Sample eData Log-In Screen

# Al ¢Data users will log-in through this common authenticate application
which is currently in the PRA review process. The log-in screens in this
package are presented just to illustrate application tracking.
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Social Security Administration -

Humer ueutionu Huw i Cartact Us Srdich
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;: eData Services Login
ompf B O XXX

Acknowledgement for Websils Access
1 under staind that the Social Secunty Adminstraton will

vatidate the information | provide against the information in
Social Security Administration's systems.

I certify that:

« | understand that | may be subject to penaties if |
submit fraudulent information.

» Lagrae that | am responstble for all actions taken with
my User 1.

« | am aware thet any person who knowingly and wilkully
makes ary representation to faisely obtain infarmation
from Sociaf Security records andfor intends to deceive
the Social Security Administration as ta the true
igantity of an individual could be punished by @ fine or
imprisonment, or both

« | arn authonized to do business under this User ID.

By entering your User [D. Password and clicking on the
"Login" button, you certify that you have read, understand
and agrae to the above statemeants.

Fassword |

Mote. -Password is case sansilive
-System will time-oul afer a hal-hour of inactivity

f you nead assistence with eData Services, please contact
sData via ernail. UIT Edata.mallbox@socialsecurity.qov.

Information sbout socitalsecurity's Online Policles

The privacy of our customers has always been of utmost
. importance to the Social Security Admimstration. Our fisst
reguighen, published in 1837, was written and published to
ansura your privacy. Our concern for your pnvacy 15 no
different in the electronic age. -

+ Dstails of soci iiy's Cnline Privacy Polic
: 5041 O T
» The Privac T ion Act

» Papemwork Reduction Statemeit



eData Application Home Page

» Please Note: This is a sample page that includes all eData services;
however users will only have access to their authorized
application.
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Change vour password You have access to:

Birth Reporting
Biack Lung Reporting

tomer Su arch Death Reporting
Fugitive Felon Reporting
Account Maintenance ' 016 Fugiti orting and Tracking System {FRA
Interim Assi ursemem ortin

Q§§E Reports (FPLS, New Hire & Quantesly Wage Data)
Pension Benelits Guaranty Corporation (PBGC/ERISA Reporting
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Secure Messaging

For your security, please log oul
and ciose all your Intemet windows

when you are finished.



Link to the Prisoner Reporting PRA Statement in eDats

Paperwork Reduction Act Statement - This information collections contained in this

agreement meets the requiresnents of 44 U.S.C. § 3507, as amended by seotion 2 of the

Paperwork Reduction Act of 19935, You do not need to provide the information unless

we display a valid Office of Management and Budget control number. The OMB conltrol

number for this coliection is 0960-XXXX. We estimate that it will 1ake about 1 hour to
read the instructions, gather the facts, and provide the information.

if you have comments on owr time estimate please send rhem ro: 554, 6441 Security Bhvd.,
Baltimore, MI) 21235-000/!. Send ondy commients reluting to our time extimate to s
address, not the completed form.



eData Prison Reports Application
Pages
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Prisoner reporting Link:

Regional Prisoner Coordinators List




Prisoner Regional Prisoner Coordinalors

REGION AND STATE
SERVICE AREAS

RPC'S NAME, MAILING
ADDRESS & INTERNET
ADDRESS

RPC TELEPHONE
NUMBER AND FAX
NUMBER

Region 1:
Bosion

Service Area: ME, CT,
MA, NH, BRI, VT)

Suzan Glowik

CPS - RS Section

JEK Federal Bidg. Room 1925
CGovernament Center

Boston MA 02203

Susan. Glowik{@ssa.gov

FOs should use: |BOS CPS RSI
581

(617} 565-2882
Fax {(617) 565-2350

Region 11:
New York

Service Area: NY, NJ,
PR, VI

Ed Conta

Social Security Adm.
RSI/SST Branch

26 Federal Ploza
Room 4060

New York NY 10278
Internct:
Ed.Conta@iissa.gov

{212) 264-14061
Fax (212) 264-2071

Region 111:
Philadelphia

Service Area: DE, MD,
PA, WV, VA, DC

Dianna Carver

S84, Program Support Team
PO Bax B788
Philadelphia, PA 19101
Intermet:
Dianna.Carverii@ssa.gov

