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DV Module 3 Software State Tutorial Version 1.1.0

About This Software Tutorial

This document provides instructions for state users on how to use the Data
Validation (DV) Module 3 Software, Version 1.1.0.

Technical Support

If any problems are encountered with the software, contact the Office of
Unemployment Insurance (OUI) Technical Support Staff (Hotline) at 1-800-473-
0188 or send an email to hotline@uis.doleta.gov.

Software Training

The Minnesota Training Center will soon offer training on the DV Module 3
Software. Check for future offerings at http://www.tc.state.mn.us/calendar.html. You
can register for courses online, by email (wanda.burth@state.mn.us) or by calling
the training center at 651-297-3393.

Typographic Conventions

This document uses the following typographic conventions.

Visual Cue Meaning

1 Sequenced steps to follow when completing a task
Black bold type Button

Blue type Box title

Purple type Tab or Drop-down menu

Purple underlined type | Links on the software that you can click on

Blue underline type Web or email address
Italics Documents, screen names and menu options
Indicates where to click on the software screen
-~
Indicates a highlighted area interest of an image for
C) the user
Hihg Note with additional information
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Software Requirements

The DV Module 3 Software was developed for Internet Explorer Version 6.0 or
higher, and Adobe Acrobat Version 5.0 or higher.

To use the application, you need a user name and a password that you can obtain
from your system administrator. Instructions and forms for requesting access to
the application are posted on the DV Web page at http://www.oui.doleta.gov/dv/ .

Features Included in Version 1.1.0

The Data Validation (DV) Module 3 Software Release 1.1.0 implements a security
module that allows National Office, Regional Office and State users to use a single
centralized system to view or publish content for Module 3 State Handbooks. The
application converts two MS Access databases into a single web-based Content
Management System for Module 3 State Handbooks.

Data Validation (DV) Module 3 Software Release 1.1.0 contains the following web-
based functionality:

e Content Management for Module 3 State Handbooks

e Certification of State Handbook Contents

The above report and data entry modules have been implemented as follows.

Content Management for Module 3 State Handbooks

Feature Description
Sub Step The system allows the user to:
Form e select a Sub Step within a Step;

e edit comments related to the selected Sub Step;

e add Documents with Validation instructions to any of the Rules within
the selected Sub Step;

e edit Documents and Validation instructions from any of the Rules
within the selected Sub Step; and

e delete Documents and their Validation instructions from any of the
Rules within the selected Sub Step.
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Feature Description
Publish State | ¢ The system displays the current published Steps, Sub Steps, Rules,
Data Form Comments and Documents in the system.
e The system displays changes made since the previous publication.
e The system allows the user to publish their state-specific data and
document the reason for publishing a new version of the state
handbook.
e The system notifies the user whether the data was successfully
published, and when it was published.
Handbook e The system allows the user to preview a PDF copy of the handbook
Preview before publishing it
e The system also allows the user to preview an only-text copy of the
handbook with modifications and additions highlighted.
Publication e The system maintains a log of all publications.
Log e The user can select any of the publications displayed in the log and

view it as a PDF file

Certification of State Handbook Contents

Feature

Description

Certify State
Review Form

e The system provides the user with a form where they can certify
every year (between April 1 to June 10) that they have reviewed the
current published data.

e The system requires the user to provide comments with their
certification.

Certification Log

The system maintains a log of all data certifications.
e State users can review all entries related to their state.

Field Names and Format Changes in Module 3

The following table shows the original field names in the previous MS Access
database and their corresponding names in the new system. Some field names
were renamed to reflect the new application.

Field Name | Field Name | Field Description Editable by
in MS in DV

Access Module 3

Database Software

Step Step Number field that identifies the data Federal users

elements (columns) of an extract file
record, as described in the Subpopulation
Specifications in Appendix A and the
Record Layouts. In Module 3, a Step
contains information on how to validate
that element. The column headers on the
DV software sample screens refer to the
Steps and Sub Steps, so users can locate
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Field Name | Field Name | Field Description Editable by
in MS in DV
Access Module 3
Database Software
the corresponding information in Module
3. Some Steps are no longer used,
because the DV software validates that
field automatically.
Substep Sub Step Character field used to describe Federal users
subdivisions of a Step.
Function Rule This text field contains the general rules Federal users
that states need to follow to validate a
specific data element. All Steps and Sub
Steps have at least one Rule.
Definition Federal This text field includes any federal Federal users
Definition definitions related to the data element as
described in ET Handbook 401. These
are the same for all states.
Comments | State This text field can be used by states to State users
Comments | add any comments on a Step or Sub
Step.
Definitional | Definitional | When a state practice conflicts with a State users
Issues Issues federal definition, the state can use this
text field to provide information regarding
such a practice.
Document Document This text field is used to record the State users
document, screen or source that the state
needs to reference in order to conduct
validation for the Rule given. States can
now add as many Documents as needed
for each Rule.
Rule Validation This text field is used to record how the State users

source recorded in the Document field is
used to validate whether the data element
satisfies the Rule.
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Fields have also been reordered in the new Module 3 layout. The following image
shows an example of how a Module 3 page of looked in the old system.

Step 14 Payment Mail or Deposit Date

Imstructions : Select "Pass" on the saraple validation scmen for the elernent if all of the following
conditions are met. Otherwise, select "Fail "

Fales for this stepsSubstep apply bo Fopulation 4

1. Document : CLAT BECORD (UUCLEL) screen

Rule: The EFF OR.I55 DT for the selected payroent matches the patanent raail date on the workshe et
and falls within the month being walidated.

