following methods:

®  Under the Dat abase option:

L. Typeq or use arrow keysto move to the Quer y option,

then press to access Query.
L. Typeu or use arrow keysto move to the Updat e option,

then press to access Updat e.
L. Types or use arrow keysto move to the Save option, then

press to access Save.
L Typed or use arrow keysto move to the Del et e option,

ENTER

then press to accessDel et e.

Y ou can aso access some options under the Dat abase menu
option with fewer keystrokes by using what are termed "hot keys".
From the Status Determination main window:

L. Press <Ctrl-g> to access Query.
L Press <Ctrl-u> to access Updat e.
L Press <Ctrl-s> to access Save.

L Press<Ctrl-d>to access Del et e.
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The operation of this part of the TPS program is explained in the
following sections:

= dataentry

B reports generation
= help
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Data Entry The data entry section enables you to enter missing data or correct
Section inaccurate data retrieved from the UIRR database tables into the

TPS database tables.
Accessing To access the Data Entry section, go to the Status Determination
Data Entry main window. Click on Dat abase in the menubar, then choose

Query. TheSearch Criteriawindow appears, as shown below.

Search Criteria Window

1» PFLERSE ENTER THE REPORT YERR : I

Z» PLERSE EMTER THE REPORT QUARTER : [-"

0k i Canicel i Help i

FPleaze enter the Year in the YYYY format

A year and quarter must be entered that represent the "Report Y ear
and Quarter" requested for updating.
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Editing Data Y ou can edit data entered on screens by following one of the
methods below:

® |f data need to be overwritten, press the "Insert” toggle key (on
aPC) or the "Insert Here" toggle key (on an X-terminal, such
as aQume), then type over the required characters.

® |f asingle character of the data needs to be erased, press the
arrow key to move the cursor before the character that you
want to erase. Then press ™| (on aPC) or the backspace key
(on an X-terminal) and reenter the required data.

= |f the contents of the entire field need to be erased and if the
field is aready highlighted by default, smply press (ona
PC) or the backspace key (on an X-terminal).

®  |f the contents of the entire field need to be erased and if the
field is not aready highlighted by default, highlight the field by
clicking the mouse on the data field and dragging the mouse

the entire length of the field, then press (onaPC) or the
backspace key (on an X-terminal).

Validating The Search Criteriawindow displays the parameters year and
Data quarter. Three pushbuttons appear at the bottom — OK, Cancdl,
and Help.

In the box to theright of " 1) PLEASE ENTER THE REPORT YEAR: ",
type the year of the report you want to inquire about inayyyy
format.

Example: 1991
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For the year to be valid, it must satisfy the following validation
criteria. The year cannot be:

= plank

® greater than the current year

®  |essthan UIRR-MIN-YEAR where UIRR-MIN-YEAR is the oldest
record entered by UIRR existing in the database.

If any of these criteria are not met, an error message appears and
the cursor movesto thefield in error. Typeavalid year.

After you've typed avalid year, the cursor automatically goesto the
quarter field.

In the box to theright of " 2) PLEASE ENTER THE REPORT QUARTER: ",
type 1, 2, 3, or 4 — the number representing the quarter of the
report year you want to inquire about. The cursor then goes to OK.

Click on OK or press @}
For the quarter to be valid, it must satisfy the following criteria:

®  The quarter cannot be blank.
® Thevalid values of quarter must be 1 through 4.

If either criterion is not met, an error message appears and the
cursor movesto thefield in error. Type avalid quarter.

After you type avalid year and quarter, the control automatically
goesto the OK pushbutton. To return to the main window, choose
Cancel. To display help messages related to the Sear ch

Cri t eri awindow, choose Help.
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To have the program check for the validity of the query parameters
and accessihility of the record in the database, choose OK . The
following validations will be performed.

Validation 1

If the selected year is the current year, the program checks to
ensure that you have access to the records.

Example If the query year you enter is 1995 (the same as the current yeer)
and the current month and current day are 03 (March) and 15 (day),
repectively, the vaidation check will be asfollows:

|F selected quarter = 1

earliest access date = "05/20/1995"
| F selected quarter = 2

earliest access date = "08/20/1995"
|F selected quarter = 3

earliest access date = "11/20/1995"
|F selected quarter = 4

earliest access date = "02/20/1996"

In this example, you will not have access to data for the year 1995.
An error message will indicate your access has been denied and
you'll be prompted to reenter the query.

Validation 2

Assuming the program passes Validation 1, it then checks the
existence of the UIRR record for the query parameters requested. |If
the UIRR record exists, the control moves to check Warning 1. If no
record exists, an error message indicates the record is unavailable
and you're prompted to reenter the query.
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Warning 1

Assuming the query parameters pass Validations 1 and 2, the mail
flag in the UIRR record is then checked to ensure that UIRR

isnot in the process of revising the record. The valid value for

the mail flagis"2" (Sent). If the value of the mail flag is either "0"
(New) or "1" (Revision), a warning message appears indicating that
UIRR is currently modifying the record and you're prompted if you
want to continue the display process. Y ou have two options:

Y es - Goes ahead with display.
No - Returnsto reenter different query parameters.

Once the validations are compl ete, the Search Criteria window
closes and the record appears on the main window. Two columns
of data are displayed: the UIRR column with data from the UIRR
database, and the TPS column with data (if data have been
previously entered) from the TPS database.

From the Dat abase menu, you can now choose the Update option
if you want to update an TPS record, or the Delete option if you
want to delete TPS data that were previously entered. If you
choose Update, the cursor moves to the first field in the TPS
column.

Y ou can get context-sengitive help only in thismode. To accessit, click
on Hel p in the menubar and choose Cont ext - Sensi ti ve.

The validation edit check for updating the record is given below:
Warning
If any of the data entry fields are set to "0", you'll see the warning

message, "Do you really want to set thisfieldto 0 ?*. You have
two options:
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Edits

Yes- Goes ahead and setsthe valueto 0.
No - Returns control back to the field for the user to
change value.

There are certain relationships between fields. The software will
perform the following validations:

Validation 1. If SD2 > SD1, then an error message indicating that
SD2 cannot be greater than SD1 is displayed and the cursor is set
on thefield SD2.

Validation 2. If SD3 > SD1, then an error message indicating that
SD3 cannot be greater than SD1 is displayed and the cursor is set
on thefield SD3.

Validation 3. If SD3 < SD2, then an error message indicating that
SD3 cannot be less than SD2 is displayed and the cursor is set on
thefield SD3.

Validation 4. If SD5 > SD4, then an error message indicating that
SD5 cannot be greater than SD4 is displayed and the cursor is set
on the field SD5.

Validation 5. If SD6 > SD4, then an error message indicating that
SD6 cannot be greater than SD4 is displayed and the cursor is set
on thefield SD6.

Validation 6. If SD6 < SD5, then an error message indicating that

SD6 cannot be less than SD5 is displayed and the cursor is set on
the field SD6.
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Saving Data To save the updated record to the database, select Save from the
Dat abase option. The validations are then performed again. After
the validations are complete and the record has been written to the
database, you'll see a message on the status line indicating that the
record has been successfully updated. However, if you want to
cancel the process, after you select Update, any active menu items
under Fi | e, Dat abase, or Repor t s options can be chosen. If you

choose any of these options, you'll see the warning message,
"Lat est changes have not been saved, do you wi sh to

save before continui ng?" You havethreeoptions:

Yes - Saves the record and continues with the menu item
process chosen.
No - Does not save the record but continues with the menu
item process chosen.
Cancel - Returnsto the "Update" mode.
Deleting Data If you choose Delete from the Dat abase option, you'll see the

warning message, " Are you sure you wi sh to del ete?"
Y ou have two options:

Yes - Deletes the TPS record and clears the TPS column
displayed.
No - Returns you to the main window.
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Report The Report Generation option enables you to generate, view, save,
Generation and print three types of reports:

Section Computed Measures report
Database Display report
u Data Elements and Formulae Used report
Accessing To display the Report Selection window, go to the Status
Report Determination main window. Click on Report s in the menubar,
Generation then choose Generate. TheReport Sel ecti on window, shown

below, is displayed.

Report Selection Window

P ——— e e

Computed Measures

Databasze Display
Data Elements and Formulaes Used

Computed Measures

Report Selected:

Generate | Pty | Cancel Help

Report Selected field
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The top of the window lists the types of reports you can generate:
Computed Measures
= Database Display
= Data Elements and Formulae Used

The bottom of the window features six pushbuttons:

®  Generate B Save As
PreView ® Cancel
= Print = Help

Four pushbuttons— Generate, PreView, Print, and Save As— are
active or inactive, depending upon previous actions. For example, you
cannot preview or print areport before the report is generated.

Generating Thefirst time you accessthe Report  Sel ect i on window, the default

Reports report — which is the Computed Measures report — is highlighted both
a thetop and inthe Report Sel ect ed window. The Generate
pushbutton is active. If you want to generate a report other than the
default report, click on the report desired in the list or highlight it with

an arrow key, then press E@} and that report name will appear in the
Selection window.

When you choose either a Computed Measures report or a
Database Display report and then press Generate, a Sear ch
Criteriawindow promptsyou for Year and Quart er of the
report. If, however, you choose a Data Elements and Formulae
Used report, no Search Criteriawindow isdisplayed. The
validations on parameterson thisSearch Criteri a window are
similar to the validations described in the Data Entry section. This
represents the "Y ear and Quarter” ending date for which the
measure will be calcul ated.
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When you type valid year and quarter parameters, the Sear ch
Criteria window closes and you see the following message on
the status line,

Report Generation in Progress ... Please Wit

When the report generation is completed, the pushbuttons PreView,
Print, and Save As become active.

Viewing Reports  To view areport on the screen, choose PreView. Shown below is
an example of aPr eVi ewwindow.

PreView Window

Y ou can scroll through the report by either clicking with the mouse
on the scrollbar on the right side or pressing the PageUp/PageDown
buttons. To close the window and return to
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the Report Selection window, either click on the Close button or

press three times to highlight the Close button, then press the
space bar.

Printing Reports  To print areport, choose Print. ThePrinter Sel ection
window, shown below, appears.

Printer Selection Window

Fleaze chooze a printer:

1 System Printer

~ Local Printer

Cancel | Help |

Y ou have two options: System Printer andLocal Printer.
The system printer is attached to the sPARC system, and the local
printer is attached to your workstation. At the bottom of this
window there are three pushbuttons: OK, Cancel, and Help. When
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Saving Reports

you choose OK, thePri nt er Sel ecti on window closes, the
report is printed on the printer selected, and you're returned

tothe Reports Sel ecti on window. Choose Cancel to return to
the Reports Sel ecti on window. Choose Help to view help
messages related to the printer selection window.

See examples of printed reports in the Samples of Reports section.

A session begins when you log on and ends when you log off.
When a session ends, none of the reports generated during the
session is automatically saved because the UIRR data may have been
changed between sessions. Thus, each time you logon, the reports
(computed measures and the data base display) must be
regenerated. Therefore, if you want to save areport, you need to
use the Save As option.

To save areport, choose Save As. The Save As window, shown
below, appears.

Save As Window

At the bottom of the Save As window three pushbuttons appear:
OK, Cancel and Help. If you choose OK, the default report name
and path are used and the file is saved in the default directory
which isyour home directory. However, if you choose to change
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the default path and/or the filename, type over the default
path/filename with a path/filename of your choice.

Click on the OK pushbutton to accept input and invoke the " Save"
process. Using the keyboard, you can use the Tab key to move to
the pushbutton OK and then use the arrow keysto traverse the
pushbuttons. To activate a pushbutton option, press the space bar
when the focus is on the pushbutton desired. Any file saved will be
checked for valid path and filename. Shown below are the default
filenames generated by the system for each report selection.

Report Selection Default filename

Computed Measures cm_s m_Year Qtr.login_id
Ex:cm_ s m 1990 1.timmsr

Database Display cm_s d Year Qtr.login_id
Ex: cm_s d_1990 1.timmsr

Data Elements and Formulae Used cm_s list.timmsr
Ex: cm_s list.timmsr

When you choose Cancel onthe Reports Sel ecti on window,
the Reports Sel ecti on window closes and you're returned to the
main window.

When you choose Help on the Reports Sel ecti on window, help
messages related to the Report s Sel ect i on window appear.
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File Options If you generate reports during a session, after the reports are
Available After generated you have the following options available from theFi | e
Generating option in the menubar: Open, Save As, and Print.

Reports

Open. If you choose Open, aFil e Sel ecti on window, shown
below, displays salected reports generated during the sesson. However,
if no reports were generated during this session, amessage " No

Report files present for Retrieval" gppears.

File Selection Window

List Selection
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Three pushbuttons are displayed at the bottom of theFi | e

Sel ect i on window: OK, Cancel, and Help. Any file chosen from
the list appears on the selection window. To display thefile, click
on OK. Choose Cancel to return to the main window. Choose
Help to view help messagesrelated totheFi | e Sel ecti on
window.

Save As. To save selected reports generated during the session,
choose Save As. A Save As window appears. If, however, no
reports were generated during this session, amessage " No Report
files present to Save" isdisplayed.

Three pushbuttons are shown at the bottom of the Save As
window: OK, Cancel, and Help. When you choose OK, the default
report name and path are used and the file is saved in the default
directory. Any files saved will be checked for valid path and
filenames. Choose Cancel to return to the main window. Choose
Help to view help messages related to the Save As window.

Print. To print selected reports generated during the session,
choose Print. A submenu with the options Syst emand Locall
appears. Choose either option to display theFi | e Sel ecti on
window. However, if no reports were generated during this
session, you'll see the following message in the message window.

No Report files present for Print.

Three pushbuttons are displayed at the bottom of the Pri nt er

Sel ect i on window: OK, Cancel, and Help. Any file chosen from
the list appears on the selection window. To print the file on the
printer selected, click on OK. Choose Cancel to return to the main
window. Choose Help to view help messages related to the
Printer Sel ecti on window.
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A radio button is a button grouped with other buttons that allows
you to choose only one option from the group at atime, like
selecting your favoriteradio station. IntheFil e Sel ecti on
window, which appears in this section, the following radio buttons
are available as auxiliary options.

Select Allows you to choose files from the box marked Li st .

Delete  Allowsyou to delete any or all filesfrom the User
Sel ecti on box. To delete afile from the User
Sel ect i on box, highlight the file to be deleted by
dragging the mouse the entire length of the filename,
then select the Delete radio button.

Search  GeneratesaSear ch Di al og box from which you can
enter a string (the full path name for the desired file) to
be found within the box marked Li st .

Top Display the top of the list in the box marked List.

Bottom Displays the bottom of the list in the box marked Li st .

Samples of
Reports The Report Generation application produces three types of reports:
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= Report of Computed Measures
®m  Database Display Report
® Report of Data Elements and Formulae Used

Reports of Computed Measures are indicators used in conjunction
with the accuracy findings to determine if necessary actions are
being accomplished in atimely, complete manner. The reports
follow specified formats. If essential data element(s) are missing,
the Report of Computed M easures indicates the missing data
elements; otherwise, the percentage value for indicatorsis
displayed on the report.

The Database Display Report is areplica of the data entry screen.

Shown on the following pages are examples of each type of report.
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Report of Computed M easures

The following is a sample of a Computed Measures report generated for a year/quarter in
which all data elements collected are valid.

DATE: 03/11/1995
TAX PERFORMANCE SYSTEM
REPORT OF COMPUTED MEASURES
STATUS DETERMINATIONS

State: CA
Requested Y ear/Qtr: 1990/1

A: Percentage of Status Determinations made within
90 days from the last day of the quarter in which
the businessfirst becameliable ..... 94.8%

B: Percentage of Status Determinations of newly
established accounts made within 180 days from the
|ast day of the quarter in which the business first
becameliable ..... 97.5%

C: Percentage of Status Determinations made within
90 days from the last day of the quarter in which
the business became a successor ..... 92.0%

D: Percentage of Status Determinations made within
180 days from the last day of the quarter in which
the business became a successor  ..... 93.9%
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Computed Measures Report

The following is a sample of a Computed Measures report generated for a year/quarter in
which some data elements collected are missing/invalid. In addition to the Computed
Measures Report, areport of missing data will also be generated, which is shown on the next

page.

DATE: 03/11/1995

TAX PERFORMANCE SYSTEM

REPORT OF COMPUTED MEASURES
STATUS DETERMINATION

State: CA
Requested Y ear/Qtr: 1990/2

A:

Percentage of Status Determinations made within
90 days from the last day of the quarter in which
the businessfirst becameliable ... UNKNOWN

Percentage of Status Determinations of newly
established accounts made within 180 days from the
last day of the quarter in which the business first
becameligble . UNKNOWN

Percentage of Status Determinations made within
90 days from the last day of the quarter in which
thebusinessbecame asuccessor ... 92.0%

Percentage of Status Determinations made within
180 days from the last day of the quarter in which
thebusinessbecameasuccessor .. 93.9%

Note: UNKNOWN indicates missing quarter of data needed for computation.

Refer to the REPORT OF MISSING DATA.
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DATE: 03/11/1995
TAX PERFORMANCE SYSTEM
COMPUTED MEASURES

REPORT OF MISSING DATA
STATUS DETERMINATION

State: CA
Requested Y ear/Qtr: 1990/2

A: Measure could not be computed.
Missing datain SD1
Missing datain SD2

B: Measure could not be computed.

Missing datain SD2
Missing datain SD3

Note: Thisisan example of a Missing Data Report. However, this report does not appear
if all dataare available for calculating the measures.

F-1l-a-27 R 12/00



ET HANDBOOK NO. 407 APPENDIX F
TAX PERFORMANCE SYSTEM

DATA ENTRY USERS GUIDE

COMPUTED MEASURES STATUSDETERMINATION

Database Display Report

The following is a sample of the Database Display report generated for a year/quarter.

DATE: 03/11/1995
TAX PERFORMANCE SYSTEM
COMPUTED MEASURES

DATABASE DISPLAY
STATUS DETERMINATION

State: CA
Requested Y ear/Qtr: 1990/1

Report/  TPS

Definition Element# EDPID UIRR TPS
# of Newly Established Accounts ETA 581/14 SD1 45,220 47,000
# of Newly Established Accounts ETA 581/15 SD2 39,000 42,000
90 daysor less
# of Newly Established Accounts ETA 581/16 SD3 44,000 45,000
180 daysor less
# of Successor Accounts ETA 581/17 SD4 1,320 2,300
# of Successor Accounts ETA 581/18 SD5 1,215 1,500

90 days or less
# of Successor Accounts ETA 581/19 SD6 1,240 2,000
180 daysor less

F-1l-a-28 R 12/00



ET HANDBOOK NO. 407 APPENDIX F
TAX PERFORMANCE SYSTEM

DATA ENTRY USERS GUIDE

COMPUTED MEASURES STATUSDETERMINATION

Report of Data Elements and For mulae Used

The following is a sample of a Report of Data Elements and Formulae Used.

DATE: 03/11/1995
TAX PERFORMANCE SYSTEM
COMPUTED MEASURES

REPORT OF DATA ELEMENTS AND FORMULAE
STATUS DETERMINATION

TPS Report#  UIRR

EDPID Element# EDPID Definition
SD1 ETA581/14 cll1 # of Newly Established Accounts
SD2  ETA581/15 c61 # of Newly Established Accounts
(90 days or less)
SD3 ETA581/16  c62 # of Newly Established Accounts
(180 days or less)
SD4 ETA 581/17 c68 # of Successor Accounts
SD5  ETA 581/18 c59 # of Successor Accounts
(90 days or less)
SD6 ETA 581/19 c60 # of Successor Accounts
(180 days or less)

F-1l-a-29 R 12/00



ET HANDBOOK NO. 407 APPENDIX F
TAX PERFORMANCE SYSTEM

DATA ENTRY USERS GUIDE

COMPUTED MEASURES STATUSDETERMINATION

Report of Data Elements and For mulae Used (Continued)

A: Percent of Determinations Within 90 days - New Accounts
SD2 for Qx

* 100
SD1 for Qx

B: Percent of Determinations Within 180 days - New Accounts
SD3 for Qx

* 100
SD1 for Qx

C: Percent of Determinations Within 90 days - Successor Accounts
SD5 for Qx

* 100
SD4 for Qx

D: Percent of Determinations Within 180 days - Successor Accounts

SD6 for Qx
* 100
SD4 for Qx

Note: Qx represents the requested year/quarter.
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Help Section The Help Section provides the following four options:

context-sensitive help

an overview of the subsystem

help about keyboard operation procedures
product release information

Accessing Help To access the Help option, go to the St at us Det er mi nati on
main window and choose the Hel p option. The Help menu, shown
below, appears.

Help Menu

File [Database Reports

| Lompeaileney frus Bl
Requested Year luarter: I : .
| Dverview

éﬁggboard

Report & |
DATA NAKE Element. # | Product Information

# of Mewly Established Accounts ETH 581 - #14

# of Mewly Established fAccounts ETA 581 - #15
{90 days or less!

# of Mewly Established fAccounts ETh 581 - #16
{180 days or less?

# of Succeszor Accounts ETA 5A1 - #17

# of Successor Accounts ETA @81 - #18
{90 days or less)

# of Succeszor Accounts ETA R81 - #19
{180 days or less)
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Shown below is the screen display of atypical help window.

Help Window

The Computed Meazures subsystem iz designed to calculate
the perfarmance indicaters baszed on the SESA s reported
data, Theze indicaters are uszed in turn te help the ROC
reviewers in final evaluatien of the timelinesz and
campleteneszs of the State tax eperations, Computed
Meazurez will be used in four of the tax functions within

RAC :

Status Determination,
Repart Delinguency.
Callections, and
Field Audit

Data needed to compute the performance indicaters will
come fram repoarts currently submitted to the Matisnal
Office as part of the Ul Required Reparting {UIRR} System,
The three repartz frem which the data iz derived include:

If you choose the Cont ext - Sensi ti ve Hel p option from the
Hel p menu, aHel p window appears with messages related to the
field on focus. You can view the entire help message with the
mouse by using the scroll bar on the right side or by pressing the
Page Up/Page Down keys on your PC. (Note: The Cont ext -
Sensitive Hel p optionisactive only if you choose Update
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from the Dat abase menu to clarify edits/definitions for entry
fields.) To exit the Cont ext - Sensi ti ve Hel p option and return

to the main window, either click on Close or press three times
to highlight the Close button, then press the space bar.

To see an overview of the subsystem, choose Over vi ew. You can
view the entire help message with the mouse by using the scroll bar on the
right side, or by pressing the Page Up/Page Down keys on your PC. To

return to the main window, either click on Close or press three times
to highlight the Close button, then press the space bar.

To see a help window with keyboard operation procedures for this
part of the application, choose the Keyboar d option from the Hel p
menu. Y ou can view the entire help message with the mouse by using the
scroll bar on theright side, or by pressing the Page Up/Page Down keys on
your PC. To return to the main window, either click on Close or press

three times to highlight the Close button, then press the space bar.

To see ahelp window with product release information for this part of the
application, choose the Pr oduct | nf or mat i on option fromthe Hel p

menu. To return to the main window, either click on Close or press
three times to highlight the Close button, then press the space bar.
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Defining Report
Delinquency
M easures

Accessing
Report
Delinquency

The main purpose of the report delinquency function isto assist
employers to comply with State laws and regulations for
employment reporting and to resolve delinquent reports.

To ascertain the timeliness of employer reporting and delinquent
report resolution, there are six computed measures.

= Percentage of reports filed timely (Contributory employers).

®  Percentage of reports secured by the end of the following
quarter (Contributory employers).

®  Percentage of reports secured plus delinquencies resolved
within 90 days (Contributory employers).

= Percentage of reportsfiled timely (Reimbursing employers).

®  Percentage of reports secured by the end of the following
quarter (Reimbursing employers).

®  Percentage of reports secured plus delinquencies resolved
within 90 days (Reimbursing employers).

To access the Report Delinguency function, go to the uis Main
Menu and choose the TAX PERFORMANCE SY STEM option. In
the TPS Main Menu, choose the Computed Measures option.

When the Computed Measures Menu appears, choose the Report
Delinquency option. These three menus are shown on the next

page.
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Menu Selection

To display the Report Del i nquency main window, shown on the
next page, choose the Report Del i nquency option from the
Conput ed Measures Menu.
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Report Delinquency Main Window

[l cowuiED HemsiRes Report Delinquenow |

File Datk

Fequested Year /uarter: I

Report & RIIC
Definition Element Mumber EDF ID UIRR ROC

Contributory Employers:

Filing Timely ETA 531 - #6 RDL

Total Mumber of Employers ETH 581 - #1 RDZ2

Number of Secured Reports ETA 581 - #7 RI3

MNumber of Resolved Reports  ETA 581 - #8 RI4

Reimbursing Employers:

Filing Timely ETA 581 - #3 (H1L7

Total Mumber of Employers ETA 581 - #2 RI&

Number of Secured Reports ETA 581 - #10  RDY | |

Humber of Resolved Reports  ETA 581 - #11  RD3 I I

The main window has a menubar at the top with the following
options. Fi | e, Dat abase, Report s, and Hel p. Under each
menubar option are the following options:

® Fi|e. Consistsof Open, Save As,Print,andExit.The
Pri nt option isfurther subdivided into Syst emand Local .

® Dat abase. Consistsof Query, Updat e, Save, and Del et e.
® Reports. Consistsof Gener at e.

® Hel p. Consistsof Cont ext - Sensitive Hel p, Overvi ew,
Keyboar d, and Pr oduct | nfornmati on.

F-11-b-3 R 12/00



ET HANDBOOK NO. 407 APPENDIX F
TAX PERFORMANCE SYSTEM

DATA ENTRY USERS GUIDE

COMPUTED MEASURES REPORT DELINQUENCY

The menubar options have atear-off feature that lets you separate
the pull-down menu options. Thisoption isuseful if you want
certain pull-down menus to remain on the screen for repetitive use.
Normally these pull-down menus disappear after making your
selection. To separate the menu options, ssmply click the mouse on
the perforation under the menu option.

Menu Option with Perforation

Perforation for tear-off
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Shown below are the tear-off menus for the Computed Measures
menu bar.

Tear -off Menus

COMPUTED MEASURES (Report Delinquencyl

Database Reports

= |File Tear-off | Databaze Tear—off ||| = [Reports Tear-of f|
0
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Accessing
Menubar Using
Keyboard

To access the menubar using the keyboard, simply press £ on the
main window. Thefirst option on the menubar is now highlighted.
Using the left or right arrow keys, you can move to any of the
menu options desired. To activate the menu option, ssmply press

e

For example to access options from the Dat abase menu on the
menubar, you can also use one of the following methods:

®  Under the Dat abase option:

L. Typeq or use arrow keysto move to the Updat e option,

press E@ to access Query.
L. Type u or use arrow keysto moveto the Updat e option,

then press to access Updat e.
L. Type s or usearrow keysto moveto the Save option,

press Bt | 16 acoess Save.
L Type d or use arrow keysto move to the Del et e option,

then preﬁs to access Del et e.

Y ou can also access some options under the Dat abase menu
option with fewer keystrokes by using what are termed "hot keys'.
From the Report Delinquency main window:

L Press<Ctrl-g> to access Query.
L Press <Ctrl-u> to access Updat e.
L Press <Ctrl-s> to access Save.

L Press<Ctrl-d> to accessDel et e.
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The operation of this part of the TPS program is explained in the
following sections:

= dataentry

B reports generation
= help
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Data Entry
Section The data entry section enables you to enter missing data or correct
inaccurate dataretrieved from the UIRR database tables into the
TPS database tables.
Accessing To access the Data Entry section, go to the Report Delinquency
Data Entry main window. Click on Dat abase in the menubar, then choose

Query. TheSearch Criteriawindow appears, as shown below.

Search Criteria Window

1» PLERSE ENTER THE REPORT YERR :

2 PLERSE ENTER THE REPORT QURRTER

1[4 Cancel I Help I

Pleaze enter the Year in the YYYY format

A year and quarter must be entered that represents the "Report Y ear
and Quarter" requested for updating.
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Editing Data Y ou can edit data entered on screens by following one of the
methods below:

® |f data need to be overwritten, press the "Insert” toggle key (on
aPC) or the "Insert Here" toggle key (on an X-terminal such as
a Qume), then type over the required characters.

® |f asingle character of the data needsto be erased, press the
arrow keysto move the cursor before the character to be

erased, then press (on aPC) or the backspace key (on an
X-terminal) and reenter the required data.

® |f the contents of the entire field need to be erased and if the
field is already highlighted by default, simply press B%l (on a
PC) or the backspace key (on an X-terminal).

= |f the contents of the entire field need to be erased and if the
field is not already highlighted by default, highlight the field by
clicking the mouse on the data field and dragging the mouse

the entire length of the field, then press (onaPC) or the
backspace key (on an X-terminal).

Validating TheSearch Criteriawindow displays the parameters year and
Data quarter. Three pushbuttons appear at the bottom — OK, Cancel,
and Help.

Inthe box to theright of " 1) PLEASE ENTER THE REPCRT YEAR ", type
the year of the report you want to inquire about ina yyyy format.

Example: 1991
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For the year to be valid, it must satisfy the following validation
criteria. Theyear cannot be:

= plank

®  greater than current year

B |essthan UIRR-MIN-YEAR Where UIRR-MIN-YEAR is the oldest
record entered by UIRR existing in the database.

If any of these criteria are not met, an error message appears and
the cursor movesto thefield in error. Type avalid year.

After you've typed avalid year, the cursor automatically goesto the
quarter field.

In the box to theright of " 2) PLEASE ENTER THE REPORT QUARTER: ",
type 1, 2, 3, or 4 — the number representing the quarter of the
report year you want to inquire about. The cursor then goesto OK.