(215) 597- 28306
Fax (215) 597-2989

Region [V:
Atlanta

Servive Area: Al FL.,
GA, KY, MS, NC, 8C,
TN

Pam Gillett

5854, RSI Program Team
6/ Forsyth 5. SW

Suite 22T64

Atlaria GA 303G3-8907

Intemet:
Pam.Gillett@ssa. gov

(404) 562-1318
Fax (404) 562-1325

Region V:
Chicago

Bork Maronn
SSAMOS-RS! Team

{312) 575-4240
Fax {312} 575-4245




Service Area: FL, IN,
MI, MN, OH, W)

A2 Box 8280
Chicaga IL 6068G-8280

Internet:
Bork.Maronn()ssa.gov

Region VI: Ed Hromatka (214 767-2169
Dallas Center far Disabilily Fax (214) 767-8267
Service Area: AR, LA, 1307 Young St., Rwm 670
NM, OK, TX ' Dallas TX 75202-5433
or (214) 767-4281
Alternate: Sharon K. Ward Fax (214) 767-3623
{(same as above)
Intermet:
Ed.Hromatka@ssa. gov, or
Sharon.k.wardE@ssa.gov
Region VII: Gloria J. Kelly : {816) 936-5656
Kansas City S84, RSI Team Federal Office Bldg. | Fax (816) 236-5951

Bervice Area: 1A, KS,
MO, NE

Room 460
660Gl E I2th Strect
Kansas City, MO 64106

Alternate: Brent Shumway

Internet:
gloria.j kelly(@ssa. gov, or
brent.shumway@ssa. gov

(816) 936-5651
Fax (816) 936-5951

Region VEIIL:

Benver

Service Area (O, MT,
ND,.SD, UT, WY

Brent Gilje

SS4/CPS

1961 Stout Street, Room 1052
Denver, CO RO294.3538

or

Alternate: Sukey Austin
Internet : ~"DEN RPC or
~DEN.RPC@Essa. gov

(303) 844-7394
Fax (303) 844-3281

{303) 844-7374

Region IX:

San Francisco

Service Area: A7, CA,
HI, MP, NV, Guam,
American Samoa

Alan Follett
S5A, RST Team
Sixth Floor
PO, Box 4206
Richmond, CA 94804

Alternate: Gail Totres

(510) 970-8245
Fax {510} 970-8101

(5103 970-R241
Fax {8100 970-8101




[nternet:
Alan. Follettd@ssa.gov, oT
Gail. Torres@ssa. gov

Region X:
Seattle

Service Area: AK, 11D,
DR, WA

Don Lawson

RAYY

Suite 2900/Muailstap 3634

701 Fifth Avenwe

Seettfe, WA 98104-7075

[nternet: Don Lawson;ssa.goy
Alternate: Laurie Maore
Internet: Laurie.D.Moore@ssa. gov

{206) 615-2653
Fax (206) 615-2643

{206) 615-20667




Prisoner Data Collection
Application User Guide



Prisponer Data Collection Application User Guide

"The new Prisoner Data Collection application is designed to work in a Windows
environment. The application was created using the Visual Basic 6 programming
language.

The Prisoner Data Collection application wiil be installed onto your computer
fronn the supplied medium. Once instalied, the application does aot need to be re-installed
to complete additional reports or enter additional information. The application will be
accessible via the Start -> Programs -> Prisoner Data Collection menu in Windows, or
you can place a shortcut icon on your compuier screen.

The Prisoner IData Collection application provides the ability to enter, view, and
correct prisoner data as it was done on the preformatted diskette. Once the data is entered,
the application allows the user to ¢reate the file and copy it on diskeite(s} or CD to be
submitted to SSA using the legacy postal deliveries. The application also aliows the user
to creaie a file for the new c-Data electronic submission via the Internet. Note that the
reponter must be a registered e-Data user to be able to submit a prisoner file via the
Internet.