Function : | Thisrle validates that the date the pasarent was mailed or deposited matches the date on the
worksheet and that the pavroent was mailed during the month that isbe ing wvalidated.

Commenis: The process (authorized) date is stored by the systern. The mail date iz the date pesarent was
anthorzed pus one day unless the pawnent was authorzed on a Satorday or on a holiday. I
the pamrent was anthorized on a Satirday or on a holiday, the roadl date is the nextbusiness

day plus one dasy.
Defmitinnal Defivations: Date of Pasrnent: The date on which the check iz paid in person, mailed,
Issues: electronically transraitted fo the Clairaant'sbank account, or an offset or interce pt is applied on
the claim.

The mail date iz the date the SES A actoally mails the first paynents to the clairmant. SES s
deterrnive the mail date and prodde DOL with it's peocedare (2) to ditve it in the corenents
section.

Definitions: Diate of Paymnent: The date on which the check 1s paid in peraon, mailed, electronically
travsnitted to the clairaant's bank account, or an offset or intercept is applied on the claim.
The 1iail date is the date the SES & actually roails the fivst pasoent to the claimant. SES&s
detertuine the mail date and provide DOL with its procedureds) to derive it in the Corene nts
section. (ET& 401, pp. IV-1-5, V-1-2)
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The following image shows how the same page looks in the new system.

Step 14. Payment Mail or Deposit Date

Rules for this siep/substep apply to Population 4

Select "Pass" on the sample validation screen for the element if all of the following conditions are met.
Otherwise, select "Fail”.
Rule 1: This rule validates that the date the payment was mailed or deposited matches the date on the
worksheet and that the payment was mailed during the month that is being validated.
Document 1: CLAIMRECORD (UCLE1) screen

Validation:  The EFF OER ISS DT for the selected payment matches the pavment mail date
on the worksheet and falls within the month being validated.

Federal Date of Payment: The date on which the check is paid in person. mailed. electronically

Definition: transmitted fo the claimant's bank account, or an offset or intercept is applied on the claim.
The mail date is the date the SESA actually mails the first payment fo the claimant. SESAs
determine the mail date and provide DOL with its procedure(s) to derive if in the Comments
section. (ETA 401. pp. IV-1-5. V-1-8)

State Definitions: Date of Payvment: The date on which the check is paid in person. mailed.

Definitional  electronically transmitted to the Claimant's bank account, or an offset or intercept is applied

Issues: on the claim.

The mail date is the date the SESA actually mails the first payments to the claimant. SESAs
determine the mail date and provide DOL with it's procedure (s) fo drive it in the comments
section.
State The process (authorized) date is stored by the system. The mail date is the date payment
Comments:  was authorized plus one day unless the payment was authorized on a Saturday orona
holiday. If the payment was authorized on a Saturday or on a holiday, the mail date is the
next business dav plus one dav.

The new handbook also contains a table of contents.
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Introduction

The Data Validation Program

States are required to file Unemployment Insurance (Ul) operations standardized
reports to the U.S. Department of Labor (DOL), Employment and Training
Administration (ETA). Reports covered by the Data Validation program are required
on a monthly or quarterly basis.

These reports are used to establish the volume of activity conducted by state Ul
administrations and are a factor in establishing funding levels. They provide
information about state compliance with Ul requirements. They also provide
information about the amount of benefits paid, the number of claimants served and
other information useful in measuring the U.S. economy and projecting trends.

Since state programs differ significantly within established parameters and states
utilize a variety of accounting and data processing arrangements, the issue of the
comparability among state reports has emerged. State reporting requirements are
standardized, but states use a variety of reporting procedures and must interpret
reporting requirements within the context of their own laws and accounting
conventions.

The Ul Data Validation (DV) program was established in an attempt to identify
inaccuracies in reported numbers so that they can be addressed. The program
requires that states recreate reported numbers independently from their reporting
process and compare these numbers with actual numbers reported to DOL. States
must address any discrepancies found that exceed the established error tolerance.
The DV program also requires that states examine samples of reported cases to
verify that the correct information is being counted. To validate these samples,
states use Module 3, a state-specific document that maps the data elements in the
samples to elements in individual state systems.

Module 3 provides the actual state-specific set of instructions that the validator uses
in data element validation. It lists the state system screens or documents that
contain the data to be validated as well as the rules to validate them. State
definitions or procedures which impact validation are also documented to help state
and federal staffs interpret the validation results and improve procedures.

Module 3 is not included in the Ul DV Handbook. It is maintained in a database that
contains data for every state. Since these instructions are state-specific, each state
is responsible for reviewing and updating its Module 3 regularly. Every year by June
10, States need to certify that they have reviewed their Module 3 and that is up to
date. The Module 3 software is the interface that states use to update their Module
3 and certify it every year.
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Navigating the System

The Module 3 software is a web-based application with certain characteristics that
the user should be aware of.

e Multiple users. The software supports multiple, concurrent users. However,
it was not designed to allow, for example, multiple users to update the same
data at the same time. The system will make updates in the order they are
requested. If a user deletes a field that another user is editing, when the
second user tries to save its change, the software will give an error message.

e Time Out. You will be automatically logged out from the application if you
are inactive for more than 30 minutes. To maintain your session hit a key or
move your mouse. You should “save” your work if you are going to be
inactive for a long period of time.

e Use of the Back button. The Internet browser has a Back button that allows
the user to return to a previous screen. Users should be aware that use of
this button may result in unexpected results. This problem can be avoided
by using the links on the software screens that were designed to navigate to
previous screens.

e Exit from Screens. The user can exit from a secondary window within the
application using the "Close" button (the “X” in the upper right corner of the
window). Be aware that the "Close" button of a primary screen (the “X” at the
extreme upper corner) will exit the user from the entire application. This may
result in lost data.