Click on OK or press .
For the quarter to be valid, it must satisfy the following criteria:

®  The quarter cannot be blank.
® Thevalid values of quarter must be 1 through 4.

If any of these are not met, an error message appears and the cursor
movesto thefield in error. Type avalid quarter.

After you type avalid year and quarter, the control automatically
goes to the OK pushbutton. To return to the main window, choose
Cancel. Todisplay help messagesrelated to the Sear ch
Criteriawindow, choose Help.

F-Il-b-10 R 12/00



ET HANDBOOK NO. 407 APPENDIX F
TAX PERFORMANCE SYSTEM

DATA ENTRY USERS GUIDE

COMPUTED MEASURES REPORT DELINQUENCY

To have the program check for the validity of the query parameters
and accessibility of the record in the database, choose ok. The
following validations will now be performed.

Validation 1

If the selected year is the current year, the program checks to
ensure that you have access to the records.

Example If the query year you enter is 1995 (the same as the current yeer)
and the current month and current day are 03 (March) and 15 (day),
repectively, the vaidation check will be asfollows:

|F selected quarter = 1

earliest access date = "05/20/1995"
| F selected quarter = 2

earliest access date = "08/20/1995"
|F selected quarter = 3

earliest access date = "11/20/1995"
| F selected quarter = 4

earliest access date = "02/20/1996"

In this example, you will not have access to data for the year 1995.
An error message will indicate your access has been denied and
you'll be prompted to reenter the query.

Validation 2

Assuming the program passes Validation 1, it then checks the
existence of the UIRR record for the query parameters requested. |If
the UIRR record exists, the control moves to check Warning 1. If no
record exists, an error message indicates the record is unavailable
and you're prompted to reenter the query.

Warning 1
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Assuming the query parameters pass Validations 1 and 2, the mail
flag in the UIRR record is then checked to ensure that UIRR

isnot in the process of revising the record. The valid value for

the mail flagis"2" (Sent). If the value of the mail flag is either "0"
(New) or "1" (Revision), a warning message appears indicating that
UIRR is currently modifying the record and you're prompted if you
want to continue the display process. Y ou have two options:

Y es - Goes ahead with the display process.
No - Returnsto reenter different query parameters.

Once the validations are complete, the Search Criteria window
closes and the record appears on the main window. Two columns
of data are displayed: the uIRR column with data from the UIRR
database, and the TPS column with data (if data have been
previously entered) from the TPS database.

From the Dat abase menu, you can now choose the Update option
if you want to update an TPS record, or the Delete option if you
want to delete TPS data that was previously entered. If you choose
Update, the cursor moves to thefirst field in the TPS column.

Y ou can get context-sengtive help only in thismode. To accessit, click
on Hel p in the menubar and choose Cont ext - Sensi ti ve.

The validation edit check for updating the record is given below.
Warning

If any of the data entry fields are set to "0", a warning message will
be displayed "Do you really want to set thisfieldto 0 ?'. You have

two options:

Yes- Goes ahead and setsthe valueto 0.
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No - Returns control back to the field for you to change
value.

There are certain relationships between fields. The software
performs the following validations:

Validation 1. If RD3 < RD1, then an error message indicating that
RD3 should be greater than or equal to RD1 is displayed and the
cursor is set on the field RD3.

Validation 2. 1f RD3 > (110% of RD?2), then awarning message
indicating that RD3 cannot be greater than 110% of RD2 is
displayed. If the values are not acceptable then the cursor is set on
thefield RD3.

Validation 3. If RD4 > (110% of RDZ2), then awarning message
indicating that RD4 cannot be greater than 110% of RD2 is
displayed. If the values are not acceptable then the cursor is set on
the field RDA4.

Validation 4. If RD7 < RD5, then an error message indicating that
RD7 cannot be less than RD5 is displayed and the cursor is set on
thefield RD?7.

Validation 5. If RD7 > (110% of RD6), then a warning message
indicating that RD7 cannot be greater than 110% of RD6 is
displayed. If the values are not acceptable then the cursor is set on
the field RD?7.

Validation 6. If RD8 > (110% of RD6), then a warning message
indicating that RD8 cannot be greater than 110% of RD6 is
displayed. If the values are not acceptable then the cursor is set on
the field RD8.
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Saving Data To save the updated record to the database, select Save from the
Dat abase option. The validations are then performed again. After
the validations are complete and the record has been written to the
database, you'll see a message on the status line indicating that the
record has been successfully updated. However, if you want to
cancel the process, after you select Update, any active menu items
under Fi | e, Dat abase, or Repor t s options can be chosen.

If you choose any of these options, you'll see the warning message,
"Lat est changes have not been saved, do you wish to

save before continui ng?" You havethreeoptions:

Yes - Saves the record and continues with the menu item
process chosen.
No - Does not save the record but continues with the menu
item process chosen.
Cancel - Returnsto the "Update" mode.
Deleting Data If you choose Delete from the Dat abase option, you'll see the

warning message, " Are you sure you wi sh to del ete?"
Y ou have two options:

Yes - Deletes the TPS record and clears the TPS column
displayed.
No - Returns you to the main window.
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Report The Report Generation option enables you to generate, view, save,
Generation and print three types of reports:

Section u Computed Measures report
= Database Display report
u Data Elements and Formulae Used report
Accessing To display the Report Selection window, go to the Report
Report Delinquency main window. Click on Repor t s in the menubar,
Generation then choose Generate. The Report Sel ecti on window, shown

below, is displayed.

Report Selection Window

Data Elements and Formulae Uzed

Report Selected:

Generate | ?r??:?n=| Foand Lags e LCancel Help

Computed Measures

Report Selected field
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The top of the window lists the types of reports you can generate:
= Computed Measures
®m  Database Display
®m  Data Elements and Formulae Used

The bottom of the window features six pushbuttons:

®  Generate ® Save As
" PreView = Cancd
= Print = Help

Four pushbuttons — Generate, PreView, Print, and Save As— are
active or inactive, depending upon previous actions. For example,
you cannot preview or print areport before the report is generated.

Generating Thefirst time you accessthe Report Sel ect i on window, the

Reports default report — which is the Computed M easures report — is
highlighted both at thetop and in the Report Sel ect ed field. The
Generate pushbutton is active. If you want to generate a report
other than the default report, click on the report desired in the list or

highlight it with an arrow key, then press @ and that report name
will appear inthe Report Sel ect ed field.

When you choose either a Computed Measures report or a
Database Display report and then press Generate, aSear ch

Cri t eri awindow promptsyou for the report's Year and

Quart er. If, however, you choose a Data Elements and Formulae
Used report, no Search Cri teri awindow isdisplayed. The
validations on parameters on this Search Cri t eri a window are
similar to the validations described in the Data Entry section. This
represents the "Y ear and Quarter”" ending date for which the
measure will be calculated.
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When you type valid year and quarter parameters, the Sear ch
Criteria window closes and you see the following message on
the status line,

Report Generation in Progress ... Please Wit

When the report generation is completed, the pushbuttons PreView,
Print, and Save As become active.

Viewing Reports  To view areport on the screen, choose PreView. Shown below is
an example of aPr eVi ewwindow.

PreView Window

Y ou can scroll through the report by either clicking with the mouse
on the scrollbar on the right side or pressing the PageUp/PageDown
keys. To close the window and return to the
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Printing Reports

Report Sel ecti on window, either click on the Close button, or

press the F22)] three times to highlight the Close button, then press

the space bar.

To print areport, choose Print. ThePrinter Sel ection

window, shown below, appears.

Printer Selection Window

Flease chooze a printer:

1 System Printer

~ Local Printer

Cancel I

Help I

Y ou have two options: Syst em Pri nt er and Local

Printer.

The system printer is attached to the SPARC system, and the local
printer is attached to your workstation. At the bottom of the

Printer Sel ecti on window there are three pushbuttons: OK,

Cancdl, and Help. When you choose OK, the printer selection
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Saving Reports

window closes, the report is printed on the printer selected, and
you'rereturned to the Report s sel ecti on window. Choose
Cancel toreturntothe Report's Sel ecti on window. Choose
Help to view help messages related to the printer selection window.

See examples of printed report in the Samples of Reports section.

A session begins when you log in and ends when you log off.
When a session ends, none of the reports generated during the
session is automatically saved because the UIRR data may have been
changed between sessions. Thus, each time you login, the reports
(Computed Measures and the Database Display) must be
regenerated. Therefore, if you want to save areport, you need to
use the Save As option.

To save areport, choose Save As. The Save As window, shown
below, appears.

Save As Window

At the bottom of the Save As window three pushbuttons appear:
OK, Cancel and Help. If you choose OK, the default report name
and path are used and the file is saved in the default directory that is
your home directory. However, if you
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choose to change the default path or/and the filename, type over the
default path/filename with a path/filename of your choice. Click on
the OK pushbutton to accept the input and activate the " Save"

process. Using the keyboard, you can press to moveto the
pushbutton OK, then use the arrow keysto traverse the
pushbuttons. To activate a pushbutton option, press the space bar
when the focus in on the pushbutton desired. Any files saved will
be checked for valid path and filenames. Shown below are the
default filenames generated by the system for each report selection.

Report Selection

Default filename

Computed Measures

cm_r_m Year_Qtr.login_id
Ex:cm r_ m 1990 1.timmsr

Database Display

cm r_d Year Qtr.login_id
Ex:cm r d 1990 1.timmsr

Data Elements and Formulae Used

cm_r_list.timmsr
Ex: cm_r_list.timmsr

When you choose Cancel inthe Reports Sel ect i on window, the
Reports Sel ecti on window closes and you're returned to the

main window.

When you choose Help inthe Report's Sel ect i on window, help
messages related to the Report s Sel ect i on window appear.

If you generate reports during a session, after the reports are
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File Options

generated you have the following options available from the Fi | e

Available After option in the menubar: Open, Save As, and Print.
Generating
Reports Open. If you choose Open, aFil e Sel ecti on window, shown
below, displays sdected reports generated during the sesson. However,
if no reports were generated during this sesson, amessage " No
Report files present for Retrieval" gopeas
File Selection Window
List User
Selection
Modes
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Three pushbuttons are displayed at the bottom of the Fi | e

Sel ect i on window: OK, Cancel, and Help. Any file chosen from
the list appears on the selection window. To display thefile, click
on OK. Choose Cancel to return to the main window. Choose
Help to view help messagesrelated totheFi | e Sel ecti on
window.

Save As. To save selected reports generated during the session,
choose Save As. A Save As window appears. |If, however, no
reports were generated during this session, amessage " No Repor t
files present to Save" isdisplayed.

Three pushbuttons are shown at the bottom of the Save As
window: OK, Cancel, and Help. When you choose OK, the default
report name and path are used and the file is saved in the default
directory. Any files saved are checked for valid path and

filenames. Choose Cancel to return to the main window. Choose
Help to view help messages related to the Save As window.

Print. To print selected reports generated during the session,
choose Print. A submenu with the options Syst emand Local
appears. Choose either optionto display theFi | e Sel ecti on
window. However, if no reports were generated during this
session, you'll see the following message in the message window.

No Report files present for Print.

Three pushbuttons are displayed at the bottom of the Pri nt er

Sel ect i on window: OK, Cancel, and Help. Any file chosen from
the list appears on the selection window. To print the file on the
printer selected, click on OK. Choose Cancdl to return to the main
window. Choose Help to view help messages related to the
Printer Sel ection window.

A radio button is a button grouped with other buttons that allows
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you to choose only one option from the group at atime, like
selecting your favorite radio station. IntheFi |l e Sel ecti on
window, which appears in this section, the following radio buttons
are available as auxiliary options.

Select Allows you to choose files from the box marked Li st .

Delete  Allowsyou to delete any or al filesfrom the User
Sel ecti on box. To deleteafilefromthe User
Sel ect i on box, highlight the file to be deleted by
dragging the mouse the entire length of the filename,
then select the Delete radio button.

Search  GeneratesaSear ch Di al og box from which you can
enter astring (that is, the full path name for the desired
file) to be found within the box marked Li st .

Top Displays the top of thelist in the box marked Li st .

Bottom Displays the bottom of thelist in the box marked Li st .

Samples of The Report Generation application produces three types of reports:
Reports
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= Report of Computed Measures
®  Database Display Report
®  Report of Data Elements and Formulae Used

Reports of Computed Measures are indicators used in conjunction
with the accuracy findings to determine if necessary actions are
being accomplished in atimely, complete manner. The reports
follow specified formats. If essential data element(s) are missing,
the Report of Computed Measures indicates the missing data
elements; otherwise, the percentage value for indicatorsis
displayed on the report.

The Database Display Report is areplica of the data entry screen.

Shown on the following pages are examples of each type of report.
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Report of Computed M easures

Thefollowing is a sample of a Computed Measures report generated for ayear/quarter in
which all data el ements collected are valid.
DATE: 04/20/1995

TAX PERFORMANCE SYSTEM

REPORT OF COMPUTED MEASURES
REPORT DELINQUENCY

STATE: CA
REQUESTED YEAR/QTR : 1994/1

Contributory Employers

A: Percentage of Reportsfiled timely 5.25%

B: Percentage of Reports secured by the

end of the following quarter 3.11%

C: Percentage of Reports secured plus
delinguencies resolved within 180 days 1.97%

Reimbursing Employers

D: Percentage of Reportsfiled timely 79.54%
E: Percentage of Reports secured by the

end of the following quarter 78.65%
F: Percentage of Reports secured plus

delinquencies resolved within 180 days 19.43%
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Computed Measures Report

Thefollowing is a sample of a Computed Measures report generated for ayear/quarter in
which some data elements collected are missing/invalid. In addition to the Computed
Measures Report, areport of missing data will also be generated, which is shown on the next

page.

DATE: 04/20/1995
TAX PERFORMANCE SYSTEM

REPORT OF COMPUTED MEASURES
REPORT DELINQUENCY

STATE: CA
REQUESTED YEAR/QTR : 1994/1

Contributory Employers
A: Percentage of Reportsfiled timely UNKNOWN

B: Percentage of Reports secured by the
end of the following quarter 3.11%

C: Percentage of Reports secured plus
delinquencies resolved within 180 days 1.97%

Reimbursing Employers
D: Percentage of Reportsfiled timely 79.54%

E: Percentage of Reports secured by the
end of the following quarter UNKNOWN

F: Percentage of Reports secured plus
delinquencies resolved within 180 days 19.43%

Note: UNKNOWN indicates missing quarter of data needed for computation.
Refer to the REPORT OF MISSING DATA.
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DATE:04/20/1995
TAX PERFORMANCE SYSTEM
COMPUTED MEASURES
REPORT OF MISSING DATA
REPORT DELINQUENCY

STATE: CA
REQUESTED YEAR/QTR : 1994/1

Measure A could not be computed. Missing datain RD 1
for the following year/quarter(s):
1993/4

Measure E could not be computed. Missing datain RD 7

for the following year/quarter(s):
1993/2

Note: Thisisan example of a Missing Data Report. However, this report does not appear if al dataare
available for calculating the measures.
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Database Display Report

The following is a sample of the Database Display report generated for a year/quarter.

DATE: 04/20/1995
TAX PERFORMANCE SYSTEM

COMPUTED MEASURES
DATABASE DISPLAY
REPORT DELINQUENCY

STATE: CA
REQUESTED YEAR/QTR : 1993/3

Report/ TPS
Definition Element # EDPID UIRR TPS

Contributory Employers:

Filing Timely ETA 581/6 RD1 20,000 23,000

# of Employers ETA 581/1 RD2 764,553 764,553

# of Secured Reports ETA 581/7 RD3 40,000 41,000

# of Resolved Reports  ETA 581/8 RD4 4,567 4,600

Reimbursing Employers:

Filing Timely ETA 581/9 RD5 44,844
# of Employers ETA 581/2 RD6 5,158 51,584
# of Secured Reports  ETA 581/10 RD7 6,000
# of Resolved Reports ETA 581/11  RD8 490

Report of Data Elements and For mulae Used
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The following is a sample of a Report of Data Elements and Formulae Used.

Date: 04/20/1995
TAX PERFORMANCE SYSTEM
COMPUTED MEASURES

REPORT OF DATA ELEMENTS AND FORMULAE
REPORT DELINQUENCY

TPS Report# UIRR
EDPID Element# EDPID Definition

RD1 ETA 581/ #6 ¢53 Filingtimely - Contributory
Employers

RD2 ETA581/#1 c1  Number of active Contributory
Employers

RD3 ETAGS8U#7 c¢54 Number of Contributory
Employers - Secured Reports

RD4 ETAGS8U#8 ¢55 Number of Contributory
Employers - Resolved Reports

RD5 ETAS8U#9 ¢56 Filingtimely - Reimbursing
Employers

RD6 ETAS8U#2 c2 Number of active Reimbursing
Employers

RD7 ETA 58U #10 c57 Number of Reimbursing
Employers - Secured Reports

RD8 ETA 58U #11 c58 Number of Reimbursing
Employers - Resolved Reports
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Report of Data Elements and Formulas Used(Continued)

Contributory Employers
A: Percent of Reports Filed Timely
(Sum of RD1) for Q(x-3), Q(x-2), Q(x-1), Qx

( ) *100
(Sum of RD2) for Q(x-4), Q(x-3), Q(x-2), Q(x-1)

B: Percent of Reports Secured by the last day of the following quarter

(Sum of RD3) for Q(x-3), Q(x-2), Q(x-1), Qx
) *100

(Sum of RD2) for Q(x-4), Q(x-3), Q(x-2), Q(x-1)
C: Percent of Reports Secured Plus Delinquencies Resolved within
180 days

(Sum of RD4) for Q(x-3), Q(x-2), Q(x-1), Qx
) *100

(Sum of RD2) for Q(x-5), Q(x-4), Q(x-3), Q(x-2)

Reimbursing Employers
D: Percent of Reports Filed Timely

(Sum of RD5) for Q(x-3), Q(x-2), Q(x-1), Qx
) *100

(Sum of RD6) for Q(x-4), Q(x-3), Q(x-2), Q(x-1)

E: Percent of Reports Secured by the last day of the following quarter

(Sum of RD7) for Q(x-3), Q(x-2), Q(x-1), Qx
) *100

(Sum of RD6) for Q(x-4), Q(x-3), Q(x-2), Q(x-1)
F: Percent of Reports Secured Plus Delinquencies Resolved within
180 days

(Sum of RD8) for Q(x-3), Q(x-2), Q(x-1), Qx
) *100

(Sum of RD6) for Q(x-5), Q(x-4), Q(x-3), Q(x-2)

Note: Qx represents the requested year/quarter.
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Help Section The Help Section provides the following four options:

context-sensitive help

an overview of the subsystem

help about keyboard operation procedures
product release information

Accessing Help To access the Help option, go to the Report Del i nquency main
window and choose the Hel p option. The Help menu, shown
below, appears.

Help Menu

[ File Databaze Reports

Requested Year/Ouarter: I

Report & ROC
Element Mumber EDF ID LIRR RUC

Definition

Contributory Employers:

Filing Timely ETA 581 - #6

Total Humber of Employers ETA &8l - #1

Humber of Secured Reports ETA &8l - #7 RI3

Humber of Resolved Reports  ETR G581 - #8 RI4

Reimbursing Emploversy

Filing Timely ETA &8l - #39 RIS

Total Mumber of Employers ETH a1l - #2 RDE

Humber of Secured Reports ETA b3l - #10

Humber of Resolved Reportz  ETA D81 - #11
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Shown below is the screen display of atypical help window.

Help Window

The Computed Meazures subsystem iz designed to calculate
the perfarmance indicaters baszed on the SESA s reported
data, Theze indicaters are uszed in turn te help the ROC
reviewers in final evaluatien of the timelinesz and
campleteneszs of the State tax eperations, Computed
Meazurez will be used in four of the tax functions within

RAC :

Status Determination,
Repart Delinguency.
Callections, and
Field Audit

Data needed to compute the performance indicaters will
come fram repoarts currently submitted to the Matisnal
Office as part of the Ul Required Reparting {UIRR} System,
The three repartz frem which the data iz derived include:

If you choose the Cont ext - Sensi ti ve Hel p option from the
Hel p menu, aHel p window appears with messages related to the
field on focus. You can view the help message with the mouse by
using the scroll bar on the right side or by pressing the Page
Up/Page Down keys on your PC. (Note: The Cont ext - Sensi ti ve
Hel p optionisactive only if you choose Update from the

Dat abase menu to clarify edits/definitions for entry fields.) To
exit the Cont ext - Sensi ti ve Hel p option and return to the main
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window, either click on Close with the mouse, or press three
times to highlight the Close button, then press the space bar.

To see an overview of the subsystem, choose Over vi ew. You can
view the entire help message with the mouse by using the scroll bar
on theright side, or by pressing the Page Up/Page Down keys on

your PC. To return to the main window, either click on Close with

the mouse, or press K%/ three times to highlight the Close button,
then press the space bar.

To see ahelp window with keyboard operation procedures for this
part of the application, choose the Keyboar d option from the Hel p
menu. You can view the help message with the mouse by using the
scroll bar on the right side, or by pressing the Page Up/Page Down
keys on your PC. To return to the main window, either click on

Close with the mouse, or press three times to highlight the
Close button, then press the space bar.

To see ahelp window with product release information for this part
of the application, choose the Pr oduct | nf or mat i on option from
the Hel p menu. To return to the main window, either click on

Close with the mouse, or press three times to highlight the
Close button, then press the space bar.
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Defining The main purpose of the collections function isto assist employers
Collections to comply with State laws and regulations, promote voluntary
M easur es payment compliance, collect past due amounts from employers,

and manage accounts receivable.

To ascertain the timeliness of employer payment and management
of accounts receivable, there are eight computed measures:

For Contributory Employers:
®  Percentage of amounts due paid timely.

®  Turnover Ratio - Theratio of receivables liquidated and
declared uncollectible and/or doubtful to taxes due.

®m  Receivables declared uncollectible and/or doubtful. The
percent of tax due declared uncollectible and/or doubtful.

®  Accounts receivable at the end of the report period as a percent
of tax due.

For Reimbursing Employers:
®  Percentage of amounts due paid timely.

® Turnover Ratio - Theratio of receivablesliquidated and
declared uncollectible and/or doubtful to taxes due.

®  Receivables declared uncollectible and/or doubtful. The
percent of tax due declared uncollectible and/or doubtful.

®  Accounts receivable at the end of the report period as a percent
of tax due.
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Accessing To access the Collections function, go to the uis Main Menu and
Collections choose the TAX PERFORMANCE SY STEM option. Inthe TPS

Main Menu, choose the Computed Measures option. When the
Computed Measures Menu appears, choose the Collections option.
Shown below are these three menus.

Menu Selection

To display the Col | ect i ons main window, shown below, choose
the Col | ect i ons option from the Conput ed Measures Menu.

F-11-c-2 R 12/00



ET HANDBOOK NO. 407

TAX PERFORMANCE SYSTEM

DATA ENTRY USERS GUIDE

APPENDIX F

COMPUTED MEASURES

COLLECTIONS

Collections Main Window

REPORT &

COWMTRIBUTORY EMPLOYERS ELEMENT #
Amount. Determined Receivables ETABE1-£22
Tollar Ammount Deposited: ETAz112-#11
Amount of Beceivables Liquidated: ETARB1-#23

Anount of Receivables - Uncollectible:r  prapoi—sog

Amount of Receivables - Doubtfuly ETHSI1-#25

Amount of Receivable Balances ETASE1-#25

| Requested Year/luarter: I |

ROC
EDF ID

coL

coz
Harth 1

Honth 2

Month 3

Coz

Co4

Cos

CO&

UIRR

RAC

The main window has a menubar at the top with the following
options: Fi | e, Dat abase, Report s, and Hel p. Under each
menubar option are the following options:

= [Fi | e. Consistsof Open, Save As,Print,andExit.The
Pri nt option isfurther subdivided into Syst emand Local .

® Dat abase. Consistsof Query, Updat e, Save, and Del et e.

® Reports. Consistsof Gener at e.

® Hel p. Consistsof Cont ext - Sensitive Hel p, Overvi ew,
Keyboar d, and Pr oduct | nfornmati on.
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The menubar options have atear-off feature that lets you separate
the pull-down menu options. Thisoption isuseful if you want
certain menus to remain on the screen for repetitive use. Normally
these pull-down menus disappear after making your selection. To
separate the menu options, simply click the mouse on the
perforation under the menu option.

Menu Option with Perforation

Perforation for tear-off
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Shown below is a screen of the tear-off menus for the Computed
Measures menu bar.

Tear-off Menus

Computed Messures - Collections

File Database Reports

=|File Tear-off ||[=[Database Tear—off
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Accessing : To access the menubar using the keyboard, simply press on the
Menubar Using o ) , . .

Keyboard main window. The first option on the menubar is now highlighted.

Using the left or right arrow keys, you can move to any of the
menu options desired. To activate the menu option, smply press

/I_l .

For example to access options from the Dat abase menu on the
menubar, you can also use one of the following methods:

®  Under the Dat abase option:

L. Typeq or use arrow keysto move to the Quer y option and

press to accessQuery.
L. Type u or use arrow keysto move to the Updat e option

and press to access Updat e.
L. Type s or usearrow keysto move to the Save option and

press E@} to access Save.
L Type d or use arrow keysto moveto the Del et e option

and press to accessDel et e.

Y ou can al so access some options under the Dat abase menu
option with fewer keystrokes by using what are termed "hot keys".
From the Collections main window:

L Press <Ctrl-g> to access Quer y.
L Press <Ctrl-u> to access Updat e.
L Press <Ctrl-s> to access Save.

L Press<Citrl-d>to access Del et e.
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The operation of this part of the TPS program is explained in the
following sections:

= dataentry

B reports generation
= help

F-1l-c-7 R 12/00



ET HANDBOOK NO. 407 APPENDIX F
TAX PERFORMANCE SYSTEM

DATA ENTRY USERS GUIDE

COMPUTED MEASURES COLLECTIONS
Data Entry The data entry section enables you to enter missing data or correct
Secti inaccurate data retrieved from the UIRR database tables into the
lon TPS database tables,
Accessing To access the Data Entry section, go to the Collections main
Data Entry window. Click on Dat abase in the menubar, then choose Query.

TheSearch Criteriawindow appears, as shown below.

Search Criteria Window

1» PLERSE ENTER THE REPORT YERR :

2 PLERSE ENTER THE REPORT QURRTER

1[4 Cancel I Help I

Pleaze enter the Year in the YYYY format

A year and quarter must be entered which represents the "Report
Y ear and Quarter" requested for updating.
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Editing Data Y ou can edit data entered on screens by following one of the
methods below:

= |f data need to be overwritten, press the "Insert” toggle key (on
aPC) or the "Insert Here" toggle key (on an X-terminal such as
aQume), then type over the required characters.

® |f asingle character of the data needs to be erased, press the
arrow keysto move the cursor before the character to be
erased, then press B (on a PC) or the backspace key (on an
X-terminal) and reenter the required data.

= |f the contents of the entire field need to be erased and if the
field is already highlighted by default, simply press (ona
PC) or the backspace key (on an X-terminal).

= |f the contents of the entire field need to be erased and if the
field is not already highlighted by default, highlight the field by
clicking the mouse on the data field and dragging the mouse

the entire length of the field, then press B (on a PC) or the
backspace key (on an X-terminal).

Validating TheSearch Criteriawindow displays the parameters year and
Data guarter. Three pushbuttons appear at the bottom — OK, Cancel,
and Help.
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In the box to theright of " 1) PLEASE ENTER THE REPORT YEAR: ",
type the year of the report you want to inquire about inayyyy
format.

Example: 1991

For the year to be valid, it must satisfy the following validation
criteria. Theyear cannot be:

blank

®  greater than current year
less than UIRR-MIN-YEAR where UIRR-MIN-YEAR is the oldest
record entered by UIRR existing in the database.

If any of these criteria are not met, an error message appears and
the cursor movesto thefield in error. Type avalid year.

After you've typed avalid year, the cursor automatically goesto the
quarter field.

In the box to theright of " 2) PLEASE ENTER THE REPORT QUARTER: ",

type 1, 2, 3, or 4 — the number representing the quarter of the
report year you want to inquire about. The cursor then goesto OK.

Click on OK or press .
For the quarter to be valid, it must satisfy the following criteria:

®  The quarter cannot be blank.
®  Thevalid values of quarter must be 1 through 4.

If any of these are not met, an error message appears and the cursor
movesto thefield in error. Type avalid quarter.
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After you type avalid year and quarter, the control automatically
goesto the OK pushbutton. To return to the main window, choose
Cancel. To display help messages related to the Sear ch

Cri t eri a window, choose Help.

To have the program check for the validity of the query parameters
and accessibility of the record in the database, choose ok. The
following validations will now be performed.

Validation 1

If the selected year isthe current year, the program checksto
ensure that you have access to the records.

Example: If the query year you enter is 1995 (the same as the
current year) and the current month and current day are 03 (March)
and 15 (day), respectively, the validation check will be asfollows:

|F selected quarter = 1

earliest access date = "05/20/1995"
|F selected quarter = 2

earliest access date = "08/20/1995"
|F selected quarter = 3

earliest access date = "11/20/1995"
|F selected quarter = 4

earliest access date = "02/20/1996"

In this example, you will not have access to data for the year 1995.
An error message will indicate your access has been denied and
you'll be prompted to reenter the query.

Validation 2

Assuming the program passes Validation 1, it then checks the
existence of the UIRR record for the query parameters requested. |If
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the UIRR record exists, the control moves to check Warning 1. If no
record exists, an error message indicates the record is unavailable
and you're prompted to reenter the query.