On-tine help information can be accessed from any screen in the Prisoner Drata
Collection apphlication, To start help, click on the “Help™ menu in the top left comner of
the screen during any point in processing the report.

I September, 2006



Privorner Data Collection Application User Guide

Instructions for Instali/Uninstall Application

Tov insrall the Prisoner Data Collection application:

1. Close all applications running on your computer.

2. 1f previous version of this application was ingtalled on your computer you need to
remove/uninstall it (see instruction for uninstall application).

3. Insert CDinto CI} drive.

4. Double-click the My Computer icon on the desktop. The screen “My Computer™
should be displayed.

5. Select CD Prive. You can see files currently on the media,

f. Select file - setup.exe

7. Then follow the instructions on the screen.
If the following message appears

ction propaily. a5 5 rest. Do yOU wart i ionors

MNote: If you receive any other message such as “The destination file in in use.
Please ensure that all other applications are closed.” sclect “Ignore” and “Yes™ to
continue installing the program
9. If you will install this program on a Windows 95/08 system, you will be required

to install DCOMY8 properly first. This is a link to the website containing

nDooMes. .

htipr e, microsst com donnloags dgfaiiaspx 2 fapisddaOshlapeih-Tal )

h59d-uno T tiddanaddisplaviane: vn
10. The message: “*Prisoner Data Collection Setup was installed successfully™ will be
displayed if the application installation was successful.

o ¢reate a shortent (the icon on your desktop)

1. Sclect Start -> Programs -> PrisonerDataCollection -
»PrisonerDamCollection

2 September, 2006




Prisoner Data Collection Application User Guide

AlCessories
Games
IrfoCast
. Moy osoft Office
Remwe Office Document 1 Miaosoft Office Tools
WIRZ i
Open Office Docurnant L. Remote Assistance
: wirdows Media Flayer
. MES Integrky
WinZip American Systems
: Y Radis Client
tagnch Irternet Explorer Browser : MicrosaFt Visual Sudio 6.0

Set Program Accass and Defauts

Co
o
>
I
=
Lo ]
b~
2
=
==

¥ Seprember, 20006



Prisoner Data Collection Applicotion User Guide

Accessories
SaNes
Infolast
Microsoft Offlce
MEcrosoft Office Toals

YT Y oYW

@ Mews Office Document

winZlp
1 Opan Office Dacument . Rempta Assistance

: ) ) -
Set Program Atcess ard Dafsulks ie windows M_ma Pl

;m MKS Integrity »
WinZp ¥ American Systems ’

W Radia Client 3
Launch Interred Explorer Browser l& Microeoft Visual Studic 6.0 #

e . =

Docuiments

Sertings

Soprch

Help and Suppsors

Windows AP F

g

Resize the window 80 you can see the deskiop.
Dirag the new Gt to the deskiop.

th o Lk

LANDTES

Run a%...

P Scan For viruses.
D winZg

Sord To
Tk
Copy

Create Shortout
Delate

Rename

Sert by Mame
Propieriies

« If you encounter any problem in installing this application, contact

your regional prisoner coordinator.
s« To change the shortcut's properties, right-click the
click Properties.
»  When vou delete a
It still exists on your computer in its original location.

REt:. and then

IR to an item, the original itemn is not deleted.

To wrinstall application:

1. Select Start, Setting, Control Panel _
2. On “Control Panel™ screen select “Add or Remove Programs” option

4 September, 2006



Prisoner Data Coilection Application User Guide

3. On "Add or Remove Programs”™ screen select PrisonerDataCollection
application and then button “AddRemove™

5 September, 2006
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Prisoner Duata Collection Application User Guide

Introduction

The Social Security Administration (SSAY) is required by law to verify certain eligibility
factors with outside sources to ensure that benefit payments are made only to eligible
individuals and in the cotrect amount. Administration of jail, prisons, other correctional
facilities, and certain mental health institutions help SSA by reporlmg data on confined or
incarcerated individuals.