The Home link at the bottom of the screen will close the application and
return you to the State Menu while still being logged to the system.

The Logout link at the bottom of the screen will close the application, log you
out, and return you to the State Menu.

e Help functions. The application has Help links on certain screens. Click on
this link to display information relevant to the data or functions available on
the screen. The Feedback link accesses contact information for technical
problems.

WIS Screen shots in this tutorial might look different (fonts and colors) from
your screen due to your desktop and browser settings.
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Login Screen

To log on to the Module 3 software, follow the next steps.

1 Go to the Office of Unemployment Insurance State Menu screen. Select Data
Validation and then select Module 3.

State Home Release Notes | Links

Applications Menu  [i]

YData Validation
@ Validation Software
¥ Data Yalidation Reports
FModule 3

FUTR {Unemployment Insurance Reports)
FBAM (Benefit Accuracy Measurement) (OMB MNo.1205-0245%

FTPS {Tax Performance System) (OMB MNo. 1205-0332)
rUtilities

Text Version

2 Select Benefits or Tax.

Applications Menu [

YData Validation
@ Yalidation Software
P Data Yalidation Reports
¥YrModule 3
18] Beneﬂ' 5
#) Tax

P UIR {Unemployment Insurance Reports)
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3 The following Security Alert window will be displayed. This window requests
you to accept a security certificate that is issued by the Department of Labor.
This window will appear whenever the user enters the application the first time.

To continue, click Yes.

Security Alert §|

changed by athers. Howewer, there iz a problem with the zsite's

rir‘il |nformation you exchange with thiz site cannaot be viewed or
i ged by ¢
: gecurity certificate.

& The zecurty certificate was iszued by a company you have
hot chozen to brust. YWiew the certificate to determing whether
oL want ko trust the certifying authority,

a The zecurity certificate date iz walid.

a The zecurity certificate haz a valid name matching the name
of the page you are tying to view,

Do pou want to procesd?

ez | Mo | [Hiew Certificate

4 On the Module 3 login screen, select your state from the Organization drop-

down menu.
Login
Orgarization: |Maryland |
TUsername: Ao —
Massachusetts
Password:  [Michigan
kinnesota
Mississippi
biszour
bantana J
Mebraska
Mevada
Mew Hampshire
Hom|Mew Jersey -

10
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5 Enter your Username. Example: dv3

Login

Orgamization: | taryland |

TTeernatne: |.;jv3

Password: ||

Submit | Clear |

6 Enter your Password and click Submit.

Login

Organization: | taryland |

Teernatme: |dv3

Fassword: |uunn

Submiq Clear |

izlglzly

page at http://www.oui.doleta.qov/dv/

"% User name and password must be requested from the OUI National
Office. Instructions and request forms have been posted on the DV web

'/ You will see the following screen. The reason that this message appears is
that the system requires you to log in using a secure connection. Once you
have logged into the system the secure connection is no longer needed to
run the application. The browser is informing you that you are now leaving

the secure page. Click Yes.

Security Alert

EECLre,

be retranzmitted to a nonzecure site. Do pou wizh to
continue’?

Yl:uu are about to be redirected to a connection that iz not
2l

The information you are zending to the curent zite might

11
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You should see the Main screen.

Module 3

State Rules Last Published: 2009-Dec-10 114%18 EST
Federal Rules Used in State Publication: 20059-Dec-10 113100 EST

TWelcome to the Benefits Module 3 Content Manager.

From any screen of the software you can access the following tabs that will help you
navigate through the application:

e Main
e State Handbook
e Reports

12
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Main Screen
When you log into the application, you will see the Main screen.

The first time that you access the Main screen after the National Office has
published the federal template for the first time, you will see the following.

Module 3

New Federal Rules Published: 200%-Dec-10 11:31:.00 EST
State Rules Last Published: INo prior publication could be found

Federal Rules Used in State Publication: Mo prior publication could be found

TWelcome to the Benefits Module 2 Content Manager.

Please note, a new Federal Template has been published and your Handbook 15 out of date. Please review and
publish an updated version of vour Handboole

There will be an announcement in red alerting you that a new federal template has
been published. This message will be cleared when you publish Module 3.

HHHHH

TS You cannot see or make changes to Module 3 if the National Office has not
published the federal template first.

On the Main screen, you can see the dates and times when your state’s Module 3
was published and of the federal template used.

13
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During the Module 3 Handbook certification period, from April 1st to June 10, the
Main screen will also display the State Data Certification form until you certify your
handbook.

Module 3

State Rules Last Published: 2010-Jan-13 10:35:50 EST
Federal Rules Used m State Pubhication: 2009-Dec-10 11:31:.00 EZT

Welcome to the Benefits WModule 3 Content Manager.

State Data Certification

Ewery vear States are required to certify that they have rewiewed and verified that their MModule 3 data are
complete and accurate. Tour state has not certified its data for the current vear. Please review the data and
cotnplete the following certification form.

I have thoroughly reviewed the state's IModule 3 data and certifiy that it is complete and accurate.

Motes:

B

Smeitl Cancel |

14
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State Handbook

From the State Handbook tab, you can access the following options:

Edit

Draft PDF

Preview/Publish

Certify Review (only available during the certification window between April 1
and June 10 of every year)

State Handbook ~ ¢

Edit

Draft PDF

les Published: 200%-Dec-10 11:31.00 E5T
ast Published: Mo prior publication could be found

Federal Rules Used m State Publication: Mo prior publication could be found

The following sections discuss these options in detail.