Warning 1

Assuming the query parameters pass Validations 1 and 2, the mail
flag in the UIRR record is then checked to ensure that UIRR

is not in the process of revising the record. The vdid vaue for the mall
flagis"2" (Sent). If thevaue of the mail flag isether "0" (New) or "1"
(Revigon), awarning message appears indicating that UIRR is currently
modifying the record and you're prompted if you want to continue the
display process. Y ou have two options:

Y es - Goes ahead with display.
No - Returnsto reenter different query parameters.

Once the validations are compl ete, the Search Criteria window
closes and the record appears on the main window. Two columns
of data are displayed: the UIRR column with data from the UIRR
database, and the TPS column with data (if data have been
previously entered) from the TPS database.

From the Dat abase menu, you can now choose the Update option
if you want to update an TPS record, or the Delete option if you
want to delete TPS data that was previously entered. If you choose
Update, the cursor moves to thefirst field in the TPS column.

Y ou can get context-sengitive help only in thismode. To accessit, click
on Hel p in the menubar and choose Cont ext - Sensi ti ve.

The vdidation edit checks for updating the record are given below.

Warning
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If any of the data entry fields are set to "0", a warning message will
be displayed "Do you really want to set thisfieldto 0 ?*. Y ou have
two options:

Yes- Goes ahead and setsthe valueto 0.
No - Returns control back to the field for the user to
change value.

There are certain relationships between fields. The software will
Relational perform the following validations:
Edits
Validation 1. If CO1 > CO6, then a warning message indicating
that CO1 is greater than CO6 is displayed. If the values are not
acceptable then the cursor is set on the field CO1.

Validation 2. If CO3 > CO6, then a warning message indicating
that CO3 is greater than CO6 is displayed. If the values are not
acceptable then the cursor is set on the field CO3.

Validation 3. If CO7 > CO12, then awarning message indicating
that CO7 is greater than CO12 isdisplayed. If the values are not
acceptable then the cursor is set on the field CO7.

Validation 4. If CO9 > C0O12, then an warning message indicating

that CO9 is greater than CO12 isdisplayed. If the values are not
acceptable then the cursor is set on the field CO9.
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Saving Data

Deleting Data

When you want to save the updated record to the database by
selecting Save from the Dat abase option, the validations are
performed again. After the validations are complete and the record
has been written to the database, you'll see a message on the status
line indicating that the record has been successfully updated.
However, if you want to cancel the process, after you select
Update, any active menu items under Fi | e, Dat abase, or

Repor t s options can be chosen. If you choose any of these

options, you'll see the warning message, " Lat est changes have
not been saved, do you wish to save before

cont i nui ng?" You have three options:

Yes - Saves the record and continues with the menu item
process chosen.

No - Does not save the record but continues with the menu
item process chosen.

Cancel - Returnsto the "Update" mode.

If you choose Delete from the Dat abase option, you'll see the
warning message, "Are you sure you wi sh to del ete?"
Y ou have two options:

Yes - Deletes the TPS record and clears the TPS column
displayed.
No - Returns you to the main window.
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Report The Report Generation option enables you to generate, view, save,
Gener ation and print three types of reports:

Section

= Computed Measures report
®  Database Display report
®  Data Elements and Formulae Used report

Accessing To display the Report Selection window, go to the Collections main
Report window. Click on Report s inthe menubar, then choose Gener ate.
Generation The Report Sel ecti on window, shown below, is displayed.

Report Selection Window

o e e e e e e e e e

Computed Measures

Databasze Display
Data Elements and Formulaes Used

Computed Measures

Report Selected:

Generate | Pty | Cancel Help

Report Selected field

The top of the window lists the types of reports you can generate:
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= Computed Measures
®  Database Display
®  Data Elements and Formulae Used

The bottom of the window features six pushbuttons:

® Generate ® Save As
® PreView = Cancel
= Print = Help

Four pushbuttons— Gener ate, PreView, Print, and Save As— are
active or inactive, depending upon previous actions. For example, you
cannot preview or print areport before the report is generated.

Generating Thefirgt time you accessthe Report  Sel ect i on window, the default

Reports report — which is the Computed Measures report — is highlighted both
a thetopandinthe Report Sel ect ed fidd. The Generate
pushbutton is active. If you want to generate a report other than the
default report, click on the report desired in the list or highlight it with

an arrow key, then press and that report name will gppear in the
Report Sel ect ed field.

When you choose either a Computed Measures report or a
Database Display report and then press Gener ate, a Sear ch
Criteriawindow promptsyou for Year and Quart er of the
report. If, however, you choose a Data Elements and Formulae
Used report, no Search Criteriawindow isdisplayed. The
validations on parameterson thisSear ch Criteri a window are
similar to the validations described in the Data Entry section. This
represents the "Y ear and Quarter” ending date for which the
measure will be calculated.
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When you type valid year and quarter parameters, the Sear ch
Criteria window closes and you see the following message on
the statusline,

Report Generation in Progress ... Please Wait

When the report generation is completed, the pushbuttons PreView,
Print, and Save As become active.

Viewing Reports  Toview areport on the screen, choose PreView. Shown below is
an example of aPr eVi ewwindow.

PreView Window

Y ou can scroll through the report by either clicking with the mouse
on the scrollbar on the right side or pressing the PageUp/PageDown
keys. To close the window and return to the
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Printing Reports

Report Selection window, either click on the Close button with the

MOuSe, Or press three times to highlight the Close button, then
press the space bar.

To print areport, choose Print. ThePrinter Sel ection
window, shown below, appears.

Printer Selection Window

Fleaze chooze a printer:

1 System Printer

~ Local Printer

Cancel | Help |

Y ou have two options. Syst em Pri nter andLocal Printer.
The system printer is attached to the SPARC system, and the local
printer is attached to your workstation. At the bottom of this
window there are three pushbuttons. OK, Cancel, and Help. When
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Saving Reports

you choose OK, the printer selection window closes, the report is
printed on the printer selected, and you're returned to

theReports Sel ecti on window. Choose Cancd to return to the
Reports Sel ecti on window. Choose Help to view help
messages related to the printer selection window.

See examples of printed reports in the Samples of Reports section.

A session begins when you log on and ends when you log off.
When a session ends, none of the reports generated during the
session is automatically saved because the UIRR data may have been
changed between sessions. Thus, each time you logon, the reports
(computed measures and the data base display) must be
regenerated. Therefore, if you want to save areport, you need to
use the Save As option.

To save areport, choose Save As. The Save As window, shown
below, appears.

Save As Window

At the bottom of the Save As window three pushbuttons appear:
OK, Cancel and Help. If you choose OK, the default report name
and path are used and the file is saved in the default directory
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which isyour home directory. However, if you choose to change
the default path or/and the filename, type over

the default path/filename with a path/filename of your choice.

Click on the OK pushbutton to accept the input and activate the
"Save" process. Using the keyboard, you can use the Tab key to
move to the pushbutton OK and then use the arrow keysto traverse
the pushbuttons. To activate a pushbutton option, press the space
bar when the focus is on the pushbutton desired. Any files saved
will be checked for valid path and filenames. Shown below are the
default filenames generated by the system for each report selection.

Report Selection

Default filename

Computed Measures

cm_c m Year Qtr.login id
Ex: cm_c_m 1990 1.timmsr

Database Display

cm_c d Year Qtr.login_id
Ex:cm_c d 1990 1.timmsr

Data Elements and Formulae Used

cm_c_list.timmsr
Ex: cm c_list.timmsr

When you choose Cancel onthe Reports Sel ecti on window,
the Reports Sel ecti on window closes and you're returned to the

main window.

When you choose Help onthe Report s Sel ect i on window, help
messages related to the Report s Sel ect i on window appear.
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File Options If you generate reports during a session, after the reports are
Available After generated you have the following options available from theFi | e
Generating option in the menubar: Open, Save As, and Print.
Reports

Open. If you choose Open, aFi | e Sel ecti on window, shown
below, displays selected reports generated during the session.
However, if no reports were generated during this session, a
message " No Report files present for Retrieval™

appears.

File Selection Window

File Selection ]

- User
Selection
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Three pushbuttons are displayed at the bottom of the Fi | e

Sel ect i on window: OK, Cancel, and Help. Any file chosen from
the list appears on the selection window. To display thefile, click
on OK. Choose Cancel to return to the main window. Choose
Help to view help messagesrelated totheFi | e Sel ecti on
window.

Save As. To save selected reports generated during the session,
choose Save As. A Save As window appears. |If, however, no
reports were generated during this session, amessage " No Repor t
files present to Save" isdisplayed.

Three pushbuttons are shown at the bottom of the Save As
window: OK, Cancel, and Help. When you choose OK, the default
report name and path are used and the file is saved in the default
directory. Any files saved will be checked for valid path and
filenames. Choose Cancel to return to the main window. Choose
Help to view help messages related to the Save As window.

Print. To print selected reports generated during the session,
choose Print. A submenu with the options Syst emand Local
appears. Choose either option to display theFi | e Sel ecti on
window. However, if no reports were generated during this
session, you'll see the following message in the message window.

No Report files present for Print.

Three pushbuttons are displayed at the bottom of the Pri nt er

Sel ect i on window: OK, Cancel, and Help. Any file chosen from
the list appears on the selection window. To print the file on the
printer selected, click on OK. Choose Cancdl to return to the main
window. Choose Help to view help messages related to the
Printer Sel ection window.

A radio button is a button grouped with other buttons that allows

F-Il-c-22 R 12/00



ET HANDBOOK NO. 407 APPENDIX F
REVENUE QUALITY CONTROL

DATA ENTRY USERS GUIDE

COMPUTED MEASURES COLLECTIONS

you to choose only one option from the group at atime, like
selecting your favorite radio station. IntheFi |l e Sel ecti on
window, which appears in this section, the following radio buttons
are available as auxiliary options.

Select Allows you to choose files from the box marked Li st .

Delete  Allowsyou to delete any or al filesfrom the User
Sel ecti on box. To deleteafilefromthe User
Sel ect box, highlight the file to be deleted by dragging
the mouse the entire length of the filename, then select
the Delete radio button.

Search  GeneratesaSear ch Di al og box from which you can
enter a string (the full path name for the desired file) to
be found within the box marked Li st .

Top Display the top of thelist in the box marked Li st .

Bottom Displays the bottom of thelist in the box marked Li st .

Samples of The Report Generation application produces three types of reports:
Reports
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= Report of Computed Measures
®  Database Display Report
®  Report of Data Elements and Formulae Used

Reports of Computed Measures are indicators used in conjunction
with the accuracy findings to determine if necessary actions are
being accomplished in atimely, complete manner. The reports
follow specified formats. If essential data element(s) are missing,
the Report of Computed Measures indicates the missing data
elements; otherwise, the percentage value for indicatorsis
displayed on the report.

The Database Display Report is areplica of the data entry screen.

Shown on the following pages are examples of each type of report.

F-11-c-24 R 12/00



ET HANDBOOK NO. 407
REVENUE QUALITY CONTROL

DATA ENTRY USERS GUIDE

APPENDIX F

COMPUTED MEASURES

COLLECTIONS

Report of Computed M easures

Thefollowing is a sample of a Computed Measures report generated for ayear/quarter in

which all data elements collected are valid.

DATE: 03/11/1995

TAX PERFORMANCE SYSTEM
REPORT OF COMPUTED MEASURES
COLLECTIONS

State: CA
Requested Y ear/Qtr: 1990/1

CONTRIBUTORY EMPLOYERS:
A: Percent of Amount due paid timely:

B: Turnover Ratio - The ratio of receivables liquidated
and declared uncollectible to taxes due

C: Receivables declared uncollectible - The percent of
tax due declared uncollectible and/or doubtful

D: Accountsreceivable at the end of the report

REIMBURSING EMPLOY ERS:
A: Percent of Amount due paid timely:

B: Turnover Ratio - Theratio of receivables liquidated
and declared uncollectible to taxes due

C: Receivables declared uncollectible - The percent of
tax due declared uncollectible and/or doubtful

D: Accountsreceivable at the end of the report

98.8%
99.6%
79.7%
56.8%
98.8%
99.6%
79.7%
56.8%
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Computed Measures Report

Thefollowing is a sample of a Computed Measures report generated for ayear/quarter in
which some data elements collected are missing/invalid. In addition to the Computed
Measures Report, areport of missing data will also be generated, which is shown on the next

page.

DATE: 04/19/1995

TAX PERFORMANCE SYSTEM
REPORT OF COMPUTED MEASURES

COLLECTIONS

STATE: CA
REQUESTED YEAR/QTR: 1993/4

Contributory Employers:

A: Percent of Amounts due paid timely: UNKNOWN
B: Turnover Ratio - The ratio of receivables liquidated UNKNOWN
and declared uncollectible to taxes due
C: Receivables declared uncollectible and/or UNKNOWN
doubtful - The percent of tax due declared
uncollectible and/or doubtful
D: Accounts receivable at the end of the report UNKNOWN
period as a percent of tax due
Reimbursing Employers:
E: Percent of Amounts due paid timely: 99.13%
F: Turnover Ratio - Theratio of receivables Liquidated 1.89%
and declared uncollectible and/or doubtful to tax due
G: Receivables declared uncollectible and/or doubtful - 0.04%
The percent of tax due declared uncollectible and/or
doubtful
H: Accounts receivable at the end of the report 0.44%

period as a percent of tax due

Note: UNKNOWN indicates missing quarter of data needed for computation.

Refer to the Report of MISSING DATA.

DATE:04/19/1995
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TAX PERFORMANCE SYSTEM
REPORT OF MISSING DATA
COLLECTIONS

STATE: CA
REQUESTED YEAR/QTR: 1993/4

Measure A, B, C, D could not be computed

- Missing datain CO1 for the following year/quarter(s):
1993/2
1993/3

Note: Thisisan example of aMissing Data Report. However, this report does not appear if all
data are available for calculating the measures.
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Database Display Report

The following is a sample of the Database Display report generated for a year/quarter.
DATE: 04/19/1995

TAX PERFORMANCE SYSTEM
DATABASE DISPLAY
COLLECTIONS

STATE: CA
REQUESTED YEAR/QTR: 1993/4

REPORT & TPS
DEFINITION ELEMENT # EDPID UIRR TPS

CONTRIBUTORY EMPLOYERS

Amount of
Determined Receivable ~ ETA581-#22 CcO1 27,281,260 1,920,120

Dollar Deposited: ETA2112-#11 CO2 90,628,284.60 906,283,323.33
307,301,646.03307,301,646.03
28,817,082.56 28,817,082.56

Receivables Liquidated: ~ ETA581-#23 COo3 23,650,093 23,650,093

Receivables - ETA581-#24 COo4 28,236 28,236
Uncollectible:

Receivables -Doubtful: ETA581-#25 CO5 9,876,587 9,876,587

Receivable Balance: ETAS81-#26 CO6 190,012,024 190,012,024

F-11-c-28 R 12/00



ET HANDBOOK NO. 407
REVENUE QUALITY CONTROL

DATA ENTRY USERS GUIDE

APPENDIX F

COMPUTED MEASURES

COLLECTIONS

Database Display Report (Continued)

REIMBURSING EMPLOYERS

Determined Receivable:  ETA581-#34 Cco7 3,143,862 3,140

Dollar Deposited: ETA2112-#18 COos8 4,841,275.16 4,841,275.16
6,016,603.60 6,016,603.60
5,812,558.42 5,812,558.42
ETA2112-#19 COos8 2,172,054.51 2,172,054.51
4,206,052.85 4,206,052.85
4,492,820.14 4,492,820.14
ETA2112-#20 COos8 5,012,861.62 5,012,861.62
7,226,748.53 7,226,748.53

6,723,064.69 6,723,064.69

ReceivablesLiquidated =~ ETA581-#35 COo9 1,686,080 1,686,080
Receivables - ETA581-#36 CO10 800 800
Uncollectible:

Recelvables -Doubtful: ETAS81-#37 CO11 122,223 0
Receivable Balance: ETA581-#38 CO12 2,805,765 0

F-11-c-29

R 12/00



ET HANDBOOK NO. 407 APPENDIX F
REVENUE QUALITY CONTROL

DATA ENTRY USERS GUIDE

COMPUTED MEASURES COLLECTIONS

Report of Data Elements and For mulae Used

The following is a sample of a Report of Data Elements and Formulae Used.

Run Date: 03/11/1995

TAX PERFORMANCE SYSTEM
REPORT OF DATA ELEMENTS & FORMULAE
COLLECTIONS

TPS  Report#/ UIRR
EDPID Element # EDPID Definition

CONTRIBUTORY EMPLOYERS

CO1 ETA581/22 cl5 Amount determined receivable

CO2 *ETA 2112/11 co* Dollar Amount Deposited

CO3 ETA 581/23 cl6 Amount of Receivables Liquidated
CO4 ETA 581/24 cl7 Amount of Receivables Uncollectible
CO5 ETA 58125 c64 Amount of Receivables Doubtful
CO6 ETA 581/26 cl8 Amount of Receivables Balance

REIMBURSING EMPLOY ERS

CO7 ETA581/34 c20 Amount determined receivable
CO8 *ETA 2112/  ¢27,c29,c31 Dollar Amount Deposited

18,19,20
CO9 ETA 581/35 c21 Amount of Receivables Liquidated
CO10 ETA 581/36 c22 Amount of Receivables Uncollectible
co11 ETA 581/37 c65 Amount of Receivables Doubtful
CO12 ETA 581/38 c23 Amount of Receivable Balance

Report of Data Elements and For mulae Used (Continued)
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Contributory Employers

A: Percentage of Amounts due paid timely

(Sum of CO1) for Q(x-3), Q(x-2), Q(x-1), Qx
[1~( )]*100
(Sum of CO2+CO1-CO3) for Q(x-3),Q(x-2),Q(x-1), Qx

B: Turnover Ratio - Theratio of receivables liquidated and
declared uncollectible to taxes due

(Sum of CO3+CO4+CO5) for Q(x-3), Q(x-2), Q(x-1), Qx

* 100
(Sum of CO2+CO01-CO3) for Q(x-3), Q(x-2), Q(x-1), Qx

C: Receivables declared uncollectible - The percent of tax due
declared uncollectible and/or doubtful

(Sum of CO4+CO5) for Q(x-3), Q(x-2), Q(x-1), Qx

* 100
(Sum of CO2+CO1-CO3) for Q(x-3), Q(x-2), Q(x-1), Qx

D: Accountsreceivable at the end of the report period as a
percent of tax due

CO6 for Qx

* 100
(Sum of CO2+CO1-CO3) for Q(x-3), Q(x-2), Q(x-1), Qx

Note: Qx represents the requested year/quarter.
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Report of Data Elements and For mulae Used (Continued)

Reimbursing Employers
E: Percentage of Amounts due paid timely
(Sum of CO7) for Q(x-3), Q(x-2), Q(x-1), Qx

[1-( )] * 100
(Sum of CO7+CO08-C09) for Q(x-3),Q(x-2),Q(x-1), Qx

F: Turnover Ratio - Theratio of receivables liquidated and
declared uncollectible to taxes due

(Sum of CO9+CO10+CO11) for Q(x-3), Q(x-2), Q(x-1), Qx

* 100
(Sum of CO7+CO8-CO09) for Q(x-3), Q(x-2), Q(x-1), Qx

G: Receivables declared uncollectible - The percent of tax due
declared uncollectible and/or doubtful

(Sum of CO10+CO11) for Q(x-3), Q(x-2), Q(x-1), Qx
* 100

(Sum of CO7+C0O8-C09) for Q(x-3), Q(x-2), Q(x-1), Qx

H: Accounts receivable at the end of the report period as a
percent of tax due

CO12 for Qx
* 100

(Sum of CO7+C0O8-CQO9) for Q(x-3), Q(x-2), Q(x-1), Qx

Note: Qx represents the requested year/quarter.
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Help Section The Help Section provides the following four options:

®  context-sensitive help

= anoverview of the subsystem

= help about keyboard operation procedures
®  product release information

Accessing Help To access the Help option, go to the Col | ect i ons main window
and choose the Hel p option. The Help menu, shown below,
appears.

Help Menu

File Database Reports

Requested Year/Ouarter: I
REPORT & ROC
CONTRIBUTORY EMPLOYERS ELEMENT # EIF 1D UIRR t Infornation
Amount. Determined Receivable: ETHGS1-#22 ool I I
Dlollar Ammount Deposited: ETAZ112-#11 co2
Month 1 I |
Month 2 I I
Honth 3 l I
Amount of Receivables Liquidated: ETRRE1-#23 co3 I I
Amount. of Receivables - Uncollectible: ETREG1-#74 o4 I I
Amount of Receivables - Doubtful: ETASS1-#25 Cos I I
¥i
] J L
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Shown below is the screen display of atypical help window.

Help Window

The Computed Meazures subsystem iz designed to calculate
the perfarmance indicaters baszed on the SESA s reported
data, Theze indicaters are uszed in turn te help the ROC
reviewers in final evaluatien of the timelinesz and
campleteneszs of the State tax eperations, Computed
Meazurez will be used in four of the tax functions within

RAC :

Status Determination,
Repart Delinguency.
Callections, and
Field Audit

Data needed to compute the performance indicaters will
come fram repoarts currently submitted to the Matisnal
Office as part of the Ul Required Reparting {UIRR} System,

The three repartz frem which the data iz derived include:

If you choose the Cont ext - Sensi ti ve Hel p option from the
Hel p menu, aHel p window appears with messages related to the
field on focus. You can view the entire help message with the
mouse by using the scroll bar on the right side or by pressing the
Page Up/Page Down keys on your PC. (Note: The Cont ext -

Sensi tive Hel p optionisactiveonly if you choose Update from
the Dat abase menu to clarify edits/definitions for entry fields.)
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To exit the Cont ext - Sensi ti ve Hel p option and return to the

main window, either click on Close with the mouse, or press
three times to highlight the Close button, then press the space bar.

To see an overview of the subsystem, choose Over vi ew. You can
view the entire help message with the mouse by using the scroll bar
on theright side, or by pressing the Page Up/Page Down keys on

your PC. To return to the main window, either click on Close with

the mouse, or press K%/ three times to highlight the Close button,
then press the space bar.

To see ahelp window with keyboard operation procedures for this
part of the application, choose the Keyboar d option from the Hel p
menu. You can view the entire help message with the mouse by
using the scroll bar on the right side, or by pressing the Page
Up/Page Down keys on your PC. To return to the main window,

either click on Close with the mouse, or press B2/ three times to
highlight the Close button, then press the space bar.

To see ahelp window with product release information for this part
of the application, choose the Pr oduct | nf or mat i on option from
the Hel p menu. To return to the main window, either click on

Close with the mouse, or press F22! three times to highlight the
Close button, then press the space bar.
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Defining Field The main purpose of the field audit function is to assist employers

Audit M easures to comply with State laws and regulations and to determine if
wages and taxes have been reported in accordance with law and
agency policies.

To ascertain the level of employer compliance and provide for
analysis of improper employer reporting and audit penetration by
both number and size, there are three computed measures:
®  Percentage of change in total wages resulting from audit.
®m Percentage of contributory employers who are audited.
®  Percentage of total wages audited.
Accessing Field To access the Field Audit function, go to the uis Main Menu and
Audit choose the TAX PERFORMANCE SY STEM option. Inthe TPS
Main Menu, choose the Computed Measures option. When the

Computed Measures Menu appears, choose the Field Audit option.
Shown on the next page are these three menus.
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Menu Selection

Todisplay theFi el d Audi t main window, shown on the next
page, choosetheFi el d Audi t option from the Conput ed
Measures Menu.
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Field Audit Main Window

Requested Year/Quarter: I

Report & RiC
Element # EDP IO UIRR ROC

Total Mumber Completed Audits - ETH 521 - #4  FAL I I

Contributory
Total Number - Contributory Employers ETA 581 - #1 Fr2

Total MWages - Amount Over—reported ETh 5el - #55  FAS

Total Wages - PAmount Under-reported  ETh 581 - #52  FAd

Total Wages Audited - Pre-Audit ETH 531 - #48 FAS
Total Mages Audited - Post-Audit ETA 681 - #43  Fpg
Total Number of Ouarters Audited ETR 581 - #47  FW7
Total lages Paid - ES 202 FAS I I

All Contributory Employers

The main window has a menubar at the top with the following
options. Fi | e, Dat abase, Report s, and Hel p. Under each
menubar option are the following options:

® Fi|e. Consistsof Open, Save As,Print,andExit.The
Pri nt option isfurther subdivided into Syst emand Local .

® Dat abase. Consistsof Query, Updat e, Save, and Del et e.
® Reports. Consistsof Gener at e.

® Hel p. Consistsof Cont ext - Sensitive Hel p, Overvi ew,
Keyboar d, and Pr oduct | nformati on.
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The menubar options have a tear-off feature that |ets you separate
the pull-down menu options. Thisoption is useful if you want
certain pull-down menus to remain on the screen for repetitive use.
Normally these pull-down menus disappear after making your
selection. To separate the menu options, simply click the mouse on
the perforation under the menu option.

Menu Option with Perforation

Perforation for tear-off
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Shown below is a screen of the tear-off menus for the Computed
Measures menu bar.

Tear-off Menus

Computed Measures: Field Audit

File Databaze Reports
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Accessing
Menubar Using
Keyboard

To access the menubar using the keyboard, simply press on the
main window. Thefirst option on the menubar is now highlighted.
Using the left or right arrow keys, you can move to any of the
menu options desired. To activate the menu option, simply press

e

//—

For exampl e to access options from the Dat abase menu on the
menubar, you can also use one of the following methods:

®  Under the Dat abase option:

L. Type q or use arrow keysto move to the Quer y option and

press E@ to access Query.
L. Type u or usearrow keysto move to the Updat e option

and press to access Updat e.
L. Types or use arrow keys to move to the Save option and

press to access Save.
L. Type d or use arrow keysto moveto the Del et e option

and press to accessDel et e.

Y ou can also access some options under the Dat abase menu
option with fewer keystrokes by using what are termed as "hot
keys'. From the Field Audit main window:

L Press <Ctrl-g> to access Query.
L Press <Ctrl-u> to access Updat e.
L Press <Ctrl-s> to access Save.

L Press<Citrl-d>to access Del et e.
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The operation of this part of the TPS program is explained in the
following sections:

= dataentry

B reports generation
= help
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The data entry section enables you to enter missing data or correct

Data Entry inaccurate data retrieved from the UIRR database tables into the
Accessing To access the Data Entry section, go to the Field Audit main
Data Entry window. Click on Dat abase in the menubar, then choose Query.

TheSearch Criteriawindow appears, as shown below.

Search Criteria Window

13 PLEASE ENTER THE REPORT YERR :

23 PLEARSE ENTER THE REPORT QUARTER

0k Cancel I Help I

Pleaze enter the Year in the YYYY format

A year and quarter must be entered which represents the "Report
Y ear and Quarter" requested for updating.
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Editing Data

Validating
Data

Data entered on screens can be edited by following one of four
different methods:

® |f data need to be overwritten, press the "Insert” toggle key (on
aPC) or the "Insert Here" toggle key (on an X-terminal, such
as aQume), then type over the required characters.

® |f asingle character of the data needs to be erased, press the
arrow key to move the cursor before the character that you
want to erase. Then press ™| (on aPC) or the backspace key
(on an X-terminal), then reenter the required data.

= |f the contents of the entire field need to be erased and if the
field isaready highlighted by default simply press (ona
PC) or the backspace key (on an X-terminal).

® |f the contents of the entire field need to be erased and if the
field is not already highlighted, highlight the field by clicking
the mouse on the data field and dragging the mouse the entire

length of the field, then press B%!l (on a PC) or the backspace
key (on an X-terminal).

TheSearch Criteriawindow displays the parameters year and
guarter. Three pushbuttons appear at the bottom — OK, Cancel,
and Help.

In the box to theright of " 1) PLEASE ENTER THE REPORT YEAR: ",
type the year of the report you want to inquire about inayyyy
format.

Example: 1991

F-11-d-9 R 12/00



ET HANDBOOK NO. 407 APPENDIX F
TAX PERFORMANCE SYSTEM

DATA ENTRY USERS GUIDE

COMPUTED MEASURES FIELD AUDIT

For the year to be vdid, it mugt satisfy the following validation criteria.
The year cannot be:

= plank

®  greater than current year

B |essthan UIRR-MIN-YEAR Where UIRR-MIN-YEAR is the oldest record
entered by UIRR exiding in the deatabese €

If any of these criteria are not met, an error message appears and
the cursor movesto thefield in error. Type avalid year.

After you've typed avalid year, the cursor automatically goesto the
quarter field.

In the box to theright of " 2) PLEASE ENTER THE REPORT QUARTER: ",
type 1, 2, 3, or 4 — the number representing the quarter of the
report year you want to inquire about. The cursor then goesto OK.

Click on OK or press .
For the quarter to be valid, it must satisfy the following criteria:

®  The quarter cannot be blank.
® Thevalid values of quarter must be 1 through 4.

If any of these are not met, an error message appears and the cursor
movesto thefield in error. Type avalid quarter.

After you type avalid year and quarter, the control automatically
goes to the OK pushbutton. To return to the main window, choose
Cancel. Todisplay help messagesrelated to the Sear ch
Criteriawindow, choose Help.

To have the program check for the validity of the query parameters

and accessibility of the record in the database, choose ok. The
following validations will now be performed.
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Validation 1

If the selected year is the current year, the program checks to
ensure that you have access to the records.

Example If the query year you enter is 1995 (the same as the current yeer)
and the current month and current day are 03 (March) and 15 (day),
repectively, the vaidation check will be asfollows:

|F selected quarter = 1

earliest access date = "05/20/1995"
| F selected quarter = 2

earliest access date = "08/20/1995"
|F selected quarter = 3

earliest access date = "11/20/1995"
|F selected quarter = 4

earliest access date = "02/20/1996"

In this example, you will not have access to data for the year 1995.
An error message will indicate your access has been denied and
you'll be prompted to reenter the query.