The Prisoner Data Collection application allows correctional officials to enter the name,
and other pertinent information about prisoners and submit this information through the
Internet or create & diskette/CD that contains data for any prisoners contined and/or
convicted in the reporting month. SSA then suspends the benefits of any incarcerated
individual, subject to verification of the confinement and to the applicable non-payment
provision(s) of the law.

& September, 2006




Prisoner Data Collection Application User Guide

Minimum System Configuration

= International Business Machines (IBM) compatible;
« Pentium-class chip cquivalent or higher;

e Mintmum of 16 MB of RAM; and

« Windows 98 (or higher) environment.

Seprember, 2006



Prisoner Data Collection Application User Guide

Using Prisoner Data Collection Application with
Assistive Devices

Section 508 of the Rehabilitation Act requires Federal agencies o make their electronic
and information technology accessible to people with disabilities.

85 A recommends that people using assistive devices and keyboard-only users navigate
the Prisoner Data Collection application using pull down menns rather than the
command buttons.

5 Seprember, 2006




Prisoner Data Collection Application User Guide

Starting the Application

The installation process creates a folder for storing the Prisoner Data Collection
application in the Windows Program Files. The user can create a shortcut and place a
shortcut icon on the desktop.

To start the Prisoner Collection Data application:

»  Click on the Start menu. Click on the Prisoner Data Collection application under
Programs. The Welcome screen appears; ar

» Click on the Prisoner Data Collection desktop icon. The Welcome screen appears.

9 Seprember, 2006



Prisoner Data Collection Application User Guide

Welcome Screen

The user is required to enter starr and end dates for the reporting period in the format
<mm/dd/yyyy> on the Welcome Screen. If the user attempts to save an invalid date or a
blank date, an error message will appear.

Note: The system creates a separate data collection for each month and year combination
entered into the “From:™ field. When attempting to access existing data, the user should
verify that the entered time period rmatches that of the existing data.

10 September, 2006



Prisoner Data Collection Applications User Guide
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if the user clicks on the <Exit> button, a message will appear asking the user to verify the
decision to exit the program. 1f the response is <Yes> the user will be allowed to exit the
program.

i1 September, 26006



Prisoner Data Collection Application User Guide

IFthe user clicks on the <Continue™ bution, the entered date will be validated and an
error message will be shown if the date entered is invalid. Once a valid date is entered,
the report period date will be saved, and the Main Menu screen will be displayed.

Te access on-line help information, ¢lick on the <Help> menu in the top lsft corner of the
screen.

12 September, 2006



Prisoner Data Collection Application User Guide

Main Menu Screen
The Main Menu provides access to all screens in the program.

Only two options will be available for the user (*Enter Reporter Information” and “Exit"™)
before entering the Reporter Information.

After the user enters the Reporter Information and saves it for the system other options in
Main Menu are enabled:

3 Septemnber, 2006



Prisaner Data Callection Application User Guide

§ Hitienit Cisdo, e Prttel

Note: The option “View or Change Data” becomes available as soon as the user enters at
least one record in the system.

14 September, 2006



Prisoner Data Collection Application User Guide

Reporter Information Screen

The Reporter Information screen is used to enter Reporter Id Code (RI1D), the State
abbreviation and the Type of Report. Iritially, the Type of Report ficld contains a default
value, 'R°. Except for the initial census report (using *C’) the user should not change the
valuz of the Type of Report unless directed to do so by SSA personnel.

All fields are required. IF the user attempts to save data without entering information into
any of the fieids, an error message appears.

15 September, 2004



Prisoner Data Collection Application User Guide

Onee at] these felds contain valid information, the uscr can either select the <Save>
button to save the data, or click on the <Return to Main Menu> button to save the data
and retum o Main Menu,

If information on the screen was saved it will be stored and the user doesn’t need to enter
this information again for the particular reporting period unless the information is
changing.

If the information on the screen was not previously saved a message asking about save
changes will be displayed.

16 September, 2006



Prisoner Data Callection Application User Guide

If the user responds “Yes”, information from the screen will be saved and stored and the
Main Menu screen appears. I the user selects *“No™, the program does not save any
changes made on the screen and the Main Menu screen will be displayed.