Editing the Handbook

State and National Office users collaborate in editing Module 3. National Office
users are responsible for updating and maintaining the parts of the document that
are generic to all states, referred to as the federal template. These include the
format, headers, and the following fields:

Step

Sub Step

Rule

Federal Definition

15
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The following image is an example of a page of the federal template. All the
information on the page is updated by the National Office.

Federal Template Module 3

Step 4. Program Type
Sub Step A. UI

Rules for this step/substep apply to Populations 1, 2, 3, 3a, 4, 5, 8, 9, 12, 13, and 14

Select "Pass” on the sample validation screen for the element if all of the following conditions are met.
Otherwise, select "Fail".

Rule 1: This rule validates that the State’s program type code indicates a State Ul claim. The code may
indicate a joint claim for all populations other than Population 4. For Population 4. the code may
indicate a joint claim if it is the last payment on a joint claim using only UI funds.

Rule 2: This rule validates that the emplover ¢code number is within the range for a State UI ¢laim.

Rule 3: This rule validates that there was a regular UI employer during the base period by checking the
employer name.

Federal State Unemployment Insurance (UI): A State program that provides benefits to individuals
Definition: financed wholly from State trust funds (UT) or partially from State trust funds and partially
from UCFE and/or UCX program funds (joint U/UCFE, ULUCX., UJVUCFE/UCX claim).

(ETA 401. p. V-1-8)

State users are responsible for editing their state-specific data contained in the
following fields:

State Comments

State Definitional Issues
Document

Validation

16
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These fields are identified in the following image.

Step 14. Payment Mail or Deposit Date

Rules for this siep/substep apply to Population 4

Select "Pass" on the sample validation screen for the element if all of the following conditions are met.
Otherwise, select "Fail”.

Rule 1: This rule validates that the date the payment was mailed or deposited matches the date on the
worksheet . triE 2 is being validated.

Document 1: CLAIVM RECORD (UCLEL) screen

Validation:  The EFF OE ISS DT for the selected payment matches the pavment mail date
on the worksheet and falls within the month being validates

Federal Date of Payment: The date on which the check is paid in person. mailed. electronically

Definition: transmitted fo the claimant's bank account, or an offset or intercept is applied on the claim.
The mail date is the date the SESA actually mails the first payment fo the claimant. SESAs
determine the mail date and provide DOL with its procedure(s) to derive if in the Comments
section. (ETA 401_pp JV-1.5 312

ftions: Date of Pavment: The date on which the check is paidinyg

electronically transmitted to the Claimant's bank account, or an offset or interce)

on the claim.

The mail date is the date the SESA actually mails the first payments to the claimant. SESAs
determine the mail date and provide DOL with it's procedure (s) fo drive it in the comments
section.

The process (authorized) date is stored by the system. The mail date is the date payment
was authorized plus one day unless the payment was authonized on a Saturday or on ;
holiday. If the payment was authorized on a Saturday or on a holiday, the mag 15 the
iness dav plus one dav.

/

The following sections explain how to edit these fields.

17
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Editing State Comments and Definitional Issues

To edit state comments or definitional issues follow the next steps.

1 Click on Edit from the State Handbook tab.

State Handbook ~

Edit

Draft POF

BRI, | < Published: 2009-Dec-10 11:31:00 EST

Certify Re : .
i ast Published: Mo prior publication could be found

Federal Rules Used in State Publication: Mo prior publication could be found

This will bring up the Table of Contents that lists the various Steps and Sub
Steps as a series of links.

Main State Handbook Reports

Maryland State Data

State Bules Last Published: 2010-War-15 1142:13 EDT
Federal Bules Used m State Publication: 2010-Mar-01 01:53.54 EST

Benefits Handboolk Table of Contents

1. Match
A - Week Claimed
B - Clamms
iZ - Payments
D - Monmonetary Determinations and Fedetermminations

E - Appeals - Lower

F - Appeals - Higher

7 - Dverpavments

H - Overpayment Feconcilhation Actrwities
2. Type of UL Program

A - Besular Unemplovment Insurance

18
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2 Click on the Step or Sub Step for which you want to edit Comments or
Definitional Issues. Use the Scroll Down on your browser if necessary to find
the Step or Sub Step you want to edit.

3 Benefits Module3 - State Data - Microsoft Internet Explorer -10| x|

J File Edit “ew Favorites Tools Help |J.ﬁ.5||:|ress I@ http:,l',l'tesj G.:. ,"'
J @Back - -\‘_.;l - \ﬂ @ \-_:j | ..;::I Search "f\?Famrites €3| E/f}:' >

E - Special Project =
F - Other Controllable Owerpayment Detection Actinties
3 - Moncontrollable Overpayment Detection Activities
36, Owverpavment Established Date
37, Amount of Overpayment
A -TIT
E - Federal
38, Owerpavment Eeconciliation A ctivities
A - Becovered Cash
B - Fecovered Offset
- State Income Tax Oﬂ“setk

D - By Other States J
E - Other
F - Waived -
4| | LIJ
|€| hide:submenu I_ I_ I_ I_ I_ |‘:J Local intranek i

19
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The Edit Sub Step Form will be displayed.

Edit Sub Step |?

Step: 38, Overpayment Eeconciliation Activities
Sub-Siep: C. State Incone Tax Offzet
Populations: Fules for this step/substep apply to Population 13

Federal State Income Tax Offset: Money from a State meome tax refund that 15 withheld from
Definition: 7 claimant by the State tasing authonty and transferred to the State agency to repay a
benefit overpayment.