Validation 2

Assuming the program passes Validation 1, it then checks the
existence of the UIRR record for the query parameters requested. |If
the UIRR record exists, the control moves to check Warning 1. If no
record exists, an error message indicates the record is unavailable
and you're prompted to reenter the query.

Warning 1

Assuming the query parameters pass Validations 1 and 2, the mail
flag in the UIRR record is then checked to ensure that UIRR is not in
the process of revising the record. The valid value for
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the mail flagis"2" (Sent). If the value of the mail flag iseither "0" €
(New) or "1" (Revision), awarning message appears indicating that €
UIRR is currently modifying the record and you're prompted if you want €
to continue the display process. Y ou have two options. €

Y es - Goes ahead with display.
No - Returnsto reenter different query parameters.

Once the validations are complete, the Search Criteriawindow €
closes and the record appears on the main window. Two columns €
of data are displayed: the UIRR column with data from the UIRR €
database, and the TPS column with data (if data have been €
previously entered) from the TPS database. €

From the Dat abase menu, you can now choose the Update option €
if you want to update an TPS record, or the Delete option if you €
want to delete TPS data that was previously entered. If you choose €
Update, the cursor moves to thefirst field in the TPS column. €

Y ou can get context-sengtive help only in thismode. To accessit, click €
on Hel p in the menubar and choose Cont ext - Sensi ti ve. €

The vdidation edit checks for updating the record are given bdow: €
Warning
If any of the data entry fields are set to "0", a warning message will
be displayed "Do you really want to set thisfieldto 0 ?'. You have
two options:

Yes- Goes ahead and sets the value to O.

No - Returns control back to the field for the user to
change value.
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Relational
Edits

There are certain relationships between fields. The software will
perform the following validations:

Validation 1. If FA1>= FAZ2, then an error message indicating that
FA1 cannot be greater than or equal to FA2 is displayed and the
cursor is set on the field FA L.

Validation 2. If FA3 >= FAS8, then an error message indicating that
FA3 cannot be greater than or equal to FA8 isdisplayed and the
cursor is set on thefield FAS.

Validation 3. If FA4 >= FAS8, then an error message indicating that
FA4 cannot be greater than or equal to FA8 is displayed and the
cursor is set on the field FA4.

Validation 4. If FA5 >= FAS8, then an error message indicating that
FAS5 cannot be greater than or equal to FA8 isdisplayed and the
cursor is set on the field FAD.

Validation 5. If FA6 >= FAS8, then an error message indicating that
FAG6 cannot be greater than or equal to FA8 isdisplayed and the
cursor is set on the field FAG.

Validation 6. If FA1>= FA7, then an error message indicating that
FA1 cannot be greater than or equal to FA7 is displayed and the
cursor is set on the field FA L.

Validation 7. If FAS - FA3 + FA4 <> FAB, then an error message
indicating that FA5 - FA3 + FA4 must be equal to FA6 isdisplayed
and the cursor is set on the field FA3.
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Saving Data

Deleting Data

When you want to save the updated record to the database by
selecting Save from the Dat abase option, the validations are
performed again. After the validations are complete and the record
has been written to the database, you'll see a message on the status
line indicating that the record has been successfully updated.
However, if you want to cancel the process, after you select
Update, any active menu items under Fi | e, Dat abase, or

Repor t s options can be chosen. If you choose any of these

options, you'll see the warning message, " Lat est changes have
not been saved, do you wish to save before

cont i nui ng?" You have three options:

Yes - Saves the record and continues with the menu item
process chosen.

No - Does not save the record but continues with the menu
item process chosen.

Cancd - Returns to the "Update" mode.

If you choose Delete from the Dat abase option, you'll seethe
warning message, "Are you sure you wi sh to del ete?"
Y ou have two options:

Yes - Deletes the TPS record and clears the TPS column
displayed.
No - Returns you to the main window.
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Report The Report Generation option enables you to generate, view, save,
Generation and print three types of reports:

Section = Computed Measures report

= Database Display report

u Data Elements and Formulae Used report
Accessing To display the Report Selection window, go to the Field Audit
Report main window. Click on Report s inthe menubar, then choose
Generation Generate. TheReport Sel ecti on window, shown below, is

displayed.

Report Selection Window

P ——— e e

omputed Measures

Databasze Display
Data Elements and Formulaes Used

Report Selected:

Generate | Pty |

Computed Measures

Cancel Help

Report Selected field
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The top of the window lists the types of reports you can generate:
= Computed Measures
®m  Database Display
®m  Data Elements and Formulae Used

The bottom of the window features six pushbuttons:

® Generate B SaveAs
® PreView = Cancd
= Print = Help

Four pushbuttons — Generate, PreView, Print, and Save As— are
active or inactive, depending upon previous actions. For example,
you cannot preview or print areport before the report is generated.

Generating Thefirst time you accessthe Report Sel ect i on window, the

Reports default report — which is the Computed Measures report — is
highlighted both at the top and in the Report Sel ect ed field. The
Gener ate pushbutton is active. If you want to generate a report
other than the default report, click on the report desired in the list or

highlight it with an arrow key, then press E@} and that report name
will appear inthe Report Sel ect ed field.

When you choose either a Computed Measures report or a
Database Display report and then press Generate, aSear ch
Criteriawindow promptsyou for Year and Quart er of the
report. If, however, you choose a Data Elements and Formulae
Used report, no Search Criteri awindow isdisplayed. The
validations on parameters on thisSearch Criteri a window are
similar to the validations described in the Data Entry section. This
represents the "Y ear and Quarter” ending date for which the
measure will be calculated.
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When you type valid year and quarter parameters, the Sear ch
Criteria window closes and you see the following message on
the status line,

Report Generation in Progress ... Please Wit

When the report generation is completed, the pushbuttons PreView,
Print, and Save As become active.

Viewing Reports  To view areport on the screen, choose PreView. Shown below is
an example of aPr eVi ewwindow.

PreView Window

b - — — — = = d: 7
— Yiew =]

DATE: 05/02/1935

5
REVEMUE QUALITY CONTROL -j

COMPUTED MEASURES
REPORT OF DATA ELEWEMTS & FORMULAS LSED
FIELD AUDIT

Dlata Report #/ UIRR

Element Element # EIP ID Definition

FAl ETA 581/46 c2bh Tatal # of Completed Audits -
Cantributaory

FAZ ETA 581-1 cl Tatal # - Contributory Employers

FA3 ETA 581/5G cdila Tatal Magez - Amt Over-reported

3 CLOSE I

Y ou can scroll through the report by either clicking with the mouse
on the scrollbar on the right side or pressing the PageUp/PageDown
buttons. To close the window and return to the Report Selection
window, either click on the Close button with the mouse, or press
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Printing Reports

three times to highlight the Close button, then press the space
bar.

To print areport, choose Print. ThePrinter Sel ection
window, shown below, appears.

Printer Selection Window

Fleaze chooze a printer:

|7 Sustem Printer

+ Local Printer

Cancel | Help |

Y ou have two options: Syst em Pri nter and Local Printer.
The system printer is attached to the SPARC system, and the local
printer is attached to your workstation. At the bottom of this
window there are three pushbuttons. OK, Cancel, and Help. When
you choose OK, the printer selection window closes, the
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Saving Reports

report is printed on the printer selected, and you're returned to
theReports Sel ecti on window. Choose Cancd to return to the
Reports Sel ecti on window. Choose Help to view help
messages related to the printer selection window.

See examples of printed reports in the Samples of Reports section.

A session begins when you log on and ends when you log off.
When a session ends, none of the reports generated during the
session is automatically saved because the UIRR data may have been
changed between sessions. Thus, each time you login, the reports
(computed measures and the data base display) must be
regenerated. Therefore, if you want to save areport, you need to
use the Save As option.

To save areport, choose Save As. The Save As window, shown
below, appears.

Save As Window

At the bottom of the Save As window three pushbuttons appear:
OK, Cancel and Help. If you choose OK, the default report name
and path are used and the file is saved in the default directory
which isyour home directory. However, if you
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choose to change the default path or/and the filename, type over the
default path/filename of your choice. Click on the OK pushbutton
to accept the input the activate the " Save" process. Using the

keyboard, you can press to move to the pushbutton OK, then
use the arrow keysto traverse the pushbuttons. To activate the
pushbutton, press the space bar when the focus in on the pushbutton
desired. Any files saved will be checked for valid path and
filenames. Shown below are the default filenames generated by the
system for each report selection.

Report Selection Default filename

Computed Measures

cm_f m Year_Qtr.login_id
Ex:cm_f_m_ 1990 1.timmsr

Database Display cm f d Year Qtrlogin_ id
Ex: cm_f_d 1990 1.timmsr
Data Elements and Formulae Used cm_f_list.timmsr

Ex: cm f_list.timmsr

When you choose Cancel onthe Reports Sel ecti on window,
the Reports Sel ecti on window closes and you're returned to the
main window.

When you choose Help onthe Report s Sel ect i on window, help
messages related to the Report s Sel ect i on window appear.
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File Options If you generate reports during a session, after the reports are
Available After generated you have the following options available from theFi | e
Generating option in the menubar: Open, Save As, and Print.
Reports

Open. If you choose Open, aFi | e Sel ecti on window, shown
below, displays selected reports generated during the session.
However, if no reports were generated during this session, a
message " No Report files present for Retrieval™

appears.

File Selection Window

List
User
Selection

Modes
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Three pushbuttons are displayed at the bottom of the Fi | e

Sel ect i on window: OK, Cancel, and Help. Any file chosen from
the list appears on the selection window. To display thefile, click
on OK. Choose Cancel to return to the main window. Choose
Help to view help messagesrelated totheFi | e Sel ecti on
window.

Save As. To save selected reports generated during the session,
choose Save As. A Save As window appears. |If, however, no
reports were generated during this session, amessage " No Repor t
files present for Save" isdisplayed.

Three pushbuttons are shown at the bottom of the Save As
window: OK, Cancel, and Help. When you choose OK, the default
report name and path are used and the file is saved in the default
directory. Any files saved will be checked for valid path and
filenames. Choose Cancel to return to the main window. Choose
Help to view help messages related to the Save As window.

Print. To print selected reports generated during the session,
choose Print. A submenu with the options Syst emand Local
appears. Choose either option to display theFi | e Sel ecti on
window. However, if no reports were generated during this
session, you'll see the following message in the message window.

No Report files present for Print.

Three pushbuttons are displayed at the bottom of the Pri nt er

Sel ect i on window: OK, Cancel, and Help. Any file chosen from
the list appears on the selection window. To print the file on the
printer selected, click on OK. Choose Cancd to return to the main
window. Choose Help to view help messages related to the
Printer Sel ecti onwindow.

A radio button is a button grouped with other buttons that allows
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you to choose only one option from the group at atime, like
selecting your favorite radio station. IntheFi |l e Sel ecti on
window, which appears in this section, the following radio buttons
are available as auxiliary options.

Select Allows you to choose files from the box marked Li st .

Delete  Allowsyou to delete any or al filesfrom the User
Sel ecti on box. To deleteafilefromthe User
Sel ect i on box, highlight the file to be deleted by
dragging the mouse the entire length of the filename,
then select the Delete radio button.

Search  GeneratesaSear ch Di al og box from which you can
enter a string (the full path name for the desired file) to
be found within the box marked Li st .

Top Display the top of thelist in the box marked Li st .

Bottom Displays the bottom of thelist in the box marked Li st .

Samples of The Report Generation application produces three types of reports:
Reports
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= Report of Computed Measures
®  Database Display Report
®  Report of Data Elements and Formulae Used

Reports of Computed Measures are indicators used in conjunction
with the accuracy findings to determine if necessary actions are
being accomplished in atimely, complete manner. The reports
follow specified formats. If essential data element(s) are missing,
the Report of Computed Measures indicates the missing data
elements; otherwise, the percentage value for indicatorsis
displayed on the report.

The Database Display Report is areplica of the data entry screen.

Shown on the following pages are examples of each type of report.
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Report of Computed M easures

Thefollowing is a sample of a Computed Measures report generated for ayear/quarter in
which all data el ements collected are valid.

Date: 03/11/1995

TAX PERFORMANCE SYSTEM
REPORT OF COMPUTED MEASURES
FIELD AUDIT

State: CA
Requested Y ear/Qtr: 1990/1

: MPercentage of Change in total wages resulting
from audit

B: Percentage of contributory employers which
are audited

C: Percentage of total wages audited
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Computed Measures Report

Thefollowing is a sample of a Computed Measures report generated for ayear/quarter in
which some data elements collected are missing/invalid. In addition to the Computed
Measures Report, areport of missing data will also be generated, which is shown on the next

page.

Date: 03/11/1995
TAX PERFORMANCE SYSTEM

REPORT OF COMPUTED MEASURES
FIELD AUDIT

State: CA
Requested Y ear/Qtr: 1990/2

A: Percentage of Change in total wages resulting
fromagait . UNKNOWN

B: Percentage of contributory employers which
areaudited . 1.8%

C: Percentage of total wagesaudited ... UNKNOWN

Note: UNKNOWN indicates missing quarter of data needed for computation.
Refer to the REPORT OF MISSING DATA.
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Date: 03/11/1995
TAX PERFORMANCE SYSTEM
COMPUTED MEASURES
REPORT OF MISSING DATA
FIELD AUDIT

State: CA

Reqguested Y ear/Qtr: 1990/2

A: Measure could not be computed.

- Missing datain FAS for following year/quarter(s):
1991/4
1992/1
1992/2
C: Measure could not be computed.
- Missing datain FAG6 for following year/quarter(s):
1991/4
1992/1
1992/2
- Missing datain FA8 for following year/quarter(s):
1990/3
1990/4
1991/1
1991/2
Note: Thisisan example of aMissing Data Report. However, this report does not appear if al data
are available for calculating the measures.
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Database Display Report

The following is a sample of the Database Display report generated for a year/quarter.
Date: 03/11/1995
TAX PERFORMANCE SYSTEM
COMPUTED MEASURES
DATABASE DISPLAY
FIELD AUDIT

State: CA
Requested Y ear/Qtr : 1990/1

Report/ TPS
Definition Element# EDPID UIRR TPS

Total # of Completed Audits ETA 581/46 FAl 3,641 3,641
Contributory

Total # of Contributory ETA581/1 FA2 563,007 563,007
Employers

Total Wages - ETA 581/55 FA3 562,040,000 562,045,000
Amt Over-reported

Total Wages - ETA 581/52 FA4 668,664,000 668,664,000
Amt Under-reported

Total Wages Audited - ETA 581/48 FAS 55,444,230
Pre-Audit

Total Wages Audited - ETA 581/49 FAG6 45,456,200
Post-Audit

Total # of Quarters Audits  ETA 581/47 FA7 16,039 16,039

Total Wages Paid - All ES 202 FA8 810,411,028 810,411,028
Contributory Employers
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Report of Data Elements and For mulae Used
The following is a sample of a Report of Data Elements and Formulae Used.
Date: 03/11/1995
TAX PERFORMANCE SYSTEM
COMPUTED MEASURES
REPORT OF DATA ELEMENTS AND FORMULAE
FIELD AUDIT
TPS Report#/  UIRR
EDPID Element# EDPID Definition
FA1 ETA 581/46  c25b Total # of Completed Audit -
Contributory
FA2 ETA 581/1 cl Total # - Contributory Employers
FA3 ETA 581/55 c40a Total Wages - Amt over-reported
FA4 ETA 581/52 c37a Total Wages - Amt Under-reported
FA5 ETA 581/48 c66 Total Wages Audited - Pre-Audit
FAG6 ETA 581/49 c67 Total Wages Audited - Post-Audit
FA7 ETA 581/47 c26a Tota # of Quarters Audited
FA8 ES202 5 Total Wages Paid - All Contributory
Employers
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Report of Data Elements and For mulae Used (Continued)
A: Percent of Change in Total Wages Resulting from Audit

(Sum of FA3+FA4) for Q(x-3), Q(x-2), Q(x-1), Qx
* 100

(Sum of FA5) for Q(x-3), Q(x-2), Q(x-1), Qx

B: Percent of Contributory Employers Audited

(Sum of FA1) for Q(x-3), Q(x-2), Q(x-1), Qx
* 100

FA2 for Q(x-5)

C: Annualized Percent of Total Wages Audited

[(Sum of FAB) for Q(x-3), Q(x-2), Q(x-1), Qx *
(Sum of FA1) for Q(x-3), Q(x-2), Q(x-1), Qx]
*4* 100

[(Sum of FA7) for Q(x-3), Q(x-2), Q(x-1), Qx *
(Sum of FAS) for Q(x-7), Q(x-6), Q(x-5), Q(x-4)]

Note: Qx represents the requested year/quarter
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Help Section

Accessing Help

context-sensitive help
an overview of the subsystem

help about keyboard operation procedures
product release information

The Help Section provides the following four options:

To accessthe Help option, gotothe Fi el d Audi t main window and

choosethe Hel p option. The Help menu, shown below, gopears.

Help Menu

—

File

Databaze FReports

Requested Year/Uuarter:

—

Total

Total

Total

Total

Total

Total

Total

Total

Mumber Completed Audits -
Contributaory
Humber - Contributory Employers

Wages - Amount Over-reported
Wages - Amount Under-reported
Wages Audited - Pre-Audit
Wages Audited — Post-Audit
Mumber of Ouarters Audited

Wages Paid -
All Contributory Employers

Report &

Element. #
ETR 581 - #46
ETR 581 - #1
ETA 581 - #55
ETR 581 - #52
ETA 581 - #48
ETR 581 - #43
ETR 581 - #47
ES 202

RaC
EIF ID

FAL

FA2

FR3

Frd

FRG

FRE

FAY

Et ~aduct Information

Fag |
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Shown below is the screen display of atypical help window.

Help Window

The Computed Meazures subsystem iz designed to calculate
the perfarmance indicaters baszed on the SESA s reported
data, Theze indicaters are uszed in turn te help the ROC
reviewers in final evaluatien of the timelinesz and
campleteneszs of the State tax eperations, Computed
Meazurez will be used in four of the tax functions within

RAC :

Status Determination,
Repart Delinguency.
Callections, and
Field Audit

Data needed to compute the performance indicaters will
come fram repoarts currently submitted to the Matisnal
Office as part of the Ul Required Reparting {UIRR} System,
The three repartz frem which the data iz derived include:

If you choose the Cont ext - Sensi ti ve Hel p option from the

Hel p menu, aHel p window appears with messages related to the
field on focus. You can view the entire help message with the
mouse by using the scroll bar on the right side or by pressing the
Page Up/Page Down keys on your PC. (Note: The Cont ext -

Sensi tive Hel p optionisactiveonly if you choose Update from the
Dat abase menu to clarify edits/definitions for entry fields.)
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To exit the Cont ext - Sensi ti ve Hel p option and return to the

main window, either click on Close with the mouse, or press
three times to highlight the Close button, then press the space bar.

To see an overview of the subsystem, choose Over vi ew. You can
view the entire help message with the mouse by using the scroll bar on the
right side, or by pressing the Page Up/Page Down keys on your PC. To
return to the main window, either click on Close with the mouse, or press

three times to highlight the Close button, then press the space bar.

To see ahelp window with keyboard operation procedures for this part of
the application, choose the Keyboar d option from the Hel p menu. You
can view the entire help message with the mouse by using the scroll bar on
the right side, or by pressing the Page Up/Page Down keys on your PC.

To return to the main window, either click on Close with the mouse, or

press three times to highlight the Close button, then press the space
bar.

To see ahelp window with product release information for this part of the
application, choose the Pr oduct | nf or mat i on option from the Hel p
menu. Choose Close to return to the main window. To return to the main

window, either click on Close with the mouse, or press threetimesto
highlight the Close button, then press the space bar.
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METHODS SURVEY INTRODUCTION
Defining Methods surveys are used to gather data on the tools, procedures,
Methods and best practices used among States for facilitating employer
Surveys identification/registration, collecting delinquent reports, auditing,

and managing accounts receivable.
Pur pose of
M ethods The information gathered will be processed and shared among
Surveys States to help them improve their tax procedures. It will also be

analyzed along with results of Computed Measures to determine
methods used by high performance States.

Surveys will be conducted on the methods used for the following
tax functions:

a. Status Determination

- Identification and registration of employers

- Differentiation of employees from independent contractors

- Accommodation of the employee leasing industry by SESA
laws

b. Report Delinquency
- Resolution of report delinquencies
- Promotion of reporting and payment compliance

. Collections
Management of accounts receivable
Collection procedures

o

d. Field Audit

- Audit unit structure

- Auditor responsibilities

- Methods to select employers for audit
- Computerized Audits
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Overview

The Methods Survey subsystem is a set of four modules which use
a suite of sophisticated menu-driven software to input, update, and
retrieve data on methods and tools used by States in the tax
functions of Status Determination, Report Delinquency,
Collections, and Field Audit.

Data entered is identical to responses for the set of survey questions
in the TAX PERFORMANCE SY STEM Operations Handbook.
The software provides data entry screens whose formats are similar
to the questions in the Handbook.

Since the amount of survey information to be recorded for each tax
function islarge, the data entry task islogically subdivided into
multiple screens. Data entered on each sub-screen is voluminous.
To prevent data entered from being lost in case of amodem drop or
system fault, it is recommended that each screen be saved to the
database before moving to the next one. The software provides two
types of "Save" functions: one saves data without executing any
edits, and the other checks the validity of the data on the current
screen before saving information to the database. Thisoptionis
provided so that an entire survey need not be entered all at once but
can be input over time.

Since the survey question types for all the four tax functions are
similar in nature, this guide covers general operations using
examples of the types of questions possible in each tax function.

The software provides the means for retrieving a given year's
Methods Survey data pertaining to a particular tax function. Output
Reports consist of data extracted from the database for an input
year. Other outputsinclude an error report which can be generated
if the survey isincomplete or has missing/invalid information.
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Normal Use of
Methods Survey
Softwar e

This guide is organized according to the order the menu options
appear on the screens. You will normally "Add" survey
information when first using the software. Data can be added for
all or part of the survey. If the entire survey can be entered at once,
you need only validate and save the data.

Whenever all or part of asurvey has already been entered and you
want to continue to add or update previously entered information,
the survey must first be retrieved (using Query) from the database.
Once the proper year has been retrieved (queried), you must select
Update to either compl ete the data entry or change previously
entered information.

Each time you exit or move to another screen, you will be asked to
save the information.

Oncethe datais entered for a particular survey year, database

display reports can be generated for a single section, multiple
sections, or all sections.
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Accessing
Methods Survey

To access the M ethods Survey option, press or click the left
mouse button to display the UIS Main Menu.

Choose (R)evenue Quality Control from the UIS Main Menu.
Choose (M)ethods Surveys from the TPS Main Menu to display the
four tax functions. Any one of the four tax functions can be

selected for execution.

Methods Survey Menu

If you choose the Status Deter mination tax function from the
Methods Survey menu, you'll see the Status Determination main
window, shown below. Similar main windows are displayed if one
of the other tax functionsis selected, namely, Report Delinquency,
Collections, and Field Audit.
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Status Deter mination Main Window

Flla [atabase Edit  Sorees  Walidate Reports

talp

STATLE TETERHINATIOH

HETHORS =LRUET

i Gsleck the “lshshsss” neny option 1o scoess the reguared Swrusy Check it s

The main window displays the menubar with the following items:
File, Database, Edit, Screen, Validate, Reports, and Help. The
following options are under each menubar item:

File Screen
Open Next_Screen
Save As Previous_Screen
Print (System and Local) Go_To
Exit
Validate
Database Check _for_Errors
Add
Query Reports
Update Generate
Save
Delete Help
Context-Sensitive Help
Edit Overview
Clear_Text Keyboard
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Entering Data

Adding Data

Widget Usage Help

The operations of this module will be explained in three distinct
sections: Data Entry, Reports Generation, and Help.

The data entry section will discussin detail the functions of four of
the six menu options provided on the menu bar of the main
window. These options are:

Database Screen
Edit Vaidate

If you choose Add from the Database option, you'll see a screen,
shown below, to enter the year of the survey you want to add.

Survey Year Window

Extar Tha ¥ear 0f Suroey D |

Three pushbuttons appear at the bottom of the window: OK,
Cancel, and Help.
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Validating
Survey Date

Validation edits on the parameter "Y ear" are that the year cannot
be:

Blank (NULL)
greater than the current year (The year maintained by the
computer isthe current year.)

®  |essthan 1996

To have the program check for the validity of the query parameters,
choose OK. If any of the above criteria are not met, an appropriate
error message appears and the focus returnsto the "Year" field.

If you enter avalid year, the control automatically goes to the OK
pushbutton. To return to the main window, choose Cancel. To
display help messages related to the query window, choose Help.

If the selected year isavalid current year, the program checks to
ensure that you, the user, have access to the survey record
requested.

When attempting to Add anew survey, if asurvey year entered on

the query screen already exists in the database, the following error
message appears.
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Error Window

i @ Record exists for the yeari 1995, chooze Query to review the record

]

If you enter avalid year for the survey, the first survey screen
(section A) isdisplayed for input. The menu item Clear_text under
the Edit option is available for editing text fields; the menu items
Next, Previous, and Go To under the Screen option are available
for traversing through the survey.

If no record isfound for the year requested, the following error
message appears.

Error Window

e e ]

@ Record does not exist for the year: 1993, choose Add to process the record

\

If the record isfound, the first survey screen isdisplayed. The
following is an example of the first survey screen for the Status
Determination tax function.
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Status Deter mination - Section A Window

The method survey forms are long documents; so, for data entry,
multiple screens are used. The screens are organized following the
sections used in the Handbook for each function.
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Status Determination has five screens.

Report Delinquency has five screens.

agkrwbdPE

agrwDdNPE

Section A
Section B
Section C
Section D
Section E

Part |, section A

Part |, section B

Part |, sectionC & D
Part |, sectionE & F
Part I, sectionsA & B

Collections has six screens.

oA~ ®NE

Part |, section A & B.

Part I, section A

Part 11, section B (1 - 7)
Part 11, section B (8 - 10)
Part I, section B (11 - 18)
Part 11, sections C through G

Field Audit has nine screens.

©oOoNOUO~WDNPE

Demographics
Part |

Part I, section A
Part 11, section B
Part 11, section C
Part 111

Part 1V, section A
Part 1V, section B
Part 1V, section C
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The menu items under the Screen option are:

Next To display the next logical screen of the
survey.

Previous To display the previous logical screen of
the survey.

Go To To choose the screen to be displayed. When you choose this
option, you're prompted to choose the screen you want to be
displayed. Shown below is an example of the Status
Determination "Go To" window.

Go ToWindow

In the above example, the screen option for the screen currently
displayed is section A for Status Determination; however, you
can choose any other screen to be displayed. If you click on the
radio button for the screen section you want and choose OK,
this screen closes and the screen you requested appears.
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Typesof Survey
Questions

Below are five examples of variations of different survey questions
showing:

®  datainput scenarios you'll encounter across the different tax
functions
®  adescription of how each scenario will function.

Example 1

The question in Example 1 requires you to choose Yes or No.
Selecting either one automatically deselects the other. The
question does not have any dependencies or related questions.

Example 2

In Example 2, you have a combination of Yesor No buttonsand a
percentage of employersif the Y es button is chosen. If you choose Yes,
you need to fill in the "% of Employers.” If you choose No, the focus
automatically moves to the next question (b).
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Let's suppose you choose Y es and enter the % of employers. You
then decide to change your answer to No. A warning message pops
up indicating that:

"Changing this answer deletes answers entered for any
following related questions. Are you sure you want this answer
changed ?"

Options on the warning dialog are Yes and No. Choosing Yes
deselects the Y es button and resets the "% of employers® field to
blanks on the survey screen. Choosing No retains the values you
previously entered.

Example 3

2, Does the SESA analyze the effectivensss of employer identification sources
it utilizes 7 o e s Mo

If yes, dezcribe the analysis and findings for the last period analyzed,

ﬁ Zoom I
#

In Example 3 above, you have a combination of Yes and No buttons
and aCommentsarea. If you choose Y es, the Comments area
needs to be completed. If you choose No, the focus automatically
moves to the next question on the survey.
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L et's suppose you choose Y es and then enter text in the Comments
area. Y ou then decide to change your answer to No. A warning
message pops up indicating that:

"Changing this answer deletes answers entered for any
following related questions. Are you sure you want this
answer changed?"

Options on the warning dialog are Yes and No. If you choose Yes,
the text in the Commentsfield is deleted. If you choose No, the
values you previously entered are retained.

The Comments areain the screen displayed above is a multi-line
text field allowing you to enter 16 lines of text, 65 characters per
line. Although only three lines of this multi-line text field are
displayed on the screen, you can scroll along the side of the
Commentsareato view al 16 lines.

The Comments areas throughout the survey have a built-in word-
wrap feature which transfers incomplete words at the end of aline
automatically to the next line. To delete selected textina

Comments area, block the text with the mouse, then press 2. To
delete all the text in a Comments area, put the cursor in the
Comments area, then select the Edit - Clear _Text option in the
menu bar.
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Also, if you choose the Zoom pushbutton on the right side of the
text field, all 16 lines of text entered are shown. Y ou cannot,
however, modify text in the Zoom window. If notextisinthe

Comments area, selecting the Zoom button does not trigger any
response.

Zoom Window
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Example 4

2, Does the SESA hawve an Appeals sectionddiwvision that hears tax izsues 7 L Yes L
If yesz 3
a, I= it separate from the Benefit appeals section 7 ~ Yes N Ho
b, Iz there a Tax, lower appeal authority ¥ L Yes ~ Mo

z, Iz there a Tax, higher appeal authority ? s Tes s Mo

In Example 4 above, you have a combination of Yesor No buttons and
aset of three sub-questions— (a), (b), () — related to the Yes
response. If you choose Y es, the three sub-questions need to be
answered. If you choose No, the program skips the sub-questions and
the focus automatically moves to the next sequentia question on the
survey form.