The information frorn Reporter 1d Code and State fields will be removed if the <Clear >
button was selected.

Reporter 1d Code
This field contains the 4-position code that SSA has assigned to the correctional facility.

If you don’t know your 1D code, please call your regional coordinator or local SSA
contact.

Type of reporr

This field identifies the type of report. This field should contain *R’ (for regular monthly
reports), unless the file submitted is the initial total inmate inventory, then it should
contain ‘C' for census. The other codes (‘P* and ‘H’) should only be used at the direction
of 85 A personnel.

17 September, 2006




Prisoner Data Collection Application User Guiide

To access on-line help information during any point in the processing of reports, click on
the <Help> menu in the top left comer of the screen. Then click on the subject that you
wart to view.

Tt ovchui iesa
W FSysten Conbizm ateen
Uang Przene Data Collerach pith daastore Deviers

AREEE,

SS9 el

Tnsoate: Lol £3c:

NOTE: There are some limitations when advancing through the Help screens using the
next =" or back *<<" arrow keys. Not all topics appear in the path when using these
keys. Please return to the Contents or Index tabs to select the individual Help screen
topic.

Is September, 2006



Prisoner Data Collection Application User Guide

Prisoner Data Entry Screen

The Prisoner Data Collection screen is used to enter prisoner data. 1f the user attempts to
save (select the <Save> button) the record before all reguired ficlds are entered, an error
message appears. When a new record is being added, all ficlds, except the Facility id, are
blank andl the system is ready for data entry. The Facility 1D will be repeated for each
prisoncr entered and only has to be keyed again if it is changing (More than one facility
reported by the same repaorter).

9 Seprember, 2006



Prisoner Data Collection Application User Guide

I some changes have been made on the screen and the user selects the <Regturn 1o Main
menu> button, a message appears asking the user to verify if the user wants to save
changes.

1f the user’s response is ‘No’°, changes will not be saved and the Main Menu screen will
be displayved.

Fo access on-line help information during any point in the processing of reports, click on
the <Help> menu in the top left corner of the screen.

20 September, 20006



Prisoner Dara Collection Application User Guide

Last Name Field
This field identifies the prisoner’s Last name which cannot be more than 13 characters.
This field is required. '

If a character other than ‘A-Z’ or ‘(-9 has entered in this ficld, an error message
appears.

The user may enter multiple last names. Only one space is allowed between last names.
Do not use special characters such as:

Apostrophes ()

Periods ()

Parenthesis (}

Slashes (\or /)

Quotes ()

Special Characters {~,1, @.#,5,%,".&,%*,<, >, _,+.(,)./,\.?)

Do not use suffixes such as:

Jr or Junior spelled out

St or Senior chilcci out

I or First spelled out

Il or Second spefled out

[T} or Third spelled out

IV or Fourth spelled out

First Name Field
This field identifies the prisoner’s First name which cannot be more than 10 characters.
This field is reguired,

If a character other than *A-Z° or ‘0-9* has been entered in this ficld, an error message
aAppecars.

The user may enter multiple first names, Only one space is allowed between first naimes.
For the purpose of this match do not submit nicknames (such ss Bubba, Gypsy, Rambo or
Buddy} or abhreviated names. When a person applies for a Social Security Card only

those names established by birth records and/or court documents relating to name
changes are acceptable. Also, do not submit gang names Or street names.
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Middte NameInitial Field

This field identifies the prisoner’s middle name or initial which cannot be more than
seven (7) characters.

This field is optional.

1f the middle name ig unknown the user should leave this field entirely blank. iFa
character other than *A-Z° or *0-9° has been entered in this field, an error message
appears. No space between letters is permitted in this field. The user may not enter any
of the following into the Middle Name/Initial field:

NMN: N.MUNG NMI NLMLLL UKNOWN; UNEK; UNK ; NONE
Darte of Birth Field

This field tdentifies the prisonct’s date of birth.

This field is not reguired but should be entered if known. This field is used to assist ip the
. identification of individuals who submit incorrect Social Security numbers.

The date of birth cannot be on or after the cunent date.