Enter the amounts withheld from clanants by the state taming authority and
transferred to the state agency during the rquarter to repay benefit overpayments.

(ETA 401, pp. TV-3-10, 14)

State ;|
Comments:

=

State -l
Definitional

Issues: LI

Savel Cancel |

Rules

1 This rule vahdates that the type of overpayment transaction was a State imncome tax offset by
checking an mdicator.

Documenis

Add | Edit| Delete |

The Edit Sub Step form indicates the Step and Sub Step that you are editing,
and describes the data element that is being validated. It also indicates the
populations for which the step applies, any federal definitions related to the
data element, and the rules established by the National Office to validate the
element. It provides states with a data entry interface to enter state-specific
instructions on how to validate the element. For each Rule specified by the
National Office, the state will record in the Document box the source they
need to look up in their state to validate the element. For each Document, the
state will provide specific instructions on the Validation box on how to use the
source to validate the data element.

20
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wing  If you select a Step, the Edit Sub Step form will display the step number
% ] and its description, but no Sub Step letter and “null null” as its description.

Edit Sub Step

Step: 11. Weeks Clamed

Populations: Fules for this step/substep apply to Population 1

Federal ‘Weeks Claimed: Weeks covered by mtrastate continued clz
Definition: :ontinued claims for which waiting period credit or pavment

3 Type your comments in the State Comments box.

Edit Sub Step x|

Step: 8. Overpayment Eeconciliation Activities
Sub-Step: ©. State Income Tax Offzet
Populations: Fules for this step/substep apply to Pepulation 13

Federal otate Income Tax Offset: Money from a State meome tax refund that 15 wathheld from
Definition: 5 claimant by the State taxing authority and transferred to the State agency to repay a
benefit overpayment.

Enter the amounts withheld from clamants by the state tasang authonty and
transferred to the state agency during the quatter to repay benefit overpayments.

(ETA 401, pp. TV-3-10, 14)

5 =]
Cm‘ﬁ: >
=
State ;|
Definitional
Issues: ;I

Savel Cancel |

21
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4 Type any definitional issues in the State Definitional Issues box.

Edit Sub Step |?

Step: 38, Owerpayinent Beconciliation Activities
Sub-Step: . State Income Tax Offset
Populations: Fules for thiz step/substep apply to Population 13

Federal =tate Income Tax Offset: Money from a State mcome tax refiund that 15 withheld from
Definition: 3 claimant by the State tasing authority and transferred to the State agency to repay a
henefit overpayment.

Enter the amounts withheld from claimants by the state taxing authority and
transferred to the state agency during the quarter to repay benefit overpayments.

(ETA 401, pp. TV-3-10, 143

State |Lsk programmer to run CE-1. ;I
Commenis:

Definiti
Iss

Sawve

If after typing your comments or issues you decide you don’t want to save
them, click on the Cancel button and the text in the boxes will be restored to
the original text.

weeting  If you close the window before saving your changes, your edits will be
. lost. Once you save your changes, you cannot restore the previous text.
[

5 Click the Save button.

Transieitod to THE State ageicy GUIHg the qUalicr 10 Tepay DEfEt Ovel [ ayiieits.

(ETA 401, pp. TV-3-10, 14)

State |isk programmer to run CE-1. ;l
Commenis:
[
State |[State currently doez not distinguish between ﬂ
Definitional |state income tax offsets and other types of
Issues: |gffsets from other agencies(e.yg. lottery) j

Savel Cancel |
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You will see the following message confirming that your changes have been
saved..

Edit Sub Step

Step: 38. Cwerpayment Eeconciliation Activities
Sub-Step: . State Income Tas Offzet
Populations: Eules for this steplsubstep apply to Population 13

Adding Documents

Besides editing state comments and state definitional issues, you can use the Edit
Sub Step form to see the rules that the National Office has established to validate
the data element described by a Step or Sub Step, and add state-specific validation
instructions for that element by using the Add document feature. Follow the next
steps to add state-specific validation instructions.

1 On the Edit Sub Step form go to the Rules section (scroll down if necessary).
Click on the Add button below the rule for which you want to add validation
instructions.

Rules

1 This rule vahidates that the type of overpayiment transaction was a State mcome tax offset by
checking an indicator.

Documents

Add ! Editl Delsta |

2 Thiz rule validates that the type of overpayment transaction was a State tncome tax offset by

exatniting the case folder.
Documents

Add [[Edit| Delete |
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The Document form will be displayed.

Rules

1 This rule vahdates that the type of overpayment transaction was a State icome tax offset by
checking an mdicator,

Documents

Add| Edit| Deletz |

[y | Document: ;I
| -

Validation: ;l

[~

Savel Cancel |

2 Each document you add must have a number. You can select any number
you want, but ideally you will the number your documents sequentially, starting
with number 1. Type a number for the new document in the box provided next
to the radio button.

Rules

1 Thiz rule validates that the type of overpayment transaction was a State income tax offset by
checking an indicator,

Documents

Add | Edit| Delete |

{:‘Cj Documeni: | ;I
[~

Validation: ;I

[

Savel Cancel |

witing  If you already have documents under a rule and you try to repeat a
document number, the software will give you an error message when
= you try to save the document.
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2 This rule validates that the type of overpayment transaction was a State income tax offset by
examining the case folder.