L et's suppose you choose Y es and enter answers to sub-questions
(a), (b), and (c). You then decide to change your answer to No. A
warning message pop up indicating that:

"Changing this answer deletes answers entered for any
following related questions. Are you sure you want this answer
changed?’

Options on the warning dialog are Yes and No. Choosing Yes
deselects the Y es button of the main question and deletes answers
to the related sub-questions and selects the No button of the main
question on the survey screen. Choosing No retains the answers
you previously entered.
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Example5

Consider question (1) in Example 5 above. You have a
combination of Yesor No buttons and a set of questions (2) - (10)
(only four are displayed). If you choose Yes, the following
guestions of the section (questions 2-10) need to be completed. If
you choose No, the program skips the questions and moves to the
next question, if thereisone. Dataentry fields for questions 2
through 10 on this screen are protected meaning they cannot be
answered.

L et's suppose you choose the Y es button and enter the answers to
questions (2) - (10). Y ou then decide to change your answer to No.
A warning message pops up indicating that:

"Changing this answer deletes answers entered for any

following related questions. Are you sure you want this
answer changed?'
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Querying Data

Updating Data

Options on the warning dialog are Yes and No. Selecting Yes
deselects the Y es button of the main question and deletes answers
to the related questions and sel ects the No button of the main
question on the survey screen. Selecting No retains the answers
you previously entered.

Y ou need to complete all data entry fields in the survey unless
choosing a particular answer for a question allows you to skip the
data entry fields that follow it.

Example:  Choosing Yesto a set of radio buttons may necessitate
you to enter information in the related comment field.
Choosing No, however, alows you to skip the comment
field.

Choose the Query mode to find/retrieve a survey previously added
to the database. The datafields shown on the screen are non-
modifiable or display-only. Y ou can traverse through the entire
survey by using the menu items under the menu option Screen.
Although you can only view arecord in the display-only (Query)
mode, when in this mode you can choose options from the
Database menu that enable you to perform the following actions,
depending upon the next action you want to do:

Add Adds anew survey for ayear not yet entered.

Query Retrieves asurvey for any other year.

Update Revisesthe survey currently retrieved.

Delete Deletesthe survey retrieved.

After finding the survey year you want using the Query option, you
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can then choose Update to make changes. If you choose Update,
the cursor movesto thefirst field in the screen displayed. Context-
Sensitive help is available in this mode only. If you choose the
Help option on the menubar and then choose Context-Sensitive
Help, you'll see help messages relating to the field in focus. The
options for screen traversal under the menu option Screen are also
available in this mode.

The validation checks for updating the record are given below:
Warning 1

If you modify a data entry field and the outcome of the modifi-cation
affects related fidds, the following warning message appears.

"Changing this answer deletes answers entered for any following
related questions. Are you sure you want this
answer changed?".

Yes- Go ahead and reset all related fields.
No - Resetsfieldswith previous values.

Examples of these types of fields are provided earlier in this guide
under the section "Types of Survey Questions.”

Warning 2
If you modify a data entry field, then choose an option under the

menu option Screen or any other menu option that is active (other
than Save), you'll see the warning message shown below.

Warning Window
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Choices in the warning window perform the following:

Yes Saves the record after validating all input
(w/edits) information.
Yes Saves the record without validating input

(w/o edits) information.

No Does not save the record and proceeds with
operation selected. Any datafields that have been
changed are reset to their previous values.

Cancd Returns you to the original screen modified.

Help Displays help messages for this screen.
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Saving Data

Deleting Data

When you're in Update mode, you can choose any active menu
option under File, Database, or Reports. If you choose any of these
options, you'll see awarning message stating that the updated
record has not been saved. Y ou now have three options:

® save the record.

®  do not save the record, but continue with the menu item
process chosen.

= return to the Update mode.

To save the updated record to the database, choose Save from the
Database option. A submenu displays two options:

Save with Edits, which updates the record to the
database after validations are accomplished.

Save without Edits, which saves the updated record
to the database without executing any validations.

If you choose the Save with Edits option, during validations if any
incorrect input is encountered, error messages are displayed and the
cursor ison thefield in error. If there are no errors encountered
during validations, the record is written to the database. A message
appears on the status line indicating that the record has been
successfully updated.

If you choose Delete from the Database option, a warning message
prompts you, "Are you sure you wish to delete?'. The options
available are:

Yes - Deletes the survey record
No - Returns control to the main window

If you choose the Check _for_Errors menu item from the Validate
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Final Validation  option, validation checks for all screens are performed. If any
errors are encountered, an error message is shown.

Error Report — Option Selection Window

At this point, an error file has already been generated indicating the
associated errors for the current year being processed. Y ou can
then either:

preview the error file,

print the error file,

save the error file,

return to the update/add session, or
request help.

A validation stamp displaying "** INCOMPLETE **" is shown on
the survey, which indicates that fields must be corrected.

Text Validation. Text must be entered for all questions requiring
comments as well as questions asking for "Code Source(s)". If the
code source is unknown, enter "Information not available". Failureto
do so will cause validation errors.
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If no errors are encountered after the menu item
Check_for_Errorsfrom the Validate option is selected, a
message appears indicating that no errors have been found. The
validation stamp displays "** COMPLETE **" on the survey.

M essage Window
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Generating
Reports

If you choose the Gener ate Reports menu item from the Reports
option, the Report Selection window is shown. Six pushbuttons
appear at the bottom of the window:

® Generate ® Save As
= PreView ®  Cance
® Print = Help

Four pushbuttons — Generate, PreView, Print, Save As— are
inactive, but become activated when required during the report
generation process. Shown below is the screen display of the
Report Selection window.

Report Selection Window

The Report Selection window displays a Database Display report
that can be generated by this module.
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If you choose the Database Display report, the report's name
appears in the Selection window and the Gener ate pushbutton
becomes active. If you choose the Gener ate pushbutton, a query
window appears prompting you for the parameters"Y ear" and
"Sections Required.” The validations on year on this query window
are similar to those described in the data entry section.

Report Query Window

I =

When you enter valid parameters, the query window closes and the
processing message, "Report Generation in Progress ... Please
Wait," appears. Once Report Generation is complete, the
pushbuttons PreView, Print, and Save As become active.
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Viewing Reports  When you choose PreView, the report is displayed on aview
window.

When you choose Close on the view window, the window closes
and control returns to the Report Selection window.

View Window

Printing Reports  When you choose Print, the printer selection window appears.
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Options available are System Printer and Local Printer. Three
pushbuttons appear at the bottom of this window: OK, Cancel, and
Help. If you choose Cancel, control returns to the Reports
Selection window. If you choose Help, help messages are
displayed related to the printer selection window. If you choose
OK, the printer selection window closes, the report is printed on the
printer selected, and control returns back to the Reports selection
window.

Shown below is the screen display of the printer selection window.

Printer Selection Window

Fleaze chooze a printer:

#* Suztem Printer

+ Local Printer

Cancel
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To save areport, choose Save As. The Save As window, shown
below, appears.

Save As Window

Saving Reports
At the bottom of this window three pushbuttons appear: OK,
Cancdl, and Help. If you choose OK, the default report name and
path are used and the file is saved in the default directory. If you
change the default filename or the path, the input gets validated.
Shown below are the default filenames generated by the system for
each report selection.

Report Selection Default Filename

Database Display ms s d_Year.login_id
Ex: ms s d 1990.timmsr

If you choose Cancel ontheReport Sel ect i on window, the
Report Sel ecti on window closes and you're returned to the
main window.
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File Options
Available After
Generating
Reports

If you choose Help onthe Report Sel ect i on Window, help
messages related to the Report Selection window are displayed.

If you generate reports during a session, after the reports are
generated you have the following options available from the File
option in the menubar: Open, Save As, and Print.

Open. If you choose Open, aFi | e Sel ecti on window, shown
below, displays salected reports generated during the sesson. However,
if no reports were generated during this sesson, a message, "No Report
files present for Retrieva" is displayed.

File Selection Window
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Three pushbuttons appear at the bottom of theFi | e Sel ecti on
window: OK, Cancel, and Help. Any file chosen from the list
appears on the sel ection window.

To display thefile, select OK. Choose Cancel to return to the main
window. Choose Help to view help messages related to the File
Selection window.

Save As. To save selected reports generated during the session,
choose Save As. However, if no reports are generated during this
session, a message "No Report files present for Retrieval” is
displayed.

Three pushbuttons appear at the bottom of the Save As window:
OK, Cancel, and Help. When you choose OK, the default report
name and path are used and the file is saved in the default directory.
Choose Cancel to return to the main window. Choose Help to view
help messages related to the Save As window.

Print. To print selected reports generated during the session,
choose Print. A submenu with the options System and L ocal
appears. If you choose either option, the File Selection window
appears. However, if no reports are generated during a session, a
message "No Report files present for Retrieval” appears.

Three pushbuttons appear at the bottom of the File Selection
window: OK, Cancel, and Help. If you choose afile from thelist,
the selection appears on the selection window. To print the file on
the printer selected, choose OK. Choose Cancd to return to the
main window. Choose Help to view help messages related to the
File Selection window.
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Usi ng H a P The Help Section provides the following five options:

context-sensitive help

an overview of the subsystem

help about keyboard operation procedures
product release information

widget usage help

Shown below is the screen display of atypical help window.

Help Window

If you choose the Context-Sensitive Help option from the Help
menu, a help window appears with messages related to the field on
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focus. (Note: The Context-Sensitive Help option is active only if
you choose Add or Update from the Database menu.) To exit the
Context-Sensitive Help option and return to the main window,
choose Close.

To see an overview of the subsystem, choose Overview. To return
to the main window, choose Close.

To see a help window with keyboard operation procedures for this
part of the application, choose the K eyboard option from the Help
menu. To return to the main window, choose Close.

To see a help window with product release information for this part
of the application, choose the Product I nformation option from the
Help menu. To return to the main window, choose Close.

If you choose the Widget Usage Help option from the Help menu,
a help window appears with messages related to the widget on
focus. (Note: The Widget Usage Help option is active only if you
choose Add or Update from the Database menu.) To exit the
Widget Usage Help option and return to the main window, choose
Close.

Database Display
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Samples of
Reports

Outputs generated by the Methods Survey subsystem are the
database display reports, which are replicas of the data entry
screens.

Below is an example of the database display report for a Status
Determination Methods Survey (note that this exampleisan
"Incomplete Report"), followed by an example of the error report.
Data used in the example are not meant to be actual responses by a
State agency, but are shown for format purposes only.
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Database
DISp|ay DATE: 04/ 05/ 1996

TAX PERFORVANCE SYSTEM

METHODS SURVEY
DATABASE DI SPLAY
STATUS DETERM NATI ON **| NCOWPLETE* *

STATE: ST
REQUESTED YEAR 1995

A, METHODS TO FACI LI TATE EMPLOYER | NDENTI FI CATI ON

1. Does the SESA use the followi ng nethods to identify new ' hidden'
enpl oyers subject to coverage? |f yes, record the approxi mate

percentage of those enployers so identified. |f the percentage
is unknown but the nmethod is utilized, |eave the percentage
bl ank.
Met hods Yes/ No %
a. Voluntary Registration............. ... .. ........ Y 25.50
b. Investigation of Blocked ains.................. Y
c. Followup of Tips and Leads...................... N
d. Crossmatch I RS Tape for FUTA Certification
(940 ldentification Tape).................... ... Y 21. 60
e. Crossmatch IRS FEIN I ndentification Tape
(941 Quarterly Entity Extract Tape).............. Y 17. 45
f. Crossmatch with non-SESA State Agencies.......... Y 34.57
g. Review Bankruptcy Court Proceedings.............. Y 50. 98
h. Canvass Areas/Neighborhoods...................... Y 57.67
i. Exchange Audit Results with IRS.................. Y 89. 89
j. Review 1099's...... ... ... Y 26. 56
G her(list and describe bel ow)
k. (Field #1 — for other methods) 11.50
I. (Field #2 — for other methods) 12.50
m (Field #3 — for other nethods) 14.50

2. Does the SESA anal yze the effectiveness of enployer

If yes, describe the analysis and findings for the
| ast period anal yzed.

The analysis and findings will be used to describe the
ef fectiveness of the identification sources.
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DATE: 04/ 05/ 1996

TAX PERFORMANCE SYSTEM
METHODS SURVEY
DATABASE DI SPLAY
STATUS DETERM NATI ON **| NCOWPLETE* *

STATE: ST
REQUESTED YEAR 1995

B. Methods to Pronote Enpl oyer Registration

1. VWhat type of U enployer registration system does the SESA
utilize?
Yes/ No
a. Singl e Enpl oyer Registration forn?.............. Y
b Uni fi ed/ Conbi ned Enpl oyer Registration (a form

utilized by two or nore governnent agencies

2. Does the SESA identify multi-State enpl oyers
(i.e., enployers who have |locations in nore than

3. Answer the follow ng questions to determ ne whether

the SESA has systens in place to facilitate voluntary

and accurate enpl oyer registration on U Status forms:

a. Does a systemexist to solicit enployer
comrents to assess the effectiveness of
Status forns (e.g. are forns readable, are
instructions clear, etc.)? ..................... Y
I f yes, describe
This is the part which is difficult to test. But one can be
sure this does not al ways happen.

DATE: 04/ 05/ 1996

TAX PERFORVANCE SYSTEM

METHODS SURVEY
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DATABASE DI SPLAY
STATUS DETERM NATI ON ** | NCOWPLETE* *
STATE: ST
REQUESTED YEAR 1995
b. Is there a systematic SESA anal ysis of the Status

fornms by collecting infornmation

and revi ewi ng frequently asked questi ons,

I f yes, describe

Forms are reviewed and inprovenments made for common errors.
C. Does the SESA performoutreach activity

to comunicate with and/or educate

non-regi stered or potential enployers
regardi ng U requirenments and enpl oyer

If yes, describe

4. Does the SESA have other nethods to pronote
vol untary enployer registration?..................... Y
I f yes, describe
O her methods include registration forns sent to enpl oyers by
mail. Sometimes reminders are sent too. The way it is handled is
on a case by case basis. Once this is done, each enpl oyer
receives a tax benefit for paying their taxes on tine.
DATE: 04/ 05/ 1996
TAX PERFORMANCE SYSTEM
METHODS SURVEY
DATABASE DI SPLAY
STATUS DETERM NATI ON **| NCOVPLETE* *
STATE: ST

REQUESTED YEAR: 1995

C. Methods to Investigate Special Status |ssues

1.

As part of the Status function, does the SESA
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have special investigative procedures (other than
routine field assignnments) to determ ne whet her

wor kers are enpl oyees or independent contractors?....

4. Do the SESA' s successorship | aws address enpl oyee
leasi Ng?. ... ...
If yes, describe
TAX PERFORMANCE SYSTEM
METHODS SURVEY
DATABASE DI SPLAY
STATUS DETERM NATI ON
STATE: ST

If yes, describe

As a part of the State function, this is an inportant function to
be acconplished as soon as possible.

Does the SESA have nethods to identify enpl oyee

If yes, describe

Has the State |l egislature passed laws to

If yes, describe

DATE: 04/ 05/ 1996

REQUESTED YEAR: 1995

** | NCOWPLETE* *

D. ELECTRONI C DATA | NTERCHANGE

1.

Does your SESA | aw, regul ations and/or

procedures all ow address the electronic

2.

If yes, please answer 2 through 10

Do your policies and/or procedures address

reports and/or fornms being submtted w thout

3.

I's each enpl oyer required to conplete an
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application in order to file data electronically?.... Y
4. Are PIN nunbers or other security codes
assigned to enployers who are subnmitting data

5. Are enployer representatives (e.g., accountants,
attorneys) allowed to electronically subnit data

6. Does your SESA specify the electronic records that
EDI enployers must retain?.............. ... ... Y
If yes, explain in what format and the tinme period:
SESA follows the format sent by the National Ofice to the
ADP section. It is expected of the SESA to retain at |east

a year's worth of information for analysis.

7. \Wat type(s) of reporting does your SESA accept?

DATE: 04/ 05/ 1996

TAX PERFORVANCE SYSTEM

METHODS SURVEY
DATABASE DI SPLAY

STATUS DETERM NATI ON **| NCOVPLETE* *
STATE: ST
REQUESTED YEAR 1995
St at us Tax Wage Adj .
Report Record For ns.

a. Paper N Y N Y

b. Magnetic tape Y Y Y Y

C. Tape cartridge Y Y Y Y

d. Di skette N Y Y N

e. Tel ephone/ | VR N N Y Y

f. Vi a Modem Y Y Y Y

g. Ki osks N N N N

h. E- Mai | N N Y Y

i N N Y Y

. Q her, describe
Sonme reports are accepted by mail too.

8. How were EDI standards for subnmitting enpl oyers
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data and contribution/wage reports determ ned
for your SESA?

Yes/ No
a. Jointly by enployers and SESA. ................... N
b. As developed by ICESA. ... ... . . i N
C. O her, please explain........... ... ... .. ... ... N
9. Do ot her government agencies in your State accept
the sane EDI standards for filing reports?........... I NA
10. |s your SESA a nenber of an EDl user's group?........ Y

DATE: 04/ 05/ 1996
TAX PERFORVANCE SYSTEM
METHODS SURVEY
DATABASE DI SPLAY
STATUS DETERM NATI ON ** | NCOWPLETE* *

STATE: ST
REQUESTED YEAR: 1995

E. APPEALS SECTI ON

1. Does the SESA' s Unenpl oynent Conpensation | aw
address appeal s of any of the follow ng enpl oyers
tax issues?

Yes/ No
a. Initial liability...................... Y
b. Tax rates. ... N
C. Audit results..... ... N
d. | C/EE determinations................... N
e. AdjUStMENES. .o N
f. O her, please explain.................. N
2. Does the SESA have an Appeal s section/division
that hears tax issues?....................... N
Yes/ No
If yes:
a. Is it separate fromthe Benefit
appeal s section?. ......... ... ... ... ...
b. I's there a Tax, |ower appeal
authority?. ... ... .
C. Is there a Tax, higher
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appeal authority?. .................. ...

3. What is the first step in appeals to the State
Court System (e.g., District, Court of Appeals,
Suprenme Court)?

District Court of Appeals.

DATE: 04/ 05/ 1996

TAX PERFORMANCE SYSTEM

METHODS SURVEY
DATABASE DI SPLAY
STATUS DETERM NATI ON **] NCOWPLETE* *

STATE: ST
REQUESTED YEAR: 1995

4. \What are the qualifications of the Appeals

of ficers?
Yes/ No

a. Attorneys. ... Y
b. Tax specialists..........iiin.. N
C. G her, please explain.................. N

5. If higher level tax appeals are heard, are they

heard by the same body that hears higher |evel

U benefit appeal s?............. ... ... ....... N A

If no, explain:

6. Does the SESA have controls in place to ensure

the tineliness of appeal decisions?.......... N

I f yes, describe:

a. Control s
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b. Accountability

C. Ef f ecti veness

7. Approximately how many tax appeal s are pendi ng?

I ndi cate by answering yes to the closest range

Yes
a. 0 to 500
b. 501 to 100
c. 1001 to 1500
d. 1501 to 2000. .. ...t Y
e. Over 2000
DATE: 04/ 05/ 1996
TAX PERFORVMANCE SYSTEM
METHODS SURVEY
DATABASE DI SPLAY
STATUS DETERM NATI ON ** | NCOVPLETE* *
STATE: ST

REQUESTED YEAR: 1995

8. What is the average age of pending
tax appeal s?.............. 5 years

9. Are enployers with outstandi ng appeal s

Yes/ No
a. Required to pay the contributions
due on wages under appeal ?............. Y
b. Required to pay the contributions
plus any applicable interest and
penalty, after the appeal is final?... Y

10. What is the approximate dollar anount at
issue in the tax appeal cases currently
pendi ng?....... 3456789. 00

Error Report
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DATE: 06/ 07/ 1996

TAX PERFORMANCE SYSTEM

METHODS SURVEY
ERROR FILE
STATUS DETERM NATI ON

STATE. ST
REQUESTED YEAR 1993

Section A
Sect A- 1d : irs_futa_cert - button selection invalid
Sect A- le : irs_fein_id - button selection invalid
Sect A- 1k : other_k - data m ssing

Section B

Sect B - la : sing_enp_reg_form- button selection invalid

Section C

Sect C- 2 : id_enp_leasing - button selection invalid

Section D

No errors have been detected for section D

Section E

No errors have been detected for section E
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DEFINING SAMPLING

Sampling is a portion of alarger population or universe. For TPS, sampling is used to gather
data on the outputs of the various Tax functions. Each sample is extracted from a universe
of acertain type of transaction occurring within a specific time frame.

PURPOSE OF SAMPLING

The purpose of sampling is to make accurate judgments about the entire population, without
having to review every transaction. Sampling permits datato be collected and analyzed at

greater speed and at less cost than reviewing every transaction.

Sampling will be conducted for the following tax activities:

a. Status Determination
- New
- Successor
- Terminations
b. Cashiering
c. Report Delinquency

d. Collections

e. Fidd Audit

F-IV-1
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f. Account Maintenance
- Contribution Report Processing
- Debits/Billings
- Contributory
- Reimbursing
- Credits/Refunds
- Benefit Charging
- Tax Rates

TYPESOF SAMPLES

Two types of samples are used - Acceptance samples and Estimation samples.

Acceptance Samples are used in all of the above tax activities except Cashiering. One
activity, Debits/ Billings, has samples for both contributory and reimbursing employers. In
the Status Determination activity there are three samples collected to reflect the type of
determination involved - New, Successor and I nactivations/Termination.

An Estimation Sample is used in the Cashiering function.

F-1V-2
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OVERVIEW

The Sampling subsystem is a set of modules which use a suite of sophisticated menu-driven
software to input, update, and retrieve data collected for samples reviewed by Statesin the
tax functions of Status Determination, Cashiering, Report Delinquency, Collections, Field
Audit and Account Maintenance. In the Account Maintenance function samples are
reviewed in Contribution Report Processing, Debits/Billings, Credits/Refunds, Benefit
Charging and Tax Rates.

Data entered is identical to responses for the set of sampling questionsin the TAX
PERFORMANCE SY STEM Operations Handbook. The software provides data entry
screens whose formats are similar to the coding sheets in the Handbook.

Since the Acceptance Sample coding sheets for the tax functions are similar in nature, this
guide covers general operations using examples of the types of questions possible and does
not show in detail every question used in each tax function.

The software provides the means for retrieving a given year's Sampling data pertaining to a
particular tax function. Output Reports consist of data extracted from the database for an
input year. Other outputs include an error report which can be generated if the sampling
coding sheet isincomplete or has missing/invalid information.
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NORMAL USE OF SAMPLING SOFTWARE

This guide is organized according to the order in which the menu options appear on the
screens, however the following will be the normal usage steps.

Y ou will normally "Add" sampling information when first using the software. Data can be
added for al or part of asample. If the entire sample can be entered at once, you need only
validate and save the data.

When all or part of a sample has aready been entered and you want to continue to add or
update previoudly entered information, the sample must first be retrieved (using Query)
from the database. Once the proper year has been retrieved (queried), you must select
Update to either compl ete the data entry or change previously entered information. Each
time you exit or move to another menu choice, you will be asked to save the information.

Once all datais entered and validated for a particular sample, the sample should be

“marked” as complete after which further updates to the sample are prevented. Database
display reports can be generated upon completion of data entry.

ACCESSING SAMPLING

To access the Sampling option, press or click the left mouse button to display the UIS
Main Menu.

Choose (R)evenue Quality Control from the UIS Main Menu.

Choose (S)ampling from the TPS Main Menu to display the six tax functions. Any one of
the six tax functions can be selected for execution.

Selecting (A)ccount Maintenance will display the five types of samples used within the
function.

F-1V-4
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ENTERING DATA

If the reviewer chooses the " Contribution Report Processing” tax function from the Account
Maintenance menu, the Contribution Report Processing main window is displayed.

MAIN WINDOW

I. I.
—| Sampling - Contribution Report Processzing |+

File Database Comments (Options Validate Reports Help
Sanpling

Contribution Report Processing

##% Select the Databasze menu to Add, Query/Update Samples s

The main window has the menu-bar with the following options: File, Database, Comments,
Options, Validate, Reports and Help.

F-1V-6
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The following are options available for each option on the menu-bar.
File
Exit - to terminate the application.

Database comprised of
Add,
Query,
Update, and
Save.

Comments comprised of
General Comments,
Failure 1,
Failure 2,
Failure 3, and
Other Failures.

Options comprised of
Stamp,
Replace Case, and
Discard Sample.

Validate comprised of
Check for Errors

Reports comprised of
Generate

Help comprised of
Context-Sensitive Help,
Overview,
Keyboard,
Product Information, and
Widget Usage Help.

F-1V-7
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The format used in this guide is explained in three distinct sections: Data Entry, Report
Generation, Using Help, and Outputs.

ADDING DATA

The menubar options “ Database’, “Comments’, “Options’” and “Validate” on the menubar
handle data entry for the application. On selecting the *“ Database” option on the menubar, a
pull-down menu is displayed. The options available are“Add”, “Query”, “Update” and
“Save”.

On selecting the “Add” option, the Add Control Information window is displayed.

Given below is an example of the Add Control Information window.

ADD CONTROL INFORMATION WINDOW

Sampling — Contribution Report Processing Add

Fleaze enter the following data

fear

Sanple Type

(Quarter + Acceptance 1
+ Acceptance 2
Universe Size
+ Expanded

Sample Size

ainkels

0k Cancel | Help |

F-1V-8
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The Add Control Information window prompts for entry of the Y ear, Quarter, Sample Type,

Universe Size, and Sample Size. All input is validated for accuracy.
Validation 1.

The validation criteriafor Year field are:

1. The year field cannot be blank.

2. The year must be four digits.

3. The year cannot be greater than system year.

4. The year cannot be less than 1996.

Validation 2:

The validation criteriafor quarter field are:

1. The quarter field cannot be blank.

2. The quarter should range from 1 to 4.

3. If current year is selected, the quarter cannot be greater than system quarter.

Validation 3:

The validation criteriafor sample typefield are:
1. The Sample Type cannot be blank.

2. Vaid Sample Types are:

- Acceptance Sample 1
- Acceptance Sample 2

F-1V-9
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- Expanded Sample

3. The Acceptance Sample 1 for the year selected must be discarded before choosing
Acceptance Sample 2 for the same year.

4. The Acceptance Sample 2 for the year selected must be discarded before choosing
Expanded Sample 2 for the same year.

Validation 4:

The validation criteriafor the Universe Sizefield are:

1. The Universe Size cannot be blank or zero.

2. The Universe Size cannot be less than 10 and cannot be greater than 999999.

The Sample Size is calculated automatically by the software on valid entry of the Universe

Size. The“c_as sample _code” table stores the Sample size for different Universe size
range. Given below isthe lookup table for the Sample Size.

Universe Size Sample Size
1200 - 999999 60
700 - 1199 59
400 - 699 58
200 - 399 56
100 - 199 48
88-99 37
76 - 87 36
64 - 75 35
F-1V-10
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53-63 33
41-52 31
30-40 28
10- 29 10 - 29, corresponding to
same as universe size.

NOTE: If the sample size has been reduced due to rejecting cases that should not have been
in the universe, the Regional Office must be advised so that this validation step may be
bypassed. Asexplained in Chapter 11, in the section on Acceptance Sampling, under such
circumstances, the sample size can only drop down to a minimum of 53 cases.

Validation 5:

The Sample Size field is protected from input for the Acceptance Sample 1 & 2. However,
the user will have the option of changing the Sample Size for an Expanded Sample.

The validation criteriafor the Sample Size field are:

1. The Sample Size cannot be blank or zero.
2. The Sample Size cannot be greater than the Universe Size.

The application will display error messages if any input violates the validations. For
example, if the Sample Type “ Acceptance Sample 2" is selected and the “ Acceptance
Sample 1" for the same year is not yet discarded; the error message will display to warn the
user about the discard status of “Acceptance Sample 1". Acknowledging the error by
clicking “OK” passes focus back to “ Acceptance Sample 1". The following is an example
of this error message.

F-IV-11
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ERROR MESSAGE WINDOW

@ You cannot add records for the Second Acceptance Sample until you have
added and dizcarded the First Acceptance Sample for the year: 13996

o |

At the bottom of the Add Control Information window are three pushbuttons options:
“OK”, “Cancel”, and “Help”.

On selecting “Help” on this window, help messages related to the input are displayed.

On selecting “Cancel” control returns to the previous window displayed.

On selecting “OK”, all the validations described above are executed. If the user entered a
combination of year, sample type which already exists in the database, a error message will

be displayed and the user is requested to re-enter the input. However, if the input criteriais
found valid the Sample Data Entry window is displayed.

F-1V-12
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SAMPLE DATA ENTRY WINDOW

4| Sampling - Contribution Report Processing Sample Display |4| ]
File Database Comments Options Validate Reports Help
Year: 19596 Universe Size: 50 Sample Type: Acceptance 1
Muarters 1 Sanple Size: 33
Ls55  Euploger 104 1 2 33 3 3 3d 4 P/F
Humber .
1 I A

10 =

DD HMOIE

Sample records can now be added on each row. The grid widget, which issimilar to a
spreadsheet, facilitates easy entry of the input responses based on questions from the
Acceptance Sample Questionaire. The total number of rows on the grid will be equal to the
Sample Size entered earlier. Depending on the responses entered for each question, the
cursor will automatically shift to the associated/related questions. For Example: In the
Contribution Report Processing questionaire, if the response to question 1 for acaseis
affirmative, the cursor skips question 2 and shifts to question 3 and then 4.

