Data Extract Checklist

We encourage you to review these items prior to submitting the extract.  As the data for the extract is also the data used for the Quarterly Report, performing the checks prior to submission will ensure complete and accurate data- both for Quarterly Reporting and for other Self Evaluation needs.
 

	Checklist Items:
	How to Fix Possible Errors:

	All sheets/tabs are present
	All tabs should be present if using latest database version and the Export to UCB option.  If you are not using the current database version or are creating a customized export, confirm that all the sheets/tabs are present
.

	Values are present for RsnInvlv, PlcDecision, and Recommendations on Meet/Child Sheet [qry_010_ExportMeetChild]
	If recommendation information is missing, then chances are your county is not using the 'Add Child Information' form correctly.  Enter a ‘Reason for Involvement’ and ‘Recommendation’ for EACH CHILD that is the focus of the meeting (by using navigation buttons at bottom of ‘Add Child Information’ form).  A ‘PlcDecision’ and ‘Recommendation’ should ALWAYS be entered, even if reached on review. Using N/A (No out-of-home placement recommended) is preferred for cases where the child is remaining/returning home.
Contact TDM Support for instructions on how to change these to required fields.

	Standard values are contained in all Lookup Table Sheets [tblLUPRsnInvlv, tblLUPImmRsk, tblLUPEmrgPlc, tblLUPPlcMv, tblLUPExtPlc, tblLUPRecommendation] 


	UCB will check tables to see if modified from standard TDM database.  If your county has made changes to the lookup tables, some reports may not work correctly.  Please contact TDM Support if you have concerns in this area. 

	Unique values contained in Lookup Table [tblLUPLocation] Column C [Name]
	If there are duplicate location names it means reports will not work properly, including the quarterly report.  Please email TDM Support and we can provide instructions on how to fix this problem.

	All rows contain Child Client numbers [ChildClntNo] in Meet/Child Sheet [qry_010_ExportMeetChild]
	Any missing child client numbers is a problem as these IDs are used to link TDM data to CWS/CMS.  These are required numbers.

	All/most rows contain Child Case numbers [ChildCaseNo] in Meet/Child Sheet [qry_010_ExportMeetChild]
	Although this is not a required field, we strongly suggest you utilize it (for those who have case numbers).  The Child Case numbers are used to link to CWS/CMS in the event that the Child Client Number is invalid.

	All rows contain Child DOB [ChildDOB] in Meet/Child Sheet [qry_010_ExportMeetChild]
	Although this is not a required field, we strongly suggest you utilize it as the Child DOB provides a check against CWS/CMS for TDM data accuracy.


� Beginning with Q1 2006, we will review both the Quarterly Reports and Data Extracts for errors, missing information, and inconsistencies. If we find something in the review, we will email the sender with the issue(s) found. As part of this process, we expect counties to revise and resubmit the report/extract within four weeks.


� Required sheets/tabs: qry_010_ExportMeetChild, qry_020_ExportRefNo, qry_030_Meet, tblExport, tblAgencyInfo, tblLUPRsnInvlv, tblLUPImmRsk, tblLUPEmrgPlc, tblLUPPlcMv, tblLUPExtPlc, tblLUPFacilitator, tblLUPLocationType, tblLUPLocation, tblLUPRecommendation, tblLUPRemovalCirc.
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