Documenis

Document could ot be updated:

= Number already exdsts for this Rule

Add | [Edit| Belete |

o1 Document: Screen 1230,
Validation: OV code must be "S".

g I'I Document:|c oo 1231 |
[~

Validation:l oy code must be "S1v |

[

Savel Cancel |

witteg  After you add documents to a rule, the software will automatically reorder
them by their number when you exit the Edit Sub Step form. For
example, if you have documents numbered 1 and 3, and you add
number 2, you will see them sorted as 1, 2, 3 the next time you access the form.

»

3 In the Document box, type the source you will need to look up when validating
the data element. In the Validation box, type what you will need to check in
that source to make sure that the element passes validation.

Rules

1 This rule vahdates that the type of overpayment transaction was a State income tax offset by
checking an mdicator,

Documents

Add | Edit| Delate |

= |-|— Docume ) ;I
Validatio j
[~

Savel Cancel |

25



DV Module 3 Software State Tutorial Version 1.1.0

4 Click the Save button.

Add | Edit| Delete |

= |1 Document:|=-rcan 4509 =]
=

Validation:| oy code must be 32347 |

[

Sauﬂ Cancel |

You should see a message saying that the document was updated.

Rules

1 This rule validates that the type of overpayment transaction was a State mcome tax offset by
checking an indicator,

Add | Edit| Delete |

& 1 Document:Sereen 4509
Validation: OV code must be "5234"

Deleting Documents

To delete a document follow the steps below.
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1 Select the Document you want to delete.

2 This rule validates that the type of overpayment transaction was a State meome tax offset by
exarmiting the case folder

Documents

Add | Edit| Delete |
1 Document: Sereen 1230
Validation: OV code must be "3".
& geDocument:soreen 345
alidation: Oy code = 234
¢ 3 Document:Sereen 1231
Validation: W Code roust be "S1"

2 Click on the Delete button.

2 This rule validates that the type of overpayment transaction was a State meome tax offset by
exarmiting the case folder

Documents

Add | Edit| Delet

1 Document: Sereen 1230
Validation: OV code must be "3".

& 2 Documentizcreen 345
Validation: Dy code = 234

¢ 3 Document:Sereen 1231
Validation: W Code roust be "S1"

3 The following window will come up asking you to confirm the deletion. Click
OK.

Microsoft Internet Explorer x|

?f) Are wou sure you want to delete Document: 2, screen 3457

oy
| Ik ;l Cancel |

You should see a message saying that the document was deleted.
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2 This rule validates that the type of overpayment transaction was a State mcome tax offset by
exatmining the case folder

Add [ Edit| Deletz |

1 Document: Sereen 1230
Validation: O code must be "S"

¢ 3 Document:Sereen 1231
Validation: O Code must be "S1"

witttg  The software will not renumber documents. In the previous example, if
you want Document 3 to be numbered Document 2, you will need to

change the number in Document 3 to 2. Follow the steps in the next
section to edit the document number.

Editing Documents

>

To edit a document follow the steps below.

1 Select the Document you want to edit.

Rules

1 This rule ensures that the validator has correctly identified the weeks clamed to be validated on
the suppotting documentation by matching on the 551,

Documents

Add | Edit| Delets |

¢ 1 Document:WWEER 5 CLATWED HISTORY (Z03)
Validation:The S5 matches the S5 of the weelt claimed on the worlcsheet.
ocument:Tyrne document name here

How:Type instructions on how to validate the data element using this document

&

2 Click on the Edit button.
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Rules

the suppotting documentation by matching on the 551,

Documents

Add | Edit| Delste |
¢ 1 Dec SWEEES CLATWED HISTORY (Z03)
Validation: The 5517 matches the 5517 of the week claimed on the worksheet.
= 2 Document:Type document name here
Validation:Type instructions on how to validate the data element using this document

1 This rule ensures that the validator has correctly identified the weeks clamed to be validated on

3 Type any changes in the Document and Validation boxes.

4 c

Rules

1 This nule ensures that the validator has correctly identified the weeles claimed to be validated on
the supporting documentation by matching on the SSI.

Documenis
Al | Editl Delete |
o1 Doc

lick on the Save button.

Add | Edit| Delete |

1 Document W EEK 5 CLATMED HISTORY (Z03)
Validation:The S5 matches the SSH of the weel claimed on the worksheet.

(Gl |2 Document:(Tyre document name here. Make any changes to ;I
thi=s text.
=
Validation:|Tvne instructions on how to validate the ;I
data elewent using this document. Make any
changes to this text. LI

Savel Cancel |
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You should see a message saying that the document was updated.

Rules

1 This rule ensures that the vahdator has correctly identified the weeks clammed to be validated on
the supporting documentation by matching on the 531

5

Add | Edit| Delete |

¢ 1 Document: iy EEE 5 CLATMED HISTORY (Z03)
Validation: The 5517 matches the S5 of the week claimed on the worlcsheet.
= 2 Document:Type document name here. Make changes to text.
Validation: Typ e instructions on how to validate the data element using this document.
Make changes to text.

Previewing the Handbook

There are two ways of previewing the changes you have made to the handbook.
You can browse a PDF of the handbook or you can go to the Preview/Publish
screen where changes made since the last publication are highlighted (refer to
Publishing the Handbook section of this tutorial for instructions on the latter).

To preview a PDF of the handbook, follow the next steps.

1 Select Draft PDF from the State Handbook tab.

Edit

Draft PDF

dPublish des Published: 200%9-Dec-1011:21:00 EST

ast Published: Mo prior publication could be found
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The following screen will be displayed.