Cases entered on the grid can be saved at any time by choosing the “ Save” option on the
“Database” menu. The “Pass/Fail” statusis automatically calculated after entry of all

F-1V-13
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questionsfor acase. If the status of a case entry resultsin a“PASS’, the control is
automatically transferred to the next available row. If the status of a case entry resultsin a
“FAIL”, the Failure Comments Window will be displayed and the user will be prompted to

input comments for case failure. The Failure Comments Window will be displayed for only
the first three failures.

Given below is an example of the Failure Comments Window.

FAILURE COMMENTSWINDOW

Caze # |1 Employer 1T # |1994-1

] E— T |

Keep | Cancel Help

After entering failure comments, the user selects one of the following pushbutton options:
“Keep”, “Cancel” or “Help”.

On selecting the “Keep” pushbutton, failure comments entered for the case are stored and
the control returns back to the Sample Data Entry Window.
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On selecting the “ Cancel” pushbutton, the control returns to the previous window displayed.

On selecting the “Help” pushbutton, help messages related to the Failure Comments
window are displayed.

Failure Comments for the first three cases can also input using the options “Failure 1",
“Failure 2" and “Failure 3" under the “Comments’ option on the menubar.

In addition to the three Failure Comments windows, additional failures can be recorded by
choosing the “Other Failures’ option under the “Comments’ option on the menubar.
However, thiswindow can only be displayed if there is at |east one case failure. Given
below is an example of the Other Failures Comments Window.

OTHER FAILURESCOMMENTSWINDOW

,_.
=

Keep Cancel Help |
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After entering additional failure comments (if necessary), the user selects one of the
following pushbutton options available on the window: “Keep”, “Cancel” or “Help”.

On selecting the “Keep” pushbutton, additional failure comments entered for the
case/sample are stored and the control returns back to the Sample Data Entry Window.

On selecting the “Cancel” pushbutton, the control returns to the previous window displayed.

On selecting the “Help” pushbutton, help messages related to the Other Comments window
are displayed.

Genera Comments for the sample can be entered by choosing the option “ General
Comments’ under the “Comments’ option on the menubar. Any general information
regarding the sample can be recorded in thiswindow. Given below isan example of the
General Comments Window.

GENERAL COMMENTSWINDOW

Keep Cancel Help |

After entering generd
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comments (if necessary), the user selects one of the following pushbutton options available
on the window: “Keep”, “Cancel” or “Help”.

On selecting the “Keep” pushbutton, general comments entered for the case/sample are
stored and the control returns back to the Sample Data Entry Window.

On selecting the “Cancel” pushbutton, the control returns to the previous window displayed.

On selecting the “Help” pushbutton, help messages related to the General Comments
window are displayed.

Other option available in the “Add” mode are in the menu options under the “ Options’
menu of the menubar.

The“Stamp” option under the “Options’ menu facilitates quick entry of sample cases. On
selecting the “ Stamp” option, the entire row isfilled with the affirmative responses for the
case and control is transferred to the next row. For Contribution Report Processing, the
following question will be * stamped” with the response “Y”:

(1) Question1 - “Y”

(2) Question 3a- “Y”
(3) Question 3b - “Y”
(4) Question 3c-*"Y”
(5) Question 3d - “Y”
(6) Question 4 -*Y”

Using the “ Stamp” option resultsin the “PASS’ status for the case.

If aparticular case in the sample does not have adequate information to conduct the review
successfully, the user has the option of replacing the case. However, only one case
replacement isallowed. To “replace” acase, the “Replace Case” option under the
“Options’” menu is selected. On selecting this option, a warning message is displayed.
Given below is an example of the warning window.

F-IV-17
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CASE REPLACE WARNING WINDOW

% Are you =ure youl want to replace thisz recordl

1o |

Two pushbutton options are available on thiswindow: “Yes’ and “NO”. If the user selects
the “Yes’ pushbutton, “*” isdisplayed acrossthe row and a“*R*” code is displayed as the
PASS/FAIL status. Thiscaseisnow “locked” from further updates. In addition, the
number of rows on the grid of the Sample Data Entry window increases by one to enter the
case replacement. On selecting “NO”, control is transferred to the Sample Data Entry
Window.

The “Discard Sample” option under the “Options’ option facilitates the discard of the entire
sample. On selecting the “ Discard Sample” option, awarning is displayed.

F-I1V-18
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DISCARD SAMPLE WARNING WINDOW

% Are you sure you want to discard this sample 7

Two pushbutton options are available on thiswindow: “Yes’ and “NO”. If the user selects
the"Yes’ pushbutton, theentire sampleisdiscarded and the sampleisnow “locked” from
further updates. A message is displayed on the status line that the sample has been
discarded. On selecting “NO”, control istransferred to the Sample Data Entry Window.

Validations on the entire sample can be accomplished by selecting the
“Validate/Check for_Errors’ option on the menubar.

If the “Validate/Check_for_Errors’ option is chosen, validation checks are made against the
database to ensure the following:

(1) The number of cases input match the sample size.
(2) Each case entered is complete.
(3) Failure Comments are entered for the first three case failures.

If all the above validations are satisfied, a message which displays “No Errors Found” is
displayed. On selecting the “OK” button on this message box, another prompt dialog
appears. Thisdialog, shown below, prompts the user to decide if he wants to “mark” the
sample as complete.
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MARK COMPLETE WINDOW

—4 Sampling — Contribution Report Processing Sample Complete |

Do you want to mark zample az complete 7

MOTE; Completed samples can not be updated or discarded,

ez Mo | Help |

Three pushbutton
options are available on thiswindow: “Yes’, “No”, “Help”.

If the user selects“Yes’, thesampleismarked “COMPLETE” and further updatesto the
sampleis prevented.

On selecting “No”, control istransferred to the previous window.
On selecting “Help”, help messages related to the Mark Complete Window are displayed.

If any of the above listed validations check are not satisfied, an error report is generated and
Error Warning Window is displayed.
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Given below is an example of the Error Warning Window.

ERROR WARNING WINDOW

— Sampling - Contribution Report Processing Error Report

g Errori{si have been found, please select an option below,

Predieu Print | Save Fl_sl Cancel | Help |

Five pushbutton options are available at the bottom of this warning window: “PreView”,
“Print”, “Save As’, “Cancel”, “Help”.

If the user selects “PreView”, the error report is displayed in aview window. An example
of the output is displayed in the “ Outputs’ section.

On selecting “Print”, the printer selection window is displayed. The user has the option of
printing a hard copy of the error report on to a System or Local Printer. Refer to the
“Reports Section” for an example of the Printer Selection Window.

On selecting “ Save As’, the Save Aswindow is displayed. The user has the option of
saving the error file to arequired directory location. Refer to the “ Reports Section” for an
example of the Save As Window.
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On selecting “Cancel”, control istransferred to the previous window.
On selecting “Help”, help messages related to the Error Warning Window are displayed.

If data has been entered on the Sample Data Entry Window, selecting any of the following
options:

- “Options/Discard Sample”,

- “Validate/Check for_Errors’,

- “Reports/Generate”,

- “Database/Add”,

- “Database/Query” or

- “File/Exit”
results in the display of a warning window which prompts the user to save the input to the
database.

Given below is an example of the Save Warning Window.

SAVE WARNING WINDOW

—'| Sanpling - Contribution Report Processing Save Warning

% Latest changes have not been saved, do you wish to save before contimuing ?

e No ‘ Cancel | Help |

Four pushbutton options are available on this warning window:
“Yes’, “No”, “Cancel”, “Help”.
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If the user selects “Yes’, the input data on the Sample Data Entry Window will be saved
and the program will continue with the processing of the option selected.

For example: The user clicks on “Exit” on the menu-bar on Sample Data Entry Window
which brings up the warning window prompting if the user wishes to save the changes. The
user clickson “Yes’ and the data changes are saved to the database and the program
terminates.

On selecting “No”, the data changes will not be saved and the program will continue with
the processing for menu option selected.

For example: The user clicks on “Exit” on the menu-bar on the Sample Data Entry Window
which brings up the warning window prompting if the user wishes to save the changes. The
user clickson “No” and the data changes are not saved and the program terminates.

On selecting the “ Cancel” option, the control is transferred to the previous window.

On selecting the “Help” option, the help messages related to the warning window is
displayed.

Sample Information previously entered can be viewed and updated (if not discarded or

marked completed) by selecting the “ Query” option from the “ Database” menu.

After selecting the “ Query” option, the query screen will be displayed prompting the user to
input the Y ear and Sample Type.
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Given below is an example of the Sample Query Window.

SAMPLE QUERY WINDOW

Sanpling - Contribution Report Processing Query

Fleaze enter the following data

Sanple Type

tear |1 + Broeptance 1

+ Acceptance 2

+ Expanded

0K Cancel | Help |

Y ear and Sample Type are required entry fields and are validated similarly asin the Add
function.

The following are the pushbutton options on this window: “OK”, “Cancel”, “Help”.
On selecting “Help”, help messages related to the Sample Query window are displayed.

On selecting “Cancel”, control istransferred to the previous window.
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On selecting “OK”, input parameters are validated as described in Validation 1 and
Validation 3 in the Add function. Additionally, if the sample record for the Y ear and
Sample Type has been discarded or marked completed, display of the sampleis prevented.
However, users have the option to generate areport of the desired record by choosing the
“Reports/Generate” menu option.

If the input parameters are valid, the Sample Data Entry Window is displayed. Updates are
prevented to the case records until the “Update” option is chosen.

Choosing the “Update’ option, provides the user with the facility of updating cases
previously entered or adding cases to the sample. Additionally, all the menu options which
facilitate the input of General Comments, Failure Comments, and Other Failures are
available. Users also have the privilege of accessing the options such as

“Validate/Check for_Errors’, “Options/Discard Sample” and “ Options/Replace Case’.
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SAMPLE DATA ENTRY WINDOW
~| Field Audit Sample Display
File Databaze Comments Options  VYalidate Reports Help
fears 1995 Universe Gizes 500 sanple Type: Aococeptance 1
Muarter: 1 Sample Size: 58
Laze

s Ewplower ID# PRF 1 2 32 4 & & 7 8 9 Total Points
1§ 19351 il ] B
2 J 1995-2 ¥ Y 1Y Y [Ny Y Y Y Y7
3 ¥ Y 1Y 1Y [y Py Py Yy |y 1om
4 ¥ Y 1Y 1Y [y Py Py Yy |y 1om
& ¥ Y 1Y 1Y [y Py Py Yy |y 1om
& ¥ Y 1Y |y [y Py vy Yy am
7 ¥ Y 1Y 1Y [y Py Py Yy |y 1om
a8 ¥ Y 1Y 1Y [y Py Py Yy |y 1om
9 ¥ Y 1Y 1Y [y Py vy |y |y 1om

10 ¥ Y 1Y 1Y [y Py Py Yy |y 1om !

R0 HODE

The data entry window for field audit is similar to window for other functions except for
the “Tota Points’ field in which the sum of points scored for each “Yes’ response to
guestions from the A cceptance Sample questionnaire are entered for each case.
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Depending on the response entered for the Pass/Fail question, the cursor will
automatically shift to adifferent field. For Example: In the Field Audit questionnaire, if
the response to the Pass/Fail questionis“N”, the “Total Points’ field gets the value of 0
and the cursor skipsto the “Employer ID#’ field of the next available row. On the other
hand, if the response to the Pass/Fail questionis“Y”, the cursor movesto Question 1 of
that row. For each question, after the user enters avalid response to the question, the
cursor shifts to the next question. The point value of each “Y” response is added to the
“Total Points’ field automatically after each response is made. After the responsesto all
guestions on that row are entered, the cursor skips to the “Employer ID#” field of the next
available row.

Given below is atable showing the point value for each question.

Question Answer - Y Answer - N

1 10
5
5
25
25
5
10
5
10

Ol |INjJoju]lbh]lJw]d
(ol Noll Noll Noll Noll Noll Noll Noll Ne)

Cases entered on the grid can be saved at any time by choosing the “ Save” option on the
“Database” menu. If the status of a case entry resultsin a“PASS’, the control is
automatically transferred to the next available row. If thereisa“N” entry in one or more
than one question of a complete case and the total points for that case is less than 80 after
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all questions for that case are answered, the entry resultsin a“FAIL” and the Failure
Comments Window will be displayed for the first three cases meeting those conditions.
The user will be prompted to input comments for that case failure.

GENERAL COMMENTSWINDOW
STAMP OPTION

On the general comments window, the “Stamp” option under the “ Options” menu
facilitates quick entry of sample cases. On selecting the “ Stamp” option, the entire row is
filled with the affirmative responses for the case and control is transferred to the next
row. For the Field Audit , the following questions will be * stamped” with the following
responses:

(1) Question Pass/Fail - “Y” (7) Question 6-“Y”

(2) Question1- *Y” (8) Question7-*Y”
(3) Question 2 - *Y” (9) Question8-*Y”
(4) Question 3- *Y” (10) Question 9 - “Y”
(5) Question 4 - “Y” (11) Total Points- “100"

(6) Question 5- *Y”

Using the “ Stamp” option resultsin the “PASS’ status for the case.
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STATUSDETERMINATION

The data entry screen for the Status Determination Sample allows the input of only one sample
record at atime (by employer type; new, successor, or inactivation/termination) in contrast to
screens for other functions which accommodate the entry of ten cases. Since records are
entered one at atime, the options “Next Record” and “Previous Record” are choices under the
“Database” menu. The screen for status cases have both Accuracy and Posting sections, which
necessitate additional options under the “Comments’ and “Options’ menus. (See additional
options marked **.)

Given below is the main window for entering status determination samples.

MAIN WINDOW

File Database Comments Options Malidate Reports

Sampling

Status Determination

*¥% Select the Databaze menu to AddAllpdate Samples ks
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The main window has the menu-bar with the following options: File, Database,
Comments, Options, Validate, Reports and Help. The following are the options
available under each option on the menu-bar.

File
Exit - to terminate the application.

Database comprised of

Add,

Query,

Update,

Save,

**Next Record, and
** Previous Record.

Comments comprised of

Genera Comments,

** Accuracy Failures comprised of
Failure 1
Failure 2
Failure 3

** Posting Failures comprised of
Failure 1
Failure 2

Failure 3

Other Failures.
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Options comprised of
Stamp comprised of
** Accuracy
** Posting
Replace Case, and
Discard Sample.
Validate comprised of
Check for Errors
Reports comprised of
Generate
Help comprised of
Context-Sensitive Help,
Overview,
Keyboard,

Product Information, and
Widget Usage Help.
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On selecting the “ Database” option on the menu-bar of the main window, a pull-down
menu is displayed. The options available are “ Add”, “Query”, “Update” and “ Save’.

On selecting the “Add” option, the Add Control Information window is displayed.
Given below is a sample display of the Add Control Information window.

ADD CONTROL INFORMATION WINDOW

Fleaze enter the following data

Year:

Sample Type

[uarter: ~ Acceptance 1

Uriversze Size: o Acceptance 2

1770

Sample Size: e Expanded

Employer Type

e Mew e SLCCEssOr w Inactivation/Termination

Ok Cancel | Help |
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The Add Control Information window prompts for entry of the Y ear, Quarter, Sample Type,
Universe Size, and Sample Size. All input is validated for accuracy.

Validation 1:
The validation criteriafor Year field are:

1 The year field cannot be blank.

2. The year cannot be greater than system year.
3. The year cannot be less than 1996.

4, The year must be 4 digits.

Validation 2:

The validation criteriafor quarter field are:

1 The quarter field cannot be blank.
2. The quarter should range from 1 to 4.
3. If current year is selected, the quarter cannot be greater than system quarter.

Validation 3:
The validation criteriafor sasmple typefield are:

1. The Sample Type cannot be blank.
2. Valid Sample Types are:
- Acceptance Sample 1
- Acceptance Sample 2
- Expanded Sample
3. The Acceptance Sample 1 for the year selected must be discarded before
choosing Acceptance Sample 2 for the same year.
4, The Acceptance Sample 2 for the year selected must be discarded before
choosing Expanded Sample 2 for the same year.

Validation 4:
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The validation criteriafor the Universe Sizefidd are;

1. The Universe Size cannot be blank or zero.
2. The Universe Size cannot be less than 10 and cannot be greater than 999999.

The Sample Size is calculated automatically by the software on valid entry of the
Universe Size.

NOTE: If the sample size has been reduced due to rejecting cases that should not have been
in the universe, the Regional Office must be advised so that this validation step may be
bypassed. Asexplained in Chapter 11, in the section on Acceptance Sampling, under such
circumstances, the sample size can only drop down to a minimum of 53 cases.

Validation 5:

The Sample Size field is protected from input for the Acceptance Sample 1 & 2.
However, the user will have the option of changing the Sample Size for an Expanded
Sample.

The validation criteriafor the Sample Sizefield are:

1. The Sample Size cannot be blank or zero.
2. The Sample Size cannot be greater than the Universe Size.

The application will display error messages if any input violates the validations. For
example, if the Sample Type “Acceptance Sample 2" is selected and the “ Acceptance
Sample 1" for the same year is not yet discarded; the error message will display to warn
the user about the discard status of “ Acceptance Sample 1". Acknowledging the error
by clicking “OK” passes focus back to “ Acceptance Sample 1". Given below isa
sample display of this error message.

Validation 6:

Employer Type cannot be blank. Valid values of Employer Type include
“New”, “Successor” and “Inactivation/Termination”.
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ERROR MESSAGE WINDOW

ERROR

@ You cannot add records for the Second Acceptance Sample until you have
added and discarded the First Acceptance Sample for the year: 1996

|

At the bottom of the Add Control Information window are three push-button options:
1] OK” , 14 Cancd ” , ar]d 14 Hd p” .

On selecting “Help” on this window, help messages related to the input are displayed.
On selecting “ Cancel” control returns to the previous window displayed.

On selecting “OK?”, all the validations described above are executed. |If the user entered
a combination of year, sample type which already exists in the database, a error
message will be displayed and the user is requested to re-enter the input. However, if

the input criteriais found valid the Sample Data Entry window is displayed. Given
below is asample display of the data entry window.
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SAMPLE DATA ENTRY WINDOW

File Databaze Comments Options VYalidate BEeports Help

Year: 1333 Universe Size: 1460 Sample Typei Acceptance Sample 1
Ouartery 1 Sample Size: [ ={] Employer Type: Mew Employer

Case Mumberi 1 Emplouer Id #: BT

ACCURACY

Sample records for Accuracy and Posting are added one at a time in the data entry
window, unlike screens for other functions which allow input of records for ten cases.
After entering a sample record, clicking on “ Database” / “ Next Record” or pressing
<Ctrl-N>, anew data-entry window appears for the entry of the next sample record.
(To review a sample record which has aready been entered, click on * Database”/
“Previous Record”.) Theinput responses are based on questions from the Acceptance
Sample questionnaire. The total number of times this window is displayed for entry
will be equal to the Sample Size entered earlier. Depending on the responses entered
for each question, the cursor will automatically shift to the associated/rel ated questions.
For Example: In the Status Determination - Accuracy questionnaire, if the response to
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guestion 1 for a case is affirmative, the cursor skips question 2 and then shiftsto
guestion 3, 4 and so on.

Cases entered can be saved at any time by choosing the “ Save” option on the
“Database” menu. The “Pass/Fail” status is automatically calculated after entry of all
guestions for the Accuracy or the Posting questionnaire for the case. If the status of a
Accuracy case entry resultsin a“PASS’, the control is automatically transferred to the
Posting case entry row. If the status of a case entry resultsin a“FAIL”, the Failure
Comments Window will be displayed and the user will be prompted to input comments
for case failure. The Failure Comments Window will be displayed for only the first
three failures (three each for Accuracy and Posting).

STAMP OPTION

The “Stamp - Accuracy” and “Stamp - Posting” options under the “Options’ menu of
the main window facilitates quick entry of sample cases. On selecting the “ Stamp -
Accuracy” or “Stamp - Posting” option, the entire row isfilled with the affirmative
responses for the case and control is transferred to the Posting row. For Status
Determination, all the questionswill be “stamped” with the response “Y”:

Using the “ Stamp” option resultsin the “PASS’ status for the case.
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CASHIERING - ESTIMATION SAMPLE

For the Cashiering Estimation Sample, the inputs are the summary of the contribution
payments received, and the percentage for timeliness and amounts deposited as calculated by
the TPS reviewer based on the instructions given in the Core TAX PERFORMANCE

SY STEM Operations Handbook. The formats of data entry screens are similar to those of the
Cashiering Summary Sheet in the Handbook. The same set of screens may also be used for
modifying existing information.

Given below is the Cashiering main window.

MAIN WINDOW

= SAMPLIMG - CRSHIERIMG a

File Database Signoff Beports Help

Sampling

Cazhiering

#%% Select the Databaze menu to AddATuery sk

The main window has the menubar with the following options:. File, Database, Signoff,
Reports and Help. The following are the options under each menubar option:

File comprised of Exit.
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Database comprised of Add, Query, Update, and Save.

Signoff comprised of Signoff.

Reports comprised of Generate.

Help comprised of Context-Sensitive Help, Overview, Keyboard, Product Information

and Widget Usage Help.

On selecting the “ Database” option on the menubar, a pull-down menu is displayed.
The options available are “Add”, “ Query”, “Update”’, and “ Save” . If the " Add" menu
item from " Database" option of the menubar is chosen, the Add- query window to
enter the parameter year is displayed. Three pushbuttons are displayed at the bottom of
the window: " OK", " Cancel" and " Help". Given below isthe screen display of the
Add-query window.

ADD-QUERY WINDOW

SAMPLING - ADD

Enter Sample Year: |1

0K Cancel | Help |

Validation edits
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on the Add-query window parameter "Y ear" are:
@D Y ear cannot be NULL
() Y ear cannot be greater than current year where the current year is system year.
3 Y ear cannot be less than 1996.

If any of the above validations fail, an appropriate error message is displayed and the
focus returnsto the "Y ear" field.

On entering avalid year, the control automatically passes to the " OK" pushbutton.

Choosing the " Cancel" pushbutton takes control back to the main window. " Help”
pushbutton can be chosen for help messages related to the Add-query window.

On selecting the " OK" pushbutton on the Add-query window, the program checks for
the validity of the Add parameters.

If asample year entered on the Add-query window already exists in the database the
following message appears.

MESSAGE WINDOW

Mes=sage

@ RFecord exists for the year: 1993, choose Ouery to rewiew the record

]
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If avalid year for the Sample is entered, the Sample screen is displayed for input as shown
below:

MAIN WINDOW - ADD MODE

]
=| SHMPLING - CRSHIERIMG [=|O

File Database Signoff Reports Help
1995

PREFARATION YEAR

PROJECTED # 0OF PAYMENTS I 474,748 # OF DEYIATION I 14,40 (QUARTER [E- EFT % I

{or Trays)
ACTUAL # OF PAYMENTS I 043,092 RANDOM STARTIMG # I T SAMPLE SELECTION START DATE I P
Tor Trays)
DIFFEREMCE I E8,344 CHECK SAMPLE INTERWAL I SAMPLE SELECTION END DATE I P

SUMMARY FOR DOLLAR & ITEM COUNT

NUMBER OF BAMKIWG DAYS FOR DEPOSIT AMD AMOUNT OF PAYMEMT

TOTAL AMOUNT
OF PAYHEWTS DAY 1 AMT DAY 2 AMT DAY 3 AMT DAY 4+ AMT

TOTAL TOLLAR AHOUNT | | | | |

TOTAL ITEMS I I I I I

AOD MODE

Options available under the " Database” menu option are as follows:
(1) " Add" anew record.
(2) "Query" for arecord for adifferent year.

(3) "Update" to update the record retrieved
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If the " Update" menu item from the " Database" option is chosen, the cursor moves to the
first field in the screen displayed. Context-Sensitive help is available in this mode only. On
clicking on the" Help" option on the menubar and selecting " Context-Sensitive Help™ , help
messages relating to the field in focus are displayed.

If adata entry field is modified and the user chooses to select an option under any menu
options which are active (other than "Save") awarning message is displayed.

WARNING MESSAGE WINDOW

| WARNING -l

% Latest changes have not been saved, do you wish to save before continuing 7

Yes Moo Cancel

Yes- Savetherecord after validating all input information.

No - Does not save the record and proceed with operation selected. Any datafields
modified will be reset to the previous values.

Cancd - Returnsto the screen modified
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The validation checks for the Sample record are similar to the checksin the " Update" mode.
By default, the Quarter field is preset to avalue of 2 whether the user isin “Update’ or
“Add” mode.

Validation edits for Adding\Updating the record on the main screen are as follows:

Val i dation 1:

Y ear

- cannot be NULL

- Y ear cannot be greater than current year
where the current year is system year.

- Y ear cannot be less than 1996.

Validation 2:

Quarter

- cannot be NULL

- default value of 2, refer to TPS Handbook, ESTIMATION SAMPLING
INSTRUCTIONS for Cashiering.

Val i dati on 3:

Projected number of payments or trays (the UNIVERSE of payments or trays
for the 5-day period from which the sample was pulled, not the desired sample
size of 500 items)

- cannot be NULL

- cannot be zero

- Range of values: 0 - 2,147,483,647

Val i dati on 4:

Actual number of payments or trays
- cannot be NULL
- Range of values: 0 - 2,147,483,647
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Vali dati on 5:

Random Starting number
- Range of values: 0 - 32,767

Vali dati on 6:

Check Sample Interval
- Range of values. 0 - 32,767

Validation 7:

Electronic Fund Transfer
- cannot be NULL
Range of values: 00.00 - 99.99

Vali dati on 8:

Sample Selection Start Date
- cannot be NULL
- format: MM/DD/YYYY

- if Quarter = 2, then Sample Selection Start Date
must be >= 06/30/XXXX*, and <= 09/0L/XXXX.

- if Quarter = 3, then Sample Selection Start Date
must be >= 09/30/X XXX, and <= 12/01/XXXX.

- if Quarter = 4, then Sample Selection Start Date

must be >= 12/31/XXXX, and <= 03/0L/XXXX + 1**,

- if Quarter = 1 then Sample Selection Start Date
must be >= 03/3L/X XXX, and <= 06/0L/XXXX.
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* - XXXX, isthe Sample Y ear.

** O XXXX + 1, isthe Sample Year + 1

(eg., if Sample Y ear is 2000, the previous Sample Y ear, plus 1 isequal to
2001) giving the maximum Sample Selection Start Date for Quarter = 4.

- Sample Selection End Date >= Sample Selection Start Date.

Val i dation 9:

Sample Selection End Date
- cannot be NULL
- format: MM/DD/YYYY

- if Quarter = 2, then Sample Selection End Date
must be >= 06/30/XXXX*, and <= 09/0L/XXXX.

- if Quarter = 3, then Sample Selection End Date
must be >= 09/30/X XXX, and <= 12/01/XXXX.

- if Quarter = 4, then Sample Selection End Date
must be >= 12/31/X XXX, and <= 03/0L/XXXX + 1**,

- if Quarter = 1 then Sample Selection End Date
must be >= 03/3L/X XXX, and <= 06/01/XXXX.

* - XXXX, usthe Sample Year.

** O XXXX + 1, isthe Sample Year + 1

(eg., if Sample Year is 2000, the previous Sample Y ear, plus 1 isequal to
2001) giving the maximum Sample Selection End Date for Quarter = 4.

- Sample Selection End Date >= Sample Selection Start Date.

Val i dation 10:
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Dollar Amount (Day 1) for Deposit
- cannot be NULL
- Range of values: 0.00 - 9,999,999,999.99

Validation 11:

Dollar Amount (Day 2) for Deposit
- cannot be NULL
- Range of values: 0.00 - 9,999,999,999.99

Validation 12:

Dollar Amount (Day 3) for Deposit
- cannot be NULL
- Range of values: 0.00 - 9,999,999,999.99

Validation 13:

Dollar Amount (Day 4) for Deposit
- cannot be NULL
- Range of values: 0.00 - 9,999,999,999.99

Vali dation 14:

Items for Deposit (Day 1)
- cannot be NULL
- Range of values: 0 - 2,147,483,647

Val i dation 15:

Items for Deposit (Day 2)
- cannot be NULL
- Range of values: 0 - 2,147,483,647
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Val i dation 16:

Items for Deposit (Day 3)
- cannot be NULL
- Range of values: 0 - 2,147,483,647

Validation 17:

Items for Deposit (Day 4)
- cannot be NULL
- Range of values: 0 - 2,147,483,647

If any of the above validations fail, an appropriate error message is displayed. For example,
Validation edit number-9 would display the error message shown below, if the user typesin an
End Date that is not consistent with the Quarter entered.

ERROR MESSAGE WINDOW

= ERROR

@ Sample Selection End Date Out-0f-Range, Refer to the online help for more
information pertaining to walid Date edits |

o]

OK - Closes the error message window, and returns the cursor to the Sample Selection End
Date field.

Other Validations:

All data entry fields in the Cashiering Sampling screen must be completed, with the
exception of the Random Starting number, and Check Sample Interval. Once the user
choosesthe " Save" option from the " Database” menu item, thiswill update the record
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to the database after validations are accomplished. If the" Save" option is chosen,
during validations if any incorrect input is encountered, error messages will be
displayed and the focus will be on the field in error. Once the validations are
accomplished, the record is then written to the database. A message will be displayed
on the status line to indicate that the record was successfully updated. However, during
the" Update" process, if changes are made to a particular field of the Sample screen,
any active menu items under " File", " Database", or " Reports’ options can be chosen.
If any of these options are chosen, awarning message that the updated record has not
been saved will be issued and the user will now have the optionsto " Save" the record,
continue with the menu item process chosen or return to the " Update" mode.