Sex Code Field

This fieid identifies the prisoner’s gender.

This field is reqguired.

The user can select from the drop down tist or enter one of the acceptable entries.

‘M* for male, ‘F* for female or “U" for unknown

SSN Field
This field identifies the prisoner’s Social Security number.
This field is required and has to have all ¢ digits.

The error message appears if the user left this field blank or entered incomplete SSN. If
the Social Security number is not known, enter all zerocs.

Inmate ID Code Field

This field identifies the internal inmate 1D code established for the prisoner by the
correctional facility. This field currently allows ten (10) characters consisting of

alphas, numaeric, ot symbols, or any combination thereof.

This tield is optional. Entering this code facilitates any verification contacts by the Social
Security Administration with the institution. An error message appears if the user enters a
space batween leters in thig field.
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Confinement Dare Field
This field identifies the date on which the prisoner was first confined.
This ficld is required.

Conviction Date Field
This field idenrifies the date on which the prisoner was
+ Convicted of a criminal offenss;
s Committed to institution at public expense by court order, or
« Returned to jail/prison because parole/probation was officially revoked.
This field is optional.
H the user entered an incomplete or invalid date in this ficld, an error message appears.

Note: For an individual confined due to a parole/probation violation, the Conviction Date
field should be left blank if the parole/probation has not been officially revoked. The
Conviction date for the original offense should be not entered.

Inmate Starus Code Field
This Aeld identifies the inmate status code.
This field is optional.

The user can select from the drop down list or enter one of the acceptable entries for the
Inmate Status code or leave it blank if the Inmate Status code is unknown.

C - Confined but not convicted. Individual is confined in the comrectional institution,
but i not convicted of a crime.

Y - Convicted. Individual is convicted of a crime <felony or misdemeanor> and is
confined to a correctional institution.

P - Parole/Probation viclator. individual has violated parole/probation. An official
decision was made fo return the individual o confinement at a correctional
institution.

E - Escapee, individual was in the custody of the correction institution but escaped
from the institution.

1 - Not guilty by reason of insanity, guilty but insanc, or found incompetent io stand
trial. Individual is confined to a public institution as a result of a court order in
connection with a criminal case.

X - Sexuually dangerous person. Individual who is confined to a publie institution, by
a court order, because the individual is sexually dangerous person as defined by
State law. Upon completion of the sexualiy-related criminal sentence, the
individual was immediately confined to the public institutiot.
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d - Confined juvenile. Inmate is under age 18 and is in the custody of the juvenile
authorities of a jurisdiction. The inmnate was not tried as an adult for his/her crime.

A - Juvenile convicted as an adult. Inmate is under 18 years of age but was convicted
of a crime as an adulr,

Released Date Ficld

This field identifies the date the prisoner was actually released from custody, “to the
strect™,

This field is optional.

Do not enter the date an inmate was transferred to another facility or a proposed furere
released date,

if the user entered an incomplete or invalid date in this field, an error message appears.
If the released date is later than the current date, an error message appears,
If the released date is not en or after the confinement date, an error message appears.

Facitity ID Code Field

This field identifies the 6-position code that SSA has assigned 1o the correctional facility.
This field is required. '

This field must be filled out in the format XX0999, where X is a letter {A through 2) and

9 is a munber (0 through 9). If the Facility 1D code does not match this format, an error
message will be displayed.

The Pacility 11> Code must be entered for the first prisoner; it does not have to be entered
again unless the facility code is changing (inore than one facility reported by the same
reporter).
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Prisoner List Screen

The Prisoner List Screen is dispiaved after the View or Change Data option on the Main
menu is selected. It is used to view existing prisconer records, edit existing prisoner
records, add new records, or delete existing records.

This screen can be used to add a Released Dare if the individual is released after the
initial entry on the screen, but before the report has been subinitted to SSA.

By default, ali records are sorted in the grid by Last Name:
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If the user selects the <Sort by $5N> button, records will be sorted in the grid by 55N:

Leononaon "
222220222

32i-az-1am

To edit an existing record, the user should select the record in the grid and click on the
<Edit Record:> button.