ﬁ draft[1].pdf - Adobe Reader
File Edit Yiew Document Tools ‘Window Help

B Cies=mi0erE g @i

MODULE 3
Bengfics

DATA ELEMENT VALIDATION
STATE SPECTFIC INSTRUCTIONS

Maryland (MD)
Tanuary 13, 2010

You can browse, save, or print the document using the Adobe Reader commands.

The PDF is bookmarked so you can go directly to the step you want to view. To do

this, follow the next steps.

2 Click the Bookmarks button.

ﬁ draft[ 1].pdf - Adobe Reader

File Edit Wew Document Tools ‘Window Help

=lolx|

B S RO - oG-

E Bookmarks

B2

|[| A, Week Claimed
|E| B. Claims
[ c. payments

|[| D, Monmonetary Deter minations and
Redeterminations

E e Appeals - Lower
E F Appeals - Higher
|'__| G, Overpayments

TED 11 A vt Pmm sl
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3 Click on the step you want to view.

B draft[1].pdf - Adobe Reader 1ol x|
File Edit Wew Document Tools Window Help E3
B QO ee s eefw- o @ -

Step 1. Match ﬂ
Sub Step A Week Claimed

Bookmarks

- Rudes for this step/substep apply to Population 1

= 1 Match

Select "Pazs” on the sample validation screen for the element if all of the following conditions are met.
Orherwise, select "Fail”.

] . ineek C‘a'mEd\ R ‘Rale 1 This e ensures that the validator has comrectly identified the weeks claimed fo be validated 0
D B, Claims the supporting documentation by matching on the SSN.

Document 1: WEEKS CLAIMED HISTORY (Z03)
E] . payments

E o Nonronetary Deter minations and
Redeterminations

Validation:  The 55N matches the S5N of the week clai the worksheat.
‘Rale 2: Tis ruls ensures that tae validator has comrectly idsasied the w imed to be validated 0n
the supporting decumentation by matching on the gmck-ending dat of the week being claimed.
Document1: WEEKS CLAIMED HISTORE(ZH3
Validation:  The selected W/E date matches IgR/E date of the week claimed on the
worksheet.
Federal NOT APPLICABLE %

Ec Appeals - Lower
Er Appeals - Higher
El G. Overpayments

[l H. Owerpayment Reconciliation
Activities

EHE] 2, Type of UL Program

To print the handbook or parts of it, use the Print button.

wig  The preview function displays a draft copy of the handbook that includes

- all changes since the last publication. To get a copy of the latest official

= published handbook, go to the Reports tab, select the All Publications link,
and use the Publications Log screen.
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Publishing the Handbook

To publish the handbook, follow the next steps.

1 Select Preview/Publish from the State Handbook tab.

State Handbook ~

Edit

Draft POF

BRI, | < Published: 2009-Dec-10 11:31:00 EST

Certify Review

ast Published: Mo prior publication could be found

Federal Rules Used in State Publication: Mo prior publication could be found

HH)

TS 1f you get the following screen, click No. This is a known bug for
Version 1.1.0 that will be fixed in a future release. If you click Yes
the Preview/Publish screen will not be generated

Microsoft Internet Explorer Ed
& scripk on this page is causing Internet Explorer to run slowly, IF it continues to run, your computer may become
I Unresponsive,

Do you want to sbart the script?

i =H] Mo *
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2 On the Preview/Publish screen, any text that the state has added to the
handbook since the last publication is highlighted in blue and all text that has
been modified is highlighted in green. By clicking on the Added or Modified box

you can select the text to be displayed.

>

Stap I Maich
Step: 1 - hiatch
Appeals Related: Mo

[ ubsfep A Week Clatmed
Zub-Step: A - Week Claimed
Instruction: Eules for this step/substep apply to Population 1
FederallJOT APPLICARLE
Defiration:
Substep shate data modified
State Type defimtional 1ssues here.
Defirtional
Issues:
State Editing after first publication

Comments:

Rugs
Rula 1

supporting documentation by matching on the 33H.

Documents

1 Document: WEEE S CLATMED HISTORTY (Z03)

Document 2 added

2 Document: new document added here
Walidation: validation steps added here

Rule 2

b 1 bk 1 I, &l

1

1 Thiz rule ensures that the validator has correctly identified the weeks claimed to be validated on the

Wahdation: The 531 matches the 35N of the week clamed on the worlcsheet.

2 Thiz rule ensures that the walidator has correctly identified the weeks claimed to be validated on the

1
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3 After you determine that the changes you made are correct, you should enter
comments regarding this publication on the Notes box. For example, you can
give the reason you are updating the handbook, who made the changes, etc.
The software will not allow you to publish the handbook unless you have
entered some text on the Notes box.

Preview Publication
| Dlatae— T
C D 2
[
Fublish Mardand Handbook | Cancel |

4 Click on Publish ‘State’ Handbook, to publish your handbook, or click Cancel
if you are not ready to publish it yet.

Preview Publication

Hotes:

WMrite any relevant information to this ;I
publication here.

Fuhlish bdardand Handboolk -, | Cancel |
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After you click Publish, the software will take you to the Publications Log screen
where information regarding the publication will be displayed.

Publications Log

State Rules Last Published: 2010-Jan-13 10:35:50 EST
Federal Rules Used in State Pubhcation: 200%9-Dec-10 11:31:00 EST

St

—

Certifying the Handbook

The data in Module 3 has to be certified as accurate by the state every year, by
June 10. Between April 1 and June 10 of every year, a State Data Certification form
will appear on the Main screen and the option Certify Review will appear under the
State Handbook tab. Before certifying the handbook the state should make sure that
their handbook is up to date with the federal template and with the state’s Ul
system.