If the " Signoff" menu item from the " Signoff" option is chosen, amessageis
displayed as shown below.

MESSAGE WINDOW - SIGNOFF FOR COMPLETION

Sampling - Cashiering Signoff

Do you wish to mark your estimation as "COMPLETE" 7

The “ Signoff” optionis only availabl e during
Add/Query, or Update mode. Regardless of the mode chosen, the user has the option to stamp
the Sample record as“COMPLETE”.

F-1V-48 R 12/00



ET HANDBOOK NO. 407 APPENDIX F
TAX PERFORMANCE SYSTEM

DATA ENTRY USERS GUIDE

SAMPLING DATA ENTRY

If the user chooses not to Signoff on the record, other options include, returning the user to the
update/add session, or requesting help from the Signoff Window. Furthermore, avalidation
stamp indicating "** INCOMPLETE **" will be shown on the Database Display report.

If the user chooses to Signoff on arecord, and no errors are encountered after selecting the

" Signoff" option, the validation stamp, in this case, will now indicate "** COMPLETE **" on
the Database Display report. At this point, the user can only access the sample record through
the “ Report” menu option.

If the user enters a sample year that already exists in the database, but has been Signed-Off, a
message is displayed.

MESSAGE WINDOW

— Hezzage

@ Requested record has been Signed-0Ff. to view thiz record select the
Feports menu option |

]

If the user chooses to change the Quarter field, a message window will be displayed as shown
below.
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MESSAGE WINDOW - REGIONAL APPROVAL

Sampling - Cazhiering Regional Approval

REGIONAL OFFICE APPROVAL MEEDED TO USE OTHER
THAM SECOMD OUARTER, HAVE YOU OBTARIMED THIS

APFROVAL 7

If the user obtains Regional Office approval to change the Quarter field, then the“ YES’
pushbutton can be selected, otherwise, the user must select the “NO” pushbutton. The “Help”
pushbutton is also available for information pertaining to this window.

If the” Query" menu item from " Database” option of the menubar is chosen, the query
window similar to the one when the user choose the “ Add” option as shown aboveis
displayed. Editson the this query window are similar to the edits discussed previously.
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QUERY WINDOW

SAMPLING - COUERY

Enter Sample Year:

Ok Cahcel | Help |

If the selected year isavalid current year, the program checks to ensure that the user can
access the sample record requested. If no record is found for the year requested, the following

message is displayed.

MESSAGE WINDOW
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= | Hezzage 1

@ Record does not exist for the Year: 1997, choose Add to process the record
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If the record is found, the main screen shown below is displayed.

MAIN SCREEN - QUERY MODE

= SAMPLING - CASHIERING = |
File Database Signoff Reports Help |
1394

PREPARATION YERR

PROJECTED # OF PAYMENTS 23| # OF DEVIATION .4 (QUARTER [;- EFT & |10+00

{or Trays!
ACTUAL # OF PAYMENTS 500 RANDOM STARTING # 55 SAMPLE SELECTION START DATE I 12/31/1994
tor Trays!
DNIFFERENCE 137 CHECK SAMFLE INTERWAL SAMPLE SELECTION END DATE |03K01K1995

SUMMARY FOR DOLLAR & ITEM COUNT

HUMEER OF BAMKIMG DAYS FOR TEPOSIT MWD AMOUNT OF PAYMENT

TOTAL AHOUNT

OF PAYMENTS DAY 1 AT DAY 2 AMT DAY 3 AMT DAY 4+ AT
TATAL DOLLAR AMOUNT I $182,721,19 I $43,876,35 $43,535.00 I $46,654,38 $48,654.86
TOTAL ITEHS I 162 I 50 4 I 4 12

HOUERY HODE
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REPORT GENERATION

If the" Generate Reports' menu item from the " Reports’ option is chosen, the Reports
Selection window isdisplayed. Six pushbuttons are displayed at the bottom of the window :
"Generate", " PreView", " Print", " Save As', " Cancel" and " Help". Four pushbuttons
"Generate", "PreView", " Print" and " Save As" will beinactive and will be activated
when required during the report generation process. Given below isthe screen display of
the Reports Selection window.

REPORT SELECTION WINDOW

Databaze Display

Report Selected:

Generate et e e, SR Cancel Help

The listbox on the Reports Selection window displaysthe list of reports that can be
generated by this module.

The reportsinclude:
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(1) Database Display

If the above report is selected, the selected report name appears in the Selection window.
The" Generate" pushbutton will be active at thistime.

If the Report Selection is made and the " Generate" pushbutton is selected, the Report Query
Window prompting for parameters"Y ear" and "Sample Type" is displayed. The validations
on Y ear and Sample Type on this Report Query Window are similar to the validations
described in the data entry section.

REPORT QUERY WINDOW

Sampling - Contribution Report Processing Report Ouery

Pleaze enter the following data

Sample Tupe

fear

s Acceptance 1

+ Acceptance 2

+ Expanded

0K Cancel | Help |
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REPORT QUERY WINDOW - STATUSDETERMINATION

Fleaze enter the following data

Sample Type Employer Type
fear:t
~ Acceptance 1 w Mew Employer
~ Acceptance 2 ~ Successor Employer
e Expanded o Inactivation/Termination

Report Type

~ ACccuracy s Post s Both {Accuracy and Postl

0k | Cancel | Help |

In addition to options for Sample Type, the report query window for Status Determination
includes options for Employer Type (new, successor, inactivation/termination) and Report
Type (accuracy, posting, both).

On entering valid parameters, the query window closes and the processing message "Report
Generation in Progress ... Please Wait" isdisplayed. Once Report Generation is complete,
the pushbuttons " PreView" , " Print" and " Save As' are active.

On selecting " PreView", the report is displayed on aview window. Pressing the" CLOSE"
button on the view window closes the window and control returns to the Report Selection
window. Refer to the Program Specification Document XView utility for JAM applications
submitted by TAX PERFORMANCE SY STEM.
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Following is an example of areport generated by this application in a View Window.

VIEW WINDOW

YIEW

REVEMUE QUALITY COWTROL

SAMPLIMG
ACCOUNT MAIWTEMANCE
CONTRIBUTION REPORT PROCESSIMG
DATABASE DISPLAY

STATE: 5T
YEAR; 1334
QUARTER: 1

UMIVERSE SIZE: 500
SAMPLE SIZE; 58

DATEY 04/24/1997

SAMPLE TYPE: Acceptance 1

Employer |1 | | | | || Pazz/ |
Caze # Id # 11213131 31 3d!l 41 Fail | Replace
[ | | | [ V2|
1 1934-1 i Y ¥ ¥ i b ¥
2 i Y ¥ s i i) ¥
3 i Y ¥ s i H il

=

On selecting " Print", the printer selection window is displayed. Options available are

" System Printer” and " Local Printer”. Three pushbuttons are displayed at the bottom of
thiswindow: " OK", " Cancel” and " Help". If " Cancel" is chosen, control returnsto the
Reports Selection window. If "Help" is chosen, help messages are displayed related to the
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printer selection window. If " OK" ischosen, the printer selection window closes, report is
printed on the printer selected and control returns to the Reports selection window. Given
below is the screen display of the printer selection window.

PRINTER SELECTION WINDOW

—| Sampling - Cantribution Repart Processing Printer Selection

Pleaze chooze a printer

# System Printer

s Local Printer

Ok, Cancel | Help |
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On selecting " Save As', the Save Aswindow is displayed.

SAVE ASWINDOW

—'| Save fis J|

H daue ! Ifdhnme/btiggﬂas_crp_d_iﬂlﬂd_l.htigu \
: I | Cancel | M

Three pushbuttons are displayed at the bottom of this window: " OK", " Cancel" and
"Help". If "Cancel" ischosen, control returns to the Reports Selection window. If "Help"
is chosen, help messages are displayed related to the printer selection window. If "OK" is
chosen, the
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default report name and path is used and the file saved in the default directory. If the default
filename or path is modified by the user, then the input gets validated. Refer to the Program
Specification Document SETUID BQC Move File submitted by Benefits Quality Control for
Release 5.0. The default filenames generated by the system for each report selection are
given below.

Report Selection Default filename

Database Display as crp_d Year_SampleType.login_id
Ex:as crp d 1990 1.timmsr

On selecting " Cancel” on the Reports Selection window, the Report Sel ection window
closes and control returns to the main window.

On selecting " Help" on the Reports Selection Window, help messages related to Report
Selection window are displayed.
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USING HELP

If the " Context-Sensitive Help” menu item is chosen from the " Help" option on the
menubar, a help window with messages related to the field on focusis displayed. On
choosing the" CLOSE" pushbutton on the help window, control returns to the main
window. Thismenu itemisactiveonly if " Add" or " Update" menu item is chosen under
the " Database" option.

If the" Overview" menu item is chosen from the" Help" option on the menubar, a help
window with an overview of the subsystem is displayed. On choosing the” CLOSE"
pushbutton on the help window returns control to the main window.

If the" Keyboard" menu item is chosen from the " Help" option on the menubar, a help
window with keyboard operation procedures for the module is displayed. On choosing the
"CLOSE" pushbutton on the help window returns control to the main window.

If the" Product Information” menu item is chosen from the " Help" option on the menubar,
a help window with product release information for the module is displayed. On choosing
the" CLOSE" pushbutton on the help window returns control to the main window.

If the" Widget Usage Help" menu item is chosen from the " Help" option on the menubar, a
help window with messages related to the widget on focusis displayed. On choosing the
"CLOSE" pushbutton on the help window returns control to the main window. This menu
itemisactiveonly if " Add" or "Update’ menu item is chosen under the " Database"
option.
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Given below isthe screen display of atypical help window. Refer to the Program
Specification Document XHelp utility for JAM applications submitted by TAX

PERFORMANCE SY STEM.

HELP WINDOW

HELF

Feda

The Sampling subsysztem of the Tax Perfaormance System
{TPS} formerly known az Core Rewenue Ouality Control
(ROCY system is designed az part of the (TPS)

oversite to the SESA”=, The purpoze of Sampling is

to confirm the performance of the tax operationz of a
State whoze internal controls have already been assessed
by a Systems Review, If rizsks are identified in the
Systems Review, the zamples will likely werify that
system outputs fail to meet minimum levels of accuracy or
completenesz, If a system iz deemed risk free, samples of
outputs should confirm thiz fact,

Once the Systems Review iz complete, a zample of BO
cazes Ffrom each tax function iz drawn to confirm the
aystem outputs meet minimum levels of accuracy or
completenezz, The failure of three or more cases i=s
reazan to conclude that the exception rate for that
function iz at an unacceptable level, Sampling will
be conducted for the following tax functions:

1, Status Determination
- Mew Determinations
- Sucessor Determinations

B

CLOSE I
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OUTPUTS

The outputs generated by the Sampling subsystem are: the database display reports which
arereplicas of the data entry screens. The Error Report is generated when the
“Validate/Check for_Errors’ was chosen. Failed validations required under the
“Check_for_Errors’ function, trigger of error messages in this Error report output.

Examples of outputs are provided on the following pages.
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DATE: 03/11/1997
TAX PERFORMANCE SYSTEM

SAMPLI NG
ACCOUNT MAI NTENANCE
CONTRI BUTI ON REPORT PROCESSI NG
DATABASE DI SPLAY

STATE: ST
YEAR: 1994 UNI VERSE SI ZE: 500 SAMPLE TYPE: Acceptance 1
QUARTER: 1 SAMPLE S| ZE: 58

Enployer | | | I I I | | Pass/ |
Case # Id # | 1] 2| 3a| 3b | 3c| 3d ]| 4| Fail | Replace

[ I I I | YIN |

1 1994-1 N N N
2 v Yy oY oy vy vy v
3 y o Yy oY Yy vy vy v
PR y oo Yy Y oy vy vy v
s y o Yy Y oYy vy vy v
6 v Yy Y oYy Yy vy v
A v Yy oYy Yy Yy vy v
s v o Yy oY oYy Yy vy v
0 y oo Yy Y Yy Yy vy v
0 v o Yy Y Yy Yy vy v
no v oo Yy Y Yy Yy vy v
2 v oo Yy Y Yy Yy vy v
B v o Yy Y Yy vy vy v
@ v oo Yy Y Yy vy vy v
s v o Yy Y Yy vy vy v
6 v o Yy Y Yy vy vy v
17 s T T vy .
8 NN N
v v o Yy Y Yy vy vy v
20 v vy oy oy vy vy v

Questions 2, 3a, 3b, 3c, 3d, and 4 are Eval uative
*R* - indicates Case Repl acenent.
1
DATE: 03/11/1997

TAX PERFORVANCE SYSTEM
SAMPLI NG
ACCOUNT Al NTENANCE

CONTRI BUTI ON REPORT PROCESSI NG
DATABASE DI SPLAY
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STATE: ST
YEAR: 1994 UNI VERSE SI ZE: 500 SAMPLE TYPE: Acceptance 1
QUARTER: 1 SAWPLE SI ZE: 58
Case # Errlpgozer I 1 I 2 I 3a I 3b I 3c I 3d { 4 { IiziSIS/ I Repl ace
[ | | | [ 1 YIN |
21 Y Y Y Y Y Y Y
2 y oo Yy oy oy oy v v
23 y oo Yy oy oy vy v v
24 y oo Yy oy oy vy v v
25 y oo Yy oy oy vy v v
6 y oo Yy vy oy vy v v
27 y oo Yy vy oYy vy v v
28 y oo Yy vy oy vy v v
29 y o Yy oy oYy vy v v
0 y o Yy vy oYy vy v v
T y oo Yy oy oYy vy v v
2 v Yy oy oYy vy v v
3 v Yy oy oy vy vy v
e v o Yy oY oy vy vy v
s v oo Yy oy oYy vy vy v
. v oo Yy Y oYy vy vy v
7 v Yy Y Yy vy vy v
8 v oo Yy Y Y vy vy v
9 v o Yy Y Yy vy vy v
o v oo Yy Y oY vy vy v
Questions 2, 3a, 3b, 3¢, 3d, and 4 are Evaluative
*R* - indicates Case Repl acenent. )
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DATE: 03/11/1997

TAX PERFORMANCE SYSTEM

SAMVPLI NG
ACCOUNT MAI NTENANCE
CONTRI BUTI ON REPCRT PROCESSI NG
DATABASE DI SPLAY

STATE: ST
YEAR: 1994 UNI VERSE SI ZE: 500 SAMPLE TYPE: Acceptance 1
QUARTER: 1 SAMPLE S| ZE: 58

Enployer | | | I I I | | Pass/ |
Case # Id # | 1] 2| 3a| 3b | 3c| 3d ]| 4| Fail | Replace

[ I I I | YIN |

41 Y Y Y Y Y Y Y
2 y o Yy oY Yy vy vy v
3 y oo Yy oY oYy vy vy v
. y o Yy oY oYy Yy vy v
s y oo Yy Y oYy vy vy v
® v Yy Y oYy vy vy v
v y oo Yy oY oYy Yy vy v
s y o Yy Y Yy Yy vy v
o v oo Yy Y Yy Yy vy v
so v oo Yy Y Y Yy vy v
s v o Yy Y Y Yy vy v
s2 y o Yy Y Yy vy vy v
s v o Yy Y Yy vy vy v
sa v o Yy Y Yy vy vy v
ss v o Yy Y Yy vy vy v
ss v o Yy Y Yy vy vy v
sz y o Yy Y Yy vy vy v
s8 v vy oy oy vy vy v

Questions 2, 3a, 3b, 3c, 3d, and 4 are Eval uative

*R* - indicates Case Repl acenent.
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DATE: 03/11/1997

TAX PERFORMANCE SYSTEM

SAMVPLI NG
ACCOUNT MAI NTENANCE
CONTRI BUTI ON REPCRT PROCESSI NG
DATABASE DI SPLAY

STATE: ST
YEAR 1994 UNI VERSE SI ZE: 500 SAMPLE TYPE: Acceptance 1
QUARTER: 1 SAMPLE SI ZE: 58

Comments for failed cases :

Case # : 1 Enpl oyer # : 1994-1

Case 1 has failed. Enp Id # 1994-1.

Case # : 18 Enpl oyer # :

Case # 18 has failed. Enployer was delinquent in reporting.
Investigation is in progress.
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DATE: 03/11/1997
TAX PERFORMANCE SYSTEM

SAMVPLI NG
ACCOUNT MAI NTENANCE
CONTRI BUTI ON REPCRT PROCESSI NG
DATABASE DI SPLAY

STATE: ST
YEAR 1994 UNI VERSE SI ZE: 500 SAMPLE TYPE: Acceptance 1
QUARTER: 1 SAMPLE SI ZE: 58

General Conments:
Uni verse Size = 500; Sanple Size was sel ected automatically by the

system National Ofice has setup a Sanple Size range table which
has the input Universe Size and Sanple Size val ues.
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DATE: 03/11/1997

TAX PERFORMANCE SYSTEM

SAMVPLI NG
ACCOUNT MAI NTENANCE
CONTRI BUTI ON REPCRT PROCESSI NG
DATABASE DI SPLAY

STATE: ST
YEAR 1994 UNI VERSE SI ZE: 500 SAMPLE TYPE: Acceptance 1
QUARTER: 1 SAMPLE SI ZE: 58

Addi tional Failed Conments:
Two cases have failed the sanple. However, the state has passed the

sanple. One case was replaced due to |lack of enployer information.
Case # 59 is the replacenent case.
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DATE: 03/11/1997
TAX PERFORVANCE SYSTEM
SAMPLI NG
ACCOUNT MAI NTENANCE
CONTRI BUTI ON REPORT PROCESSI NG
ERROR FI LE
STATE: ST
YEAR: 1995 UNI VERSE SI ZE: 500 SAMPLE TYPE: Acceptance 1
QUARTER: 1 SAMPLE SI ZE: 58

Number of cases recorded does not match entered sanple size

Case 15: is an inconplete case
Case 23: is an inconplete case

Comments for case failure not recorded properly. Comments nust be entered
for the first three(3) failed cases
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Database Display - Field Audit

DATE: 08/06/1997
TAX PERFORMANCE SYSTEM

SAMPLING
FIELD AUDIT
DATABASE DISPLAY

STATE: ST
YEAR: 1994 UNIVERSE SIZE: 500 SAMPLE TYPE: Acceptance 1
QUARTER:1  SAMPLE SIZE: 58

CaseEmployer |Pass/| | | | | | | | | |[Totd |

4 1d# |Fail |1]2|3|4|5|6]7]|8]9 |Points |Replace
[YINL [

11994-1 N 0

21994 -2 Y Y Y Y Y Y Y YY Y 100

3 1994-3 Y Y Y Y Y Y Y YY Y 100

4 Y Y Y Y Y Y YY Y Y 100
5 Y Y Y Y Y Y YY Y Y 100
6 Y Y Y Y Y Y YY Y Y 100
7 Y Y Y Y Y Y YY Y Y 100
8 Y Y Y Y Y Y YY Y Y 100
9 Y Y Y Y Y Y YY Y Y 100
10 Y Y Y Y Y Y YY Y Y 100
1 Y Y Y Y Y Y YY Y Y 100
12 Y Y Y Y Y Y YY Y Y 100
13 Y Y Y Y Y Y YY Y Y 100
14 Y Y Y Y Y Y YY Y Y 100
15 Y Y Y Y Y Y YY Y Y 100
16 Y Y Y Y Y Y YY Y Y 100
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SAMPLING

17* * * * * * * * * * *R*
18 Y v N Y Y Y YN 6

19 Y Y Y Y Y Y Y Y 100

20 Y Y Y Y Y Y Y Y 100

Questions PIF, 1, 2, 3, 4, 5, 6, 7, 8 and 9 are evaluative.

*R* - indicates Case Replacement.
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Database Display - Status Determination (Note separate reports for Accuracy and Posting)
DATE: 06/ 12/ 1997

TAX PERFORVANCE SYSTEM
SAMPLI NG

STATUS DETERM NATI ON
DATABASE DI SPLAY

STATE: ST
YEAR 1993 UNI VERSE SI ZE: 15 SAMPLE TYPE: Acceptance 1
QUARTER 1 SAMPLE SI ZE: 15 EMPLOYER TYPE: New
Enployer | | | | | | | | | | | PIF |

Case # Id # | 1| 2|2al 3| 4 5| 6] 7| 8] 9/10/11] Y/N| Rep
T ks ACOURACY *x T TTTTnTTrTmmmmmmmmmmmmmmmmm e

1 Y Y Y Y Y YYYYYYY Y
2 123 YYYYYNYYYYYY N
3 3w YYYYYNYYYYYY N
e YYYYYyyvyvyyvyvy vy
s YYYYYYYYYYYY VYOO
e YYYYYYYYYYYY VYOO
e YYYYYYYYYYYY VYOO
s YYYYYYYYYYYY VYOO
e YYYYYYYYYYYY VYOO
w0 YYYYYYYYYYYY VYOO
o YYYYYyyvyvyvyvyvy vy
2 YYYYYYYYYYYY VYOO
T YYYYvyyyvyvyyvyvy vy
7 YYYYYYYYYYYY VYOO
s YYYyYyvyvyyvyvyyvyvy vy
" Questions 2a, 3, 5 6, 7, 10, and 11 are evaluative

*R* - indicates Case Repl acenent. 1
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DATE: 06/12/1997

TAX PERFORMANCE SYSTEM

SAMPLI NG
STATUS DETERM NATI ON
DATABASE DI SPLAY

STATE: ST
YEAR: 1993 UNIVERSE SI ZE: 15 SAMPLE TYPE: Accept ance 1
QUARTER: 1 SAMPLE SI ZE: 15 EMPLOYER TYPE: New

*** ACCURACY *** Conments for failed cases :

Case # : 2 Enpl oyer # : 1234

Case # 2 has failed due to lack of information of the enployer.

Case # : 3 Enpl oyer # : 3456

Case # 3 has also failed due to lack of information of the
enpl oyer.
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DATE: 06/ 12/ 1997
TAX PERFORVANCE SYSTEM
SAMPLI NG
STATUS DETERM NATI ON
DATABASE DI SPLAY
STATE: ST
YEAR: 1993 UNI VERSE SI ZE: 15 SAVPLE TYPE: Accept ance 1
QUARTER 1 SAMPLE S| ZE: 15 EMPLOYER TYPE: New
Case Enmployer |12]12]12]12]12|12|12|12|12|12|12|12|12|12|12| 13| P/ F|
# Id # | al bl cl dl e f[ gl hl i jI kI ' mf n| of [YN Rep
T wsr POSTING F**
1 Y Y Y YYYYYYYYYYYYY]Y
2 123 YYYYYYYYYYYYYYYVYY
3 asse YYYYYYYYYYYYYYYYY
VR YYYYYYYYYYYYYYYYY
s YYYYYYYYYYYYYYYYY
e YYYYYYYYYYYYYYYYY
R YYYYYYYYYYYYYYYYY o
e YYYYYYYYYYYYYYYYY
e YYYYYYYYYYYYYYYYY o
w0 YYYYYYYYYYYYYYYYY
o YYYYYYYYYYYYYYYVYY o
T YYYYYYYYYYYYYYYYY
T YYYYYYYYYYYYYYYVYY o
VR YYYYYYYYYYYYYYYYY
s YYYYYYYYYYYYYYYYY o
" Question 13 is evaluative
*R* - indicates Case Repl acenent.
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Database Display - Cashiering

DATE: 05/01/1997

TAX PERFORMANCE SYSTEM

SAMPLI NG **] NCOWPLETE* *
CASHI ERI NG
DATABASE DI SPLAY

STATE: ST
REQUESTED YEAR: 1996

Part - | - PREPARATI ON

Proj ected nunber of paynents or trays: 2,000
Actual nunber of paynments or trays: 3,210
Di fference: 1, 210

% of deviation: 60.50

Check sanple interval: 30

Random st arti ng nunber: 234

Quarter Reviewed: 2

EFT % 06.00

Sanpl e Selection Start Date: 07/20/1996
Sanpl e Sel ection End Date: 07/ 24/ 1996

Parts - Il & 11l - SUMVARY FOR DOLLARS, | TEMS COUNT & PERCENTAGES
| 1| Total Dollar Amount | $901, 191. 00 |
R R |- |
| 2| Total Itens | 200 |
e Rt |- |
| 3| Percentage By Category ($) | 100% |
R e B e R R EEE |
| 4| Overall Percentage (ltens) | 100% |
1
TAX PERFORVMANCE SYSTEM DATE:
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SAMPLI NG **] NCOWPLETE* *
CASHI ERI NG
DATABASE DI SPLAY

STATE: ST
REQUESTED YEAR: 1996

| TEM 1: BREAKDOMWN OF DOLLAR AMOUNTS

| 1-F. Day 1 | 1-G Day 2 | 1-H Day 3 | 1-1. Day 4+ |
| Amount ($) | Amount ($) | Amount ($) | Amount ($) |
R et R et

| 150, 439. 00| 150, 000. 00| 345, 876. 00| 254, 876. 00|

| TEM 2: BREAKDOMWN OF | TEM COUNTS

| Nunber of Items for Deposit |

| 3-F. Day 1 | 3-G Day 2 | 3-H Day 3 | 3-1. Day 4+ |
| % % | % % |
R R R L REPEEREEEE R Rl EEE R PP ErEE

| 16. 69 | 16. 64 | 38.38 | 28.28 |

| Overall Percentage (Itens) |

| 4-F. Day 1 | 4-G Day 2 | 4-H Day 3 | 4-1. Day 4+ |

| % % | % % |

e P T TP L PP EPEPEE R et e L PP EPEPE |

| 25.00 | 25.00 | 25.00 | 25.00 |
2

DATE: 05/01/ 1997
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TAX PERFORMANCE SYSTEM
SAMPLI NG **] NCOWPLETE* *
CASHI ERI NG
DATABASE DI SPLAY

STATE: ST
REQUESTED YEAR: 1996

Part - IV - SUMVARY RECAP

| | Deposi t ed | Deposi t ed |
| | (%) | (% |
5 iy T T a0 | Teee T
& Ty T T om0 | Teen T
vy T 7 e emoo | wma ]
o Tsmoa T P I
o Tame T I e A |
o Toms T oor 101001 iooo0 ]

| Percentage Deposited Tinely: 73.41 % | *

* Percentage val ue needed to pass (fromthe followi ng chart) : 69.50
Cal cul ation includes EFT, if applicable
Meets Value To Pass: Y
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DATE: 05/01/1997
TAX PERFORMANCE SYSTEM
SAVPLI NG **] NCOWPLETE* *

CASHI ERI NG
DATABASE DI SPLAY

STATE: ST
REQUESTED YEAR: 1996

VALUE- TO- PASS SAMPLI NG TABLE

| I (9 |
"o Tz T e
o5 e T e T
s Tas T e T
s T e T
2 T e T
e ey T e
s e T e T
a0 e e
e e T e
are D ems T i """ o]
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Database Display - Collections

TAX PERFORMANCE SYSTEM DATE: 08/04/1997
SAMPLING - COLLECTIONS

STATE: ST
YEAR: 1991  UNIVERSE SIZE: 40 SAMPLE TYPE: Acceptance 1
QUARTER:1  SAMPLESIZE: 28

Employer
#1d# 12344a4b4c4d 56 77a8 99 1011Y/NR

11 YYYYYYYYYYYYYYYYYY
22 NYYYYYYYYYYYYYYYNN
33 YNYYYYYYYYYYYYYYNN
4 YYYYYYYYYYYYYYYYYY
55 NYYYYYYYYYYYYYYYNN
6 YYYYYYYYYYYYYYYYYY
7 YYYYYYYYYYYYYYYYYY
8 YYYYYYYYYYYYYYYYYY
9 YY YYYYYYYYYYYYYY

10 YYY YYYYYYYYYYYYY

11 Y YYYYYYYYYYYYYYY

12 YYYYYYYYYYYYYYYYYY
13 YYYYYYYYYYYYYYYYYY
14 YYYYYYYYYYYYYYYYYY
15 YYYYYYYYYYYYYYYYYY
16 YYYYYYYYYYYYYYYYYY
17 YYYYYYYYYYYYYYYYYY
18 YYYYYYYYYYYYYYYYYY

Questions 1, 2, 3,4,5, 6, 7a, 8, 10 and 11 areevauative *R* - indicates Case Replacement.

DATE: 08/04/1997
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APPENDIX F

SAMPLING OUTPUTS
TAX PERFORMANCE SYSTEM

SAMPLING

COLLECTIONS

DATABASE DISPLAY
STATE: ST
YEAR: 1991  UNIVERSE SIZE: 40 SAMPLE TY PE: Acceptance 1
QUARTER:1 SAMPLE SIZE: 28
Comments for failed cases :
Case#: 2 Employer #: 2
Thisisfailure comments for case no 2.
Case#:3 Employer #: 3
Thisiscase No 3. Thereis aneed to check the answers.

2
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SAMPLING OUTPUTS

DATE: 08/04/1997

TAX PERFORMANCE SYSTEM
SAMPLING
COLLECTIONS
DATABASE DISPLAY

STATE: ST
YEAR: 1991  UNIVERSE SIZE: 40 SAMPLE TYPE: Acceptance 1
QUARTER:1 SAMPLESIZE: 28

General Comments:

Thisisageneral comments for Collections.
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SAMPLING OUTPUTS

DATE: 08/04/1997

TAX PERFORMANCE SYSTEM
SAMPLING
COLLECTIONS
DATABASE DISPLAY

STATE: ST
YEAR: 1991  UNIVERSE SIZE: 40 SAMPLE TYPE: Acceptance 1
QUARTER:1 SAMPLESIZE: 28

Additional Failed Comments:

Thisis additional comments for case 5.
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SAMPLING

OUTPUTS

Error Report - Collections

DATE: 08/04/1997

TAX PERFORMANCE SYSTEM
SAMPLING
COLLECTIONS
ERROR FILE

STATE: ST
YEAR: 1991  UNIVERSE SIZE: 40 SAMPLE TYPE: Acceptance Sample 1
QUARTER:1  SAMPLESIZE: 28

Number of cases recorded does not match entered sample size.