The Prisoner Data cntry screen for that particular record appears. To add a new record,
the user should select the <Add Record> button to go 10 a blank Prisoner Data entry
screen.

To delete an existing record, the user should select the record in the grid and sciect the
<Delete Record> button.

if the user selects the <Exit> button, the Main Menu screen will be displayed.

To access on-line help information, click on the <Help> menw in the top left corner of the
SCTCEn.
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Submit Data via e-Data Option

If the user selects the <Submit data via e-Data> button fromm Main Menu the file with
entcred data will be created. For e-Data, the correct format for the file name is:
Pxx.mmddyyyy PRERxxxxX

Where
e In Pxx, the xx would be the State abbreviation (e.g., IL, IN, MI, MN, OH. or W1}
» mmddyyyy would be the date that the file is renamed or sent (this is used to
identify different files. If more than one file is sent on the same day, you must use
different dates)
* Rxxxx is the same Reporter ldentification Code (RID} assigned to you by the
Social Security Administration that you use in the preparation of the report

iIf the file was created successfully, the message appears confirming that the tile was
created, showing the actual location for the created file, and asking about connection with
S8A e-Data Web site.

If the user selects “Yes,” the user will be connected with the SSA e-Data Web site.
Remember that only registered ¢-Data users can submit prisoner reporis via e-Data. If no
default browser exists or the Prsoner Data Collection application cannot find the ¢-Data
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Website or the Website is not availablie ar that moment, an error message with an
explanation appcars.

¥ou can send the created file later. Prisoner data files will be located in a directory,
CnSSAPrisonerData\<mmyyyy >, where the “mm™ and “vyyy™ represent, respectively,
the month and year specified as start date for reporting period.
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To Submit Data via Postal Mail Menu Screen

If the user selects the <To Submit Data via Postal Mail> button in Main menu, the
Submit Data via Postal Mail Menu screen with a submenu appears:

monht e Hale

From this menu the user can:

-

Get instructions to create a label for a diskette being submitted to SSA
Get mailing instructions for sending the diskette/CD to S5A

Create and print a diskette/CD transmittal sheet that must be submitted to SSA
with the diskette/CD

Create a file with prisoner data and copy it onto a diskette or CD
Retumn to the Main Menu

To access on-line help information, click on the <Help> menu in the top left corner of the

sCreen,
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Diskette/CD Label Instruction Screen

The Diskette/CD label instruction screen provides the user with the necessary
information to create a label for the diskette/CD being submitted (0 SSA.

When finished viewing the instructions, the user can press the <Return to Menu> button
to return to the “To Submit Data via Postal Mail”* Menu.

To access on-line help information, click on the <Help> menu in the top left corner of the
sCreen.
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Diskette/CD Mailing Instruction Screen

The Diskette/CD Mailing Instruction screen provides the user with the necessary
information to mail the diskette/CIY to SSA. When finished viewing the instruction, the
user should click on the <Retumn to Memu> button to retumn to the” To Submit Data via
Mail™ Menu,

To access on-line help information, click on the <Help> menu in the top left corner of the
screen.

31 September, 2006



Prisoner Data Collection Application User Guide

Diskette/CD Transmittal Sheet Screen

The Diskeute/CD Transmittal Sheet screen is used to enter pertinent information and print the
diskette/CD Transmiital sheet which must be submitted to SSA with the diskerre/CD. If the
uscr attempts to save (select the <Save> button) the record before all required fields are
e:ntered, an cIror Inessage appears.

R3T FAGILITY

If the user selects the <Save> button when all required fields are entered, all entered
information will be saved. Also, the text file with this information will be created on
C:A\SSAPrisonerData\<mmyyyy >\'T'ransmittal Sheet, where the “mm™ and “yyvy”
represent, respectively, the month and year specified as star date for reporting period. If
for some reason you have a problem printing the transmittal using the <Print>> button, you
can open the Transmittal Sheet file using Windows Explorer and print it
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If changes have been made to the data on the screen and the user selects the <Return to
Menu> butto xe appears asking the user to verify the saving of chang

iC FASILITY

et

HAM 5T SUITE 101

T

If the user responds with *““Yes” all changes will be saved and the user retums to the
Submit Data via Postat Mail menu.