If the handbook is not up to date with the federal template, you will see the following
message.

State Data Certification
Evetry year States are required to certifiy that they have reviewed and werified that their Module 3 data are
complete and accurate. Tour state has not ceriified its data for the current vear. Flease review the data and

cotnplete the following certification form.

T have thoroughly reviewed the state's hodule 2 data and certify that it 15 complete and accurate.

— i

Motes:

Submitl Cancel |

Follow instructions on how to publish your handbook in the Publishing the
Handbook section.
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After verifying that the handbook is up to date with the federal template and with
your state’s Ul system, follow the next steps to certify your handbook.

1 Access the State Data Certification form by clicking on the Main tab or
selecting Certify Review from the State Handbook tab.

State Handbook -

Edit

Draft PDF

BRI, | < Published: 2009-Dec-10 11:21:00 EST

Cerify Review

st Published: Mo prior publication could be found

Federal Rules Used in State Publication: INo prior publication could be found

2 Type comments in the Notes box of the State Data Certification form.

State Data Certification

Every year States are required to certify that they have rewviewed and verified that thewr Module 3 data are
complete and accurate. ¥our state has ot certified its data for the current vear. Please review the data and
complete the following certification form.

T have thoroughly reviewed the state's Module 3 data and certify that it 15 complete and accurate.

[ |
Submitl Cancel |
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3 Click Submit.

State Data Certification

Every year States are required to certify that they have reviewed and verified that thewr Module 3 data are
complete and accurate. Your state has not certified it data for the current year. Please review the data and
complete the following certification form.

T have thoroughly reviewed the state's IModule 3 data and certifiy that it iz complete and accurate.

IMotes:

The handbook has heen reviewed and updated to ;I
reflect the most current sSystem in the state.

Submit! Cancel |

[ -

4 Click OK.

Microsoft Internet Explorer x|

\_?(l Mote: Certifications are final, Are you sure you want bo submit?

Cancel |

Once you certify your handbook, the State Data Certification form will
: disappear from the Main menu and you will not be able to undo this action.

After you certify the handbook, the Certification Log screen will be displayed.

Certifications Log

State Rules Last Published: 2010-Jan-13 10:35:50 EST
Federal Rules Used in State Publication: 200%-Dec-10 11:31:00 EST
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Reports
From the Reports tab, you can access the following options:

e All Publications
e Certifications

Viewing All Publications
To view a list of all publications follow the next steps.

1 Select All Publications from the Reports tab.

m State Handbook Reports -

All Publications
Module 3

Cedifications

State Bules Last Published: 2010-Jan-13 10:35:50 EST
Federal Fules Used in State Publication: 200%-Dec-10 11:531:00 EST

You will see a list of all publications for your state.

All Publications Log

State Rules Last Published: 2010-3dar-01 02:27:51 EST
Federal Eules Used in State Pubhication: 2010-Idar-01 01:53:34 EST

-
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If there are no publications you will see the following message.

All Publications Log

New Federal Fules Published
State Rules Last Published: No prior publication could be found

2010-Feb-24 12:27:12 EST

Federal Rules Used in State Publication: Mo prior publication could be found

—

e ———

>

2 To view any publication, click on the PDF link next to the date of the
publication you want.

All Publications Log

State BEules Last Published: 2010-Mar-01 02:27.51 EST
Federal Rules Used in State Publication: 2010-3ar-01 01:53:34 EST

State

Publication Date

Publisher

Notes

EDE |MD

2010-Mar-01 14:27:51 EST

mnemberstate_MD~wui=er . test

Made change=

— -
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This will bring up a copy of the publication on Adobe Reader.

ﬁ handbook][ 1].pdf - Adobe Reader ;IEI 5'
»

File Edit Wiew Document Tools ‘Window Help

BB T e G-

MODTULE 3

Benafits

DATA ELEMENT VALIDATION
STATE SPECTFIC INSTRUCTIONS

Marylazd (MT)
Fabauary 1, 2018

You can browse, print and/or save this copy using the Adobe Reader
functions.
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Viewing Certifications

To view a list of all certifications follow the next steps.

1 Select Certifications from the Reports tab.

Reports -

m State Handbook

Module 3

All Publications

Cedifications

State Bules Last Published:

Federal Fules Used in State Publication:

2010-Jan-13 10:35:50 EST
2009-Dec-10 11:31:00 EST

You will see a list of all certifications for your state.

Certifications Log

State Rules Last Published: 2010-Jan-13 10:35:50 EST

Federal Rules Used in State Publication: 200%-Dec-10 11:21:00 EST

\L_
- —

If there are no publications you will see the following message.

Main State Handbook Reports

Certifications Log

State Bules Last Published: 2010-2ar-01 02:277.51 EST

2010-Mar-01 01:53:34 EST
\

2

Federal Fules Used in State Publication:

=

\
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Logging Out

To log out from the system, click on the Logout link at the bottom of the page.

Module 3

State Rules Last Published: 2010-Feb-01 02:14:27 EZT
Federal Rules Used m State Publication: 2002-Dec-10 11:31:00 EST

Welcome to the Benefits Module 3 Content IManager.

Back to Top

Home Feedback Help Logout
A

This will end the session, log you out from the system, and return you to the State
Application Menu.

wittttg  If you have access to both Benefits and Tax applications and want to
switch from one to the other, click on the Home link at the bottom of the
screen. This will close the application and return you to the State
Application Menu, but you will still be logged in. Click on Benefits or Tax and the
application will open on the Main screen without the need to log in again.
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