Comments for case failures not recorded properly. Comments must be entered
for thefirst three(3) failed cases.

Case9 : isan incomplete case
Case 10 : isan incomplete case

Case 11 : isan incomplete case

F-1V -84
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CGener al This menu selection is to provide a nenu option
| nf or mati on for the inclusion of other functions or
information in TPS beyond the entry of
i nformati on gathered fromusing the four major
TPS net hodol ogi es. As addti onal enhancenents
are needed or requested this nenu choice wll
be used to inplenent future add-ons.

Accessi ng To access the O her Managenent Tool s option,
tahﬁer press Bl or click the left nouse button to
Managenent di splay the U'S Main Menu.

TOO! s Menu Choose (R)evenue Quality Control fromthe US
Option Mai n Menu.

Then choose (O ther Managenent Tools fromthe
TPS Mai n Menu.

Shown bel ow are the nenus to select O her
Managenent Tool s.

O her Managenent Tool s Menu
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OTHER MANAGEMENT TOOLS AND MISCELLANEOUS REPORTS
Gener al This menu selection is to provide information
| nf or mati on on various reports needed or requested within

the TPS program

Accessi ng To access the M scel |l aneous Reports option,
t he
E .
M scel | aneou g_resls t r?r l(jllécl\lja't heMI3 eft nouse button to
s Reports i spl ay e in nu.
Opti on : .
Choose (R evenue Quality Control fromthe US Min

Menu.

Then choose (Other Managenent Tools fromthe TPS
Mai n Menu.

Choose (Mi scel | aneous Report fromthe Managenent
Tool s Menu.

Shown bel ow are the nenus to sel ect
M scel | aneous Reports.

M scel | aneous Reports Menu
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MISCELLANEOUS REPORTS ETA 581 REPORT
General This menu selection isto provide information on all data pertaining
I nformation to the ETA 581 Report. This ETA 581 Report program allows State

staff to print the report or view it on the screen. The query
interface enables you, the user, to input arange of year and
quarter(s) which is used by the software program to query UIRR's
ETA 581 database table and to produce the ETA 581 Report for the
year-quarter(s) requested.

The Computed M easur es module provides information on ETA

581 data used in the measure's calculation. This menu option
providesinformation on ALL datareported on the ETA 581.

Accessing the i )
ETA 581 Report To access the ETA 581 Report program, press or click the left

mouse button to display the UIS Main Menu.

Choose (R)evenue Quality Control from the UIS Main Menu.

Then choose (O)ther Management Tools from the TPS Main Menu.
Choose (M)iscellaneous Report from the Management Tools Menu.

Then choose ETA581 Report from the Miscellaneous Reports
Menu.
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MISCELLANEOUS REPORTS ETA 581 REPORT

Shown below are the menus to select the ETA 581 Report

Miscellaneous Reports Menu
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MISCELLANEOUS REPORTS ETA 581 REPORT

To gain access to the ETAS81 program, you must be an authorized
TPS reviewer with an account in the TPS security table
(c_security). When you choose the ETA581 Report option, the
program first checks your access privileges to execute the
application. If you do not have permission to execute the ETA581
Report program, an error dialog appears with the message, "You
have no access to this application”. Youarethen
prompted with an OK push button to acknowledge your
inaccessibility to the program.

Shown below is an example of the error dialog with the message.

Error Message Window

@ You have no access to thiz application
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If you areavalid TPS reviewer, the ETA581 Report Main
Window, shown below, appears.

ETA581 Report Main Window

A B

The following is an itemized description of the ETA581 Report Main Window.

A - Filemenu E - the OK button. This button initiates
B - Help menu the processing of the AR58| Report
C - text field F - Ending Report Y ear

(Beginning Report Y ear) G - Ending Report Quarter

D - Beginning Report Quarter
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The input information described in the above will be validated as follows:

(1)  The beginning/ending report year cannot be greater than the current year.
(2)  The beginning/ending report quarter should be a value between 1 thru 4.
) The beginning report year cannot be greater than the ending report year.

(4)  Thetotal number of quarters between the beginning report year/quarter and ending
report year/quarter cannot exceed eight quarters.

(5) No Alphabetic characters may be entered.

(6) No fields may be left blank.

Note: The underscore is the mnemonic for the key (example, OK, Help).
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Help Windows

The Help menu displays four options:

®  Context-Sensitive Help = Keyboard
= Qverview ®  Product Information

The following figure displays the Help menu and its options in the top right corner of the
ETA 581 Report Main Window

Help Menu

=] AREEL REFORT_ T-10]
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Y ou may choose Hel p on the menu bar of the ETA 581 Report Main Window, then choose
the Cont ext - Sensi ti ve Hel p option to view the help message for the input fields on the
main window for the ETA 581 Report.

Shown below is the Context-Sensitive Help window for the Begin Report Y ear.

Context-Sensitive Help Window

HELF
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Generating
Reports

Other help functions include:
= anoverview

®  keyboard help specially designed for users who prefer to use
the keyboard instead of the mouse

®  Product Information, which gives information about the
version and release date of the application.

Appropriate help messages on any screen can also be activated by
pressing £

Onthe ETA 581 Report Main Window, you must enter valid
information for the:

= Begin Report Year = End Report Year
= Begin Report Quarter ®  End Report Quarter

Any invalid input causes the system to issue an error message and
request you to input the data again. After you key in the valid data,
press OK to process the report. The program selects records from
the ar581 table according to the year/quarter range requested, then
generates the ETA 581 Report(s).
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After the report is generated, the Report M anagement Window,
shown below, is displayed.

ETA 581 Report Management Window

The Report Management Window has the following options:

= PreView ® Save AsS
= Print = Cancel
= Help
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Choose the Pre(V)iew option on the Report M anagement Window
to display the report generated in aview window. Y ou can use the
scrollbar on the right side to scroll through the entire report or click
on Closeto close the view.

ETA 581 Preview Window
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Click onthePri nt option on the Report Management Window to
display the Printer Selection Window, shown below. Y ou can print
the report to either the Local Printer or the System Printer.

Printer Selection Window

Choose the Syst em Pri nt er option, then click on OK to print the
report file on the system printer that is connected to the system.

ChoosetheLocal Printer option, then click on OK to print the
report on the local printer that is connected to the user's
workstation.

Choose the Cancel option to make the Printer Selection Window
disappear. The printer selection is canceled.
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MISCELLANEOUS REPORTS ETA 581 REPORT

Choose the Hel p option on the Printer Selection Windowto display
help messages related to the Printer Selection Window. Click on Close
to exit the help window.

Choose the Save As option on the Report Management Windowto

display the Save As Window, shown below. Y ou can either save the
report with the default file name or rename the file.

ETA 581 Report Save As Window
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The default pathname appears in the input text window. Y ou have three
options.

P Click on OK and accept the default pathname. The program
executes its prime function. Various results are possible once OK
IS pressed.

P Click on Cancel to cancel the Save As function. The program
exits.

P Click on Help to display a scrollable help window (help dialog)
which describes the Save As function and button usage.

If you click on Cancel on the Report Management Window, the
window disappears and the focus returns back to the ETA 581 Report
Main Window,
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If you click on the Fi | e option on the menu bar at the top of the ETA 581
Report Main Window, the drop-down menu shows the only option,
Exi t, as shown below.

Exit Option

Click on Exi t option to exit the ETA 581 program.
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ETA 581 Report The printed output of ETA 581 Report contains the year, quarter, run date,
Printed Output and data from the ETA 581 table of the UIDB database. Shown below isa
sample of the ETA 581 Report.

DATE: 09/ 14/ 1995
ETA 581 - CONTRI BUTI ON OPERATI ONS

Year: 1994 Quarter : 4 State: ST

| End Quarter Enpl oyers | |

I
Enployer | Line |---------mmmmmmmmm oo [T I
Count | 101 | 1. Con- | 2. Re- | 3. Total| 4. Deling. | 5. Total Nunber
| | tributory| inburs.| | Cutoff Date| Wage Items Recv'd
| |- | ------- EERREEEEE |- | oo
| | 780629 | 5263 | 785892 | 11/30/1994 | 15369878
| | Contri butory Enpl oyers | Rei mbur si ng Enpl oyers
Enpl oyer | |6. Timely |7. Secured|8. Reslvd|9.Tinmely |10. Secured| 11. Resl vd
REPOrtsS | 201 | -----mmmmmmm oo oo oo
for | | 0 | 0 | 0 | 0 | 0 | 0
Preceed. | R e R T
Quarters | | 12. No. Qutstanding Qrs. | 13. Total Estinmated Contri-
| | Prior to Report Qr. | buti ons Due
| R R EEEPEEEEEE
| | 89582 | 57784712
| Newy Established Enpl oyers | Successor Enpl oyers
St at us I R LR E LR R R R R LR LR R
Det er - | 14. Nunber|15. Time |16. Tine |17. Nunber|18. Time |19. Tine
m na- | | Lapse <=90| Lpse, =180| | Lapse <=90| Lpse <=180
tions 301 [-----mmmmm e e R LR LR R LT
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DATE: 09/ 14/ 1995
ETA 581 - CONTRI BUTI ON OPERATI ONS

Year: 1994 Quarter :4 State: ST
| | 21. Total |22.Determ| 23.Liqui- |24.Declrd|25. Renovd| 26. Tot al
Contrib. | 401 | Beg. Period| Recei vabl s| dated | Uncoll ec.|EndPeriod| End Period
Enpl oyer s| |- |- EEREEEEEEE |---eee- EEREEEEEE |-
Recvbl es | | 219511718| 27229879| 26388259| 627585 | 0] 219725753
I I I I I I I
! R EEE T e EEE L ETEEPEEPEEE |-
| | 27. No. Enpl oyers Oni ng Recvbl es|
! |- !
| | 97529 |
I I I
Age of | |28. 6 mon. |29. 9 |30. 12 |31. 15 | 32. Over |
Contrib. | 402 | or less | Mnths | Mnths | Mnths |15Months |
Recvbl es | [----------- [---------- |---------- [---------- [---------- |
| | 12160411 | 12247685| 7867652] 8814848| 178635157|
| | 33. Total |34.Determ | 35.Liqui- |36.Declrd|37.Renovd|38. Total
Rei mbur. | 403 |Beg.Period | Receivabls| dated | Uncol | ec. | EndPeri od| EndPeri od
Enpl oyer s| |- EEREEEEEES EEREEREEEE EEREEEEES EEREEEEEE |----ee-
Recvbl es | | 2094838 | 3420795 | 1114356 | 126274| 0| 4275003
| |- R e EEREEEREES
| | 39. No. Enployers Owi ng Recvbles |
! |- |
| | 352 |
Age of | | 40. 6 mon. [41. 9 |42. 12 |43. 15 | 44. Over |
Contrib. | 404 | or less | Mnths | Mnths | Mnths |15Months |
Recvbl es | R [--ccnnnen- R EEEE TR EEEE TR [-------
| | 2954913 | 131925 | 119064 | 88733 | 980368
| | No. of Audits]|47. | Total Wage Audit | 50 | 51.
| [----meme - |Calendar|-----------------coon--- | No. |Hours
| | 45. Lg| 46. Tot| Quarters|48. Pre- | 49. Post- | Chnge| Spent
| 501 |Enply|Audits | Audited| Audi t [ Audit |Audit]Auditing
| EERERREEEEEEE |------- [EEEREEEEEEEE ERREEREERE | ----- |----e e
Audi t | | 117] 2242] 9716 0] 0] 1515] 25862
Activity [------ R e
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| Armount Underreport ed

| Amount Overreported
I

| | 52. Total |53. Taxa- |54. Con-

I

I

I

55. Total |56. Taxa- |57. Con
502 | Wages | bl e Wages |tribut. Wages |ble wages |tribut.

| -eoe e EEERCER R RRl EECEREREEPE | emm e e
| 287652000] 79402950| 2850136 13897000] 12360550 520996
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application each program that a user uses as atool in the window system.

cursor asmall object on the screen, usually abox, underline, or |-bar that indicates where the next
character will go when auser startstyping. On anormal terminal, thereis usually only one cursor.
When using a window system, however, there can be multiple cursorsin multiple windows.

display the screen of aworkstation.

environment control A software control for running an application. There are three primary X11
environment control fileslocated in auser's home directory: .xsession — Thisfile controls a user's
login session by starting up various applications the user wants when the user logsin. .Xdefaults —
Thisfileisloaded into the X 11 resource database when a user first logsin. Itis used to store the
various mode settings, or resources, which a user wants for various applications. .mwnmrc —Thisis
the Motif configuration file. It controls the various options used by Motif (mwm), the contents of the
menus, and so on.

focus astate of the system that indicates which window and/or window component receives the
keyboard events. A component has the focusiif the keyboard events are sent to that component.

icon asmall, usually pictorial, representation of an application when itisnot in use. To iconify an
application means to make that application's window(s) go away, and itsicon appear. Thisisalso
referred to as closing awindow (or application). To deiconify an application meansto make the
application's window(s) reappear, and itsicon go away. Thisis also referred to as opening a window
(or application).

mnemonic asingle character (frequently the initial character) of amenu selection. When a menuis
displayed and the user presses the mnemonic key, the menu selection is chosen.

Motif aset of guidelines that specifies how awindow system user interface for graphical computers
should look and feel. The user interacts with the application by typing at the keyboard, and by
clicking, selecting, and dragging various graphic elements of the application with the mouse. Once the
application is running, the user controls the application by choosing graphica elements rather than
typing commands. Motif uses highlighting and shadowing to make buttons and other components look
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three-dimensional; for example, when a button is clicked, it actually appears to be pressed in and
released.

Motif was designed by the Open Software Foundation (OSF), a non-profit consortium of
companies such as Hewlett-Packard, Digital, and IBM. It was decided that the OSF/Motif toolkit
should be based on the X Window System, a network-based windowing system that has been
implemented for UNIX, VMS, DOS, etc. The Maotif interface was modeled after IBM's Common
User Access (CUA) specification, which defines the interface for OS2 and Microsoft Windows.
Motif 1.2 is based on Release 5 of the X 11 subroutine library (Xlib) and the X Toolkit Intrinsics
(Xt) specifications (X11R5). The X Toolkit Intrinsics (Xt) is the standard mechanism on which
many of the toolkits written for the X Windows System are based. Xt provides alibrary of user-
interface objects called widgets and gadgets, which provide a convenient interface for creating and
manipulating X windows, colormaps, events and other cosmetic attributes of the display.

The window manager must support the following window frame components: client area, title
area, maximize button, minimize button, resize borders, and window menu . See the end of the
glossary for anillustration of a Motif window with these frame components.

client area the portion of the window in which the user performs application level tasks. Various
widgets are added on this window to create an application window.

title area, aso called thetitle bar, supplies a place to identify the window.

maximize button provides mouse users with a shortcut to the Maximize entry in the window menu.
Activating the maximize button must increase the size of the window to the maximum allowable size.
As ashortcut for mouse users, the Restore entry in the window menu must restore the window to its
size and location before being maximized.

minimize button provides mouse users with a shortcut to the Minimize entry in the window menu.
Activating the minimize button must iconify the window. Asa shortcut for mouse users, the Restore

entry in the window menu must restore the window to its size and location before being minimized.

resize borders are the outermost components of the window frame. They are made up of two
components: the corner handles and the edge handles. If awindow includes resize borders, there
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must be one corner handle in each corner of the window at its extremes, and one handle between
each pair of corner handles. Dragging any of these handles in the required direction would resize
the window.

window menu, sometimes also called the system menu or control menu, is used to display the
list of window actions. All actions possible for awindow should be displayed in the window menu
because keyboard-only users interact with the window manager through this menu.

mouse (mice) a pointing device with buttonson it. By moving the mouse around and pressing the
buttons, a user prompts applications to execute various internal options. Mice usually have two or
three buttons. On a two-button mouse, pressing both the left and right buttons at the same time usually
performs the same function as pressing the middle button on a three-button mouse.

Mouse buttons have four states - button up, button press, button down and button release. The
button press/rel ease sequence is commonly referred to as a mouse click, and some functions are
activated by multiple mouse clicks in ashort period of time. Buttons are also affected by modifier
keys, so SHIFT-<L eft mouse button> is not the same as <L eft mouse button>. If mouse buttons
suddenly do not respond or behave differently, check to seeif the CAPS LOCK is activated.

root window the window used by the window system to put all the other application windows into. It
is used to represent the desktop, and hence usually takes up the entire display. Usually the root
window is a solid background color, such as gray or black, and the application windows are another
color, such aswhite or light gray. This allows the root window to function as a background for the
other windows.

terminal emulator aprogram that acts asif it were aterminal by sending charactersto, and receiving
characters from, the computer. When the program receives special characters that would prompt a real
terminal to perform procedures such as clear the screen or move the cursor, the terminal emulator
trand ates these specia characters into the commands to do these functions on the display.

The X11 terminal emulator is called xterm. It emulates a DEC VT-102 terminal and can also act
as a Tektronix 4014 graphics display.
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window abounded, typically rectangular areain which an application performsal itsinput and
output. A single application may use any nhumber of windows, although most use only one or two.

window decor ations Under Motif, see title area, maximize button, minimize button, resize border, and
window menu button.

window system a collection of programs that permits the user to use and display many different
applications on asingle workstation screen. By dividing the screen into several small, possibly
overlapping sections, called windows, the user can have multiple login sessions on different hosts,
graphics display programs, figure drawing programs, mail reading programs, text previewers, and
other applications operating simultaneously.

Most window systems use an abstraction called the desktop metaphor. That is, the workstation
screen istreated asif it were the top of a desk, and each program window asif it were a piece of
paper. On areal desk, aperson can lay pieces of paper out next to each other, stack them on top of
one another, move them around, fold them up, etc. Similarly, awindow system allows a user to
place windows on the screen next to each other or on top of one another. A user can also move
windows around, "fold" them up, throw them away, etc.
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Shown below isatypical Motif window.

Typical Motif Window

wWindow Menu Title bar Minimize Maximize

opm/dhomne/eaizr >

Client'Area Resize handle
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DATABASE TABLE LAYOUTS

COMPUTED MEASURES

All database tables required by the Computed Measures subsystem exist in your State's

UIDB database. The following table layouts are arranged by tax function.

Status Deter mination

TableName: c_cm_status
Field

rptdate date
num_det new

new_det 90days
new_det_180days
num_suc_det
suc_det_90days
suc_det_180days

Report Delinquency

TableName: c_cm_rep_delq

Field

rptdate date
tot_emp_cont
tot_act_emp_cont
del_90days_cont
del_180days cont
tot_emp_reim

tot_act emp_reim
del_90days reim
del_180days reim

Type

*k* key fleld **k%*
integer
integer
integer
smallint
smallint
smallint

Type

* kK key field ***
integer
integer
integer
integer
integer
integer
integer
integer
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Collections
Table Name: c_cm_collection
Field Type
rptdate *** key field ***
recv_cont integer
amt_dep_cont9_1 decimal (12,2)
amt_dep cont9 2 decimal (12,2)
amt_dep_cont9_3 decimal (12,2)
recv_lig_cont integer
recv_uncolect_cont integer
recv_doubt_cont integer
recv_last_qgtr_cont integer
recv_reim integer
amt_dep _reim18 1 decimal (11,2)
amt_dep_reim18 2 decimal (11,2)
amt_dep_reim18 3 decimal (11,2)
amt_dep reim19 1 decimal (12,2)
amt_dep_reim19 2 decimal (12,2)
amt_dep reim19 3 decimal (12,2)
amt_dep reim20 1 decimal (12,2)
amt_dep reim20 2 decimal (12,2)
amt_dep reim20 3 decimal (12,2)
recv_lig_reim integer
recv_uncolect reim integer
recv_doubt_reim integer
recv_last_gtr_reim integer
F-VI-b-2 R 12/00



ET HANDBOOK NO. 407
TAX PERFORMANCE SYSTEM

DATA ENTRY USERS GUIDE

APPENDIX F

DATABASE TABLE LAYOUTS

Field Audit

TableName: c_cm_field_audit

Field

rptdate

tot_audt cont
tot_act_cont
wages_over
wages_under
wages pre audt
wages post_audt
tot_gtrs audt
wages pd_tax_emp

Type

*k* key fleld **k%*

smallint

integer

integer

decimal (11,0)
decimal (11,0)
decimal (11,0)
integer

decimal (13,0)
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application each program that a user uses as atool in the window system.

cursor asmall object on the screen, usually abox, underline, or |-bar that indicates where the next
character will go when auser startstyping. On anormal terminal, thereis usually only one cursor.
When using a window system, however, there can be multiple cursorsin multiple windows.

display the screen of aworkstation.

environment control A software control for running an application. There are three primary X11
environment control fileslocated in auser's home directory: .xsession — Thisfile controls a user's
login session by starting up various applications the user wants when the user logsin. .Xdefaults —
Thisfileisloaded into the X 11 resource database when a user first logsin. Itis used to store the
various mode settings, or resources, which a user wants for various applications. .mwnmrc —Thisis
the Motif configuration file. It controls the various options used by Motif (mwm), the contents of the
menus, and so on.

focus astate of the system that indicates which window and/or window component receives the
keyboard events. A component has the focusiif the keyboard events are sent to that component.

icon asmall, usually pictorial, representation of an application when itisnot in use. To iconify an
application means to make that application's window(s) go away, and itsicon appear. Thisisalso
referred to as closing awindow (or application). To deiconify an application meansto make the
application's window(s) reappear, and itsicon go away. Thisis also referred to as opening a window
(or application).

mnemonic asingle character (frequently the initial character) of amenu selection. When a menuis
displayed and the user presses the mnemonic key, the menu selection is chosen.

Motif aset of guidelines that specifies how awindow system user interface for graphical computers
should look and feel. The user interacts with the application by typing at the keyboard, and by
clicking, selecting, and dragging various graphic elements of the application with the mouse. Once the
application is running, the user controls the application by choosing graphica elements rather than
typing commands. Motif uses highlighting and shadowing to make buttons and other components look
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three-dimensional; for example, when a button is clicked, it actually appears to be pressed in and
released.

Motif was designed by the Open Software Foundation (OSF), a non-profit consortium of
companies such as Hewlett-Packard, Digital, and IBM. It was decided that the OSF/Motif toolkit
should be based on the X Window System, a network-based windowing system that has been
implemented for UNIX, VMS, DOS, etc. The Maotif interface was modeled after IBM's Common
User Access (CUA) specification, which defines the interface for OS2 and Microsoft Windows.
Motif 1.2 is based on Release 5 of the X 11 subroutine library (Xlib) and the X Toolkit Intrinsics
(Xt) specifications (X11R5). The X Toolkit Intrinsics (Xt) is the standard mechanism on which
many of the toolkits written for the X Windows System are based. Xt provides alibrary of user-
interface objects called widgets and gadgets, which provide a convenient interface for creating and
manipulating X windows, colormaps, events and other cosmetic attributes of the display.

The window manager must support the following window frame components: client area, title
area, maximize button, minimize button, resize borders, and window menu . See the end of the
glossary for anillustration of a Motif window with these frame components.

client area the portion of the window in which the user performs application level tasks. Various
widgets are added on this window to create an application window.

title area, aso called thetitle bar, supplies a place to identify the window.

maximize button provides mouse users with a shortcut to the Maximize entry in the window menu.
Activating the maximize button must increase the size of the window to the maximum allowable size.
As ashortcut for mouse users, the Restore entry in the window menu must restore the window to its
size and location before being maximized.

minimize button provides mouse users with a shortcut to the Minimize entry in the window menu.
Activating the minimize button must iconify the window. Asa shortcut for mouse users, the Restore

entry in the window menu must restore the window to its size and location before being minimized.

resize borders are the outermost components of the window frame. They are made up of two
components: the corner handles and the edge handles. If awindow includes resize borders, there
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must be one corner handle in each corner of the window at its extremes, and one handle between
each pair of corner handles. Dragging any of these handles in the required direction would resize
the window.

window menu, sometimes also called the system menu or control menu, is used to display the
list of window actions. All actions possible for awindow should be displayed in the window menu
because keyboard-only users interact with the window manager through this menu.

mouse (mice) a pointing device with buttonson it. By moving the mouse around and pressing the
buttons, a user prompts applications to execute various internal options. Mice usually have two or
three buttons. On a two-button mouse, pressing both the left and right buttons at the same time usually
performs the same function as pressing the middle button on a three-button mouse.

Mouse buttons have four states - button up, button press, button down and button release. The
button press/rel ease sequence is commonly referred to as a mouse click, and some functions are
activated by multiple mouse clicks in ashort period of time. Buttons are also affected by modifier
keys, so SHIFT-<L eft mouse button> is not the same as <L eft mouse button>. If mouse buttons
suddenly do not respond or behave differently, check to seeif the CAPS LOCK is activated.

root window the window used by the window system to put all the other application windows into. It
is used to represent the desktop, and hence usually takes up the entire display. Usually the root
window is a solid background color, such as gray or black, and the application windows are another
color, such aswhite or light gray. This allows the root window to function as a background for the
other windows.

terminal emulator aprogram that acts asif it were aterminal by sending charactersto, and receiving
characters from, the computer. When the program receives special characters that would prompt a real
terminal to perform procedures such as clear the screen or move the cursor, the terminal emulator
trand ates these specia characters into the commands to do these functions on the display.

The X11 terminal emulator is called xterm. It emulates a DEC VT-102 terminal and can also act
as a Tektronix 4014 graphics display.
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window abounded, typically rectangular areain which an application performsal itsinput and
output. A single application may use any nhumber of windows, although most use only one or two.

window decor ations Under Motif, see title area, maximize button, minimize button, resize border, and
window menu button.

window system a collection of programs that permits the user to use and display many different
applications on asingle workstation screen. By dividing the screen into several small, possibly
overlapping sections, called windows, the user can have multiple login sessions on different hosts,
graphics display programs, figure drawing programs, mail reading programs, text previewers, and
other applications operating simultaneously.

Most window systems use an abstraction called the desktop metaphor. That is, the workstation
screen istreated asif it were the top of a desk, and each program window asif it were a piece of
paper. On areal desk, aperson can lay pieces of paper out next to each other, stack them on top of
one another, move them around, fold them up, etc. Similarly, awindow system allows a user to
place windows on the screen next to each other or on top of one another. A user can also move
windows around, "fold" them up, throw them away, etc.
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Shown below isatypical Motif window.

Typical Motif Window

wWindow Menu Title bar Minimize Maximize

opm/dhomne/eaizr >

Client'Area Resize handle
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COMPUTED MEASURES

All database tables required by the Computed Measures subsystem exist in your State's

UIDB database. The following table layouts are arranged by tax function.

Status Deter mination

TableName: c_cm_status
Field

rptdate date
num_det new

new_det 90days
new_det_180days
num_suc_det
suc_det_90days
suc_det_180days

Report Delinquency

TableName: c_cm_rep_delq

Field

rptdate date
tot_emp_cont
tot_act_emp_cont
del_90days_cont
del_180days cont
tot_emp_reim

tot_act emp_reim
del_90days reim
del_180days reim

Type

*k* key fleld **k%*
integer
integer
integer
smallint
smallint
smallint

Type

* kK key field ***
integer
integer
integer
integer
integer
integer
integer
integer
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Collections

Table Name: c_cm_collection

Field

rptdate

recv_cont
amt_dep_cont9_1
amt_dep _cont9 2
amt_dep_cont9_3
recv_lig_cont
recv_uncolect_cont
recv_doubt_cont
recv_last_qtr_cont
recv_reim
amt_dep reimi18 1
amt_dep reim18 2
amt_dep reim18 3
amt_dep reim19 1
amt_dep reim19 2
amt_dep reim19 3
amt_dep reim20 1
amt_dep reim20 2
amt_dep reim20 3
recv_lig_reim
recv_uncolect reim
recv_doubt_reim
recv_last_gtr_reim

Type

*k* key fleld * k%

integer
decimal (12,2)
decimal (12,2)
decimal (12,2)
integer
integer
integer
integer
integer
decimal (11,2)
decimal (11,2)
decimal (11,2)
decimal (12,2)
decimal (12,2)
decimal (12,2)
decimal (12,2)
decimal (12,2)
decimal (12,2)
integer
integer
integer
integer
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Field Audit

Table Name: c_cm_field_audit

Field

rptdate

tot_audt cont
tot_act_cont
wages_over
wages_under
wages pre audt
wages post_audt
tot_gtrs audt
wages pd_tax_emp

Type

*k* key fleld **k%*

smallint

integer

integer

decimal (11,0)
decimal (11,0)
decimal (11,0)
integer

decimal (13,0)

F-VI-b-3

R 12/00



	DATA ENTRY

USER'S GUIDE
	Table of Contents

Introduction
	INTRODUCTION
	GETTING STARTED —OVERVIEW
	COMPUTED MEASURES
	STATUS DETERMINATION
	REPORT DELINQUENCY
	COLLECTIONS
	FIELD AUDIT
	METHODS SURVEY
	PROGRAM REVIEW SAMPLING
	OTHER MANAGEMENT TOOLS
	MISCELLANEOUS REPORTS
	ETA 581 REPORT PROGRAM
	GLOSSARY
	DATABASE TABLE LAYOUTS
	METHODS SURVEY (To Be Developed)
	PROGRAM REVIEW (to be developed)
	TECHNICAL REFERENCES
	GLOSSARY
	DATABASE TABLE LAYOUTS