If the <Clear- button is selected alt fields on the screen become blank.

To access on-line help information, click on the <Help> menu in the top left commer of the
s»Ccrecn.

Diskette/CD Transmittal Sheet Fields

MNarme of Facility — this field identifies the facility name. The field is required.

Street Address, Linel- this field identifies line 1 of the street address of the facility. This
field is required

Street Address, Line2- this field identifies line 2 of the street address of the facility. This
feld 1s optional.

ity - this field identifies the city in which the facility resides. This field is required.
State - this ficld identifies the state in which the facility resides. This field is required.
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Zip code - this field identifies the zip code in which the facility resides. This field is
required. '

Name of Contact - this ficld identifies the name of person at the facility whom SSA can
contact in case there are questions regarding the diskette/CD. This field is required.
Job Title - this field identifies the job title of the facility contact. This field is required.
Telephone Number - this field identifies the phone number at the facility contact. This
field is required.

E-Mail Address - this field identifies the e-mail address of the facility contact. This field
is optional,

Diskerte/CD Mailing Date - this field identifies the date on which diskette/CD being
mailed, This ficld is required.

To access on-line help information, click on the <Help> menu in the top left corner of the
SLCCCT).
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DISKETTE/CD TRANSMITTAL SHEET

Name of Facility: ABC FACILITY

Streect address: 123 MAIN ST. SLITE 101
City: ELLICOT CITY

State: MD Zip Code: 21055
Job Title: MANAGER

Telephone Nomber: (410)123-2222

Enmail Address: iSmithedabclacility.com
Mailing Date: 10/04/20086

Reporter Identification Code (RID): 0051

Type of report: R

Media Type: Diskette D

Reporting Period: | 07/01/2006 - 07/31/2006
Resubmission 123

(Circle appropriate choice only if this diskette/C) is o resubmission of diskette/CD returacd to you
because of ervors)

Note: Instruction for resubmitting revised diskettes/CD are found in the SSA Enumeration
Verifleation System User Package far Correction and Mental Health Institutions.

Mail your Diskette/CD to
Social Security Administration
O 0, DES, Prisoner-Metro West
P.O, Box 33004
Baltimore, MD 21290-3004
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Create Diskette/CD with Prisoner Data Fite

If the user selects the <Create File with Prisoner Data>> option on the Subimit Data via
Postal Mail menu the <Save As> Windows dtalog with default file name and current
foider ont C: drive: should appear,

. M) Prsonmalata mo
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field “Save in:) to A and. seiect <Save>.

As soon as the file is saved on diskette the <Save As> Windows dialog disappears.

To ecreate CID with this file

1. Save the file on hard drive in your computer. Just select <Save> on the <Save as>
Windows dialog on your screen, The file will be saved in

C:\SSAPrisonerDatav<mmyyyy >\ EVSmmyyyy.PRS

2. Open Windows Explore

3. Open the SSAPrisonerData folder on your C: drive

4. Copy EVS mmyyyy.PRS file.

4. Paste the file on CD drive and make right click on CD drive.
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6. Select <Write these files to CD> from pull down menu and the first screen <CD
Writing Wizard> appears.
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Weicome to the CD Writing
Wizard

Fhit wizard Felps you write, or cacord, vour Fles tn a CD
Tecording drive.

Typa the natme you want Lo grve Lo this S0, or kst chck et
to Use the namd beadow.

0 tomme;

Mo Files by mittan bo tha O wil raplace wy Fms
whrsvacty on e 0 F Hhmy s Ehe Sanmer futhe.

7] Closs the wizard after tha Flsx have been weitten

Clivk on <Next> and follow instructions for the next steps.
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Exiting the Program
There are two options for exiting Prisoner Data Collection 2006 application:
« (Click the <Bxit Program> button located on the Main Menu Screen; or

s Click the standard Windows close button (the small *x” in the upper right hand
corner of the sereen).
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