™

The Catalyst for Service Companies
Seeking to Balance People and Profits

DATA
ASSISTANT.

Simple.
Accurate.
Secure.

People Report Data Assistant ™ User Guide

Revised 1% Quarter 2007
Version 1.01

15851 Dallas Parkway, Suite 1101
Addison, TX 75001

972-364-0490 TEL

972-385-0027 FAX
http://www.peoplereport.com



The Catalyst for Service Companies
Seeking to Balance People and Profits
™

Table of Contents

Page
Using the Data Assistant — Quick Start Guide ..., 1
WhO iS the Data ASSISTANT?  ...ooiieiiiiei ittt 2
FiNding the Data ASSISTANT  ......coiiiiiiiiieite e 2
Working with the Data ASSISTANT  ........uiiiiiiiieiee e a e 4
Submit Data to the Data Assistant for Error REpOrting............ccovcvveeeeiniiireenniiiieeeeenee 4
Submit Data to People Report Analyst..........occuviiiiiiiiiiiiiiceeee e 5
EFTOr REPOIS ..ttt et e e e e s e s r e e e e e e e e e e e e nnnees 7
Y o] g =T oo o] 1 1 = | P 7
T 10T oL (=] To T = 7
Error Definitions — Table L... ... e e 9
Hire, Promote, & Term SUIVEY EITOrS.......c.uuiit i i e e e e 9
SUMMANY SUIVEY ErTOrS ...ttt st et et e e e e e e e e e v e e 11
Frequently Asked QUESHIONS ... ..ottt et e e e e e e e e e 12

& Questions or Problems? Call 972-364-0490 or email data@peoplereport.com ii




The Catalyst for Service Companies
PE Pl[ n EP nT Seeking to Balance People and Profits
™

Using the Data Assistant

Quick Start Guide

1. Visit www.peoplereport.com and click on Member Resources on the left navigation menu.
This opens the Member's Home page. Next click on People Report Data Assistant

2. Select your company from the drop down list and enter your company password.

3. Select “Submit data for Error Reporting ,” enter your email address, select the Excel file
which contains your data, and click Submit .

4. An Error Report will be automatically generated and emailed to you. Please look over and
make any necessary changes. You can repeat steps #3 and #4 until all errors have been
addressed.

5. When you are comfortable with your Error Report, you must then use the Data Assistant to
“Submit data to People Report Analyst.” Submitting Data to the Analyst is the final step in

the submission process, which indicates that your data is ready to be reviewed and analyzed
by the People Report Analyst team.

6. Once you have submitted data to your People Report Analyst using the Data Assistant, your
analyst will personally review your data and contact you with any questions.

’&y Questions or Problems? Call 972-364-0490 or email data@peoplereport.com 1
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Who is the Data Assistant?

The People Report Data Assistant is an online utility that has been created to provide our members with two services:

1. Asimple, accurate and secure method to submity  our confidential quarterly data to People Report

When quarterly data is submitted through the Data Assistant, the data is encrypted and sent directly to People Report,
ensuring the security and confidentiality of the information submitted. This is the same level of security provided by
major online banking institutions and retailers.

2. Instant feedback on errors in your quarterly dat a

People Report members have access to People Report's proprietary data cleaning software through the Data
Assistant. In order to assist our members in ensuring that the data submitted is accurate and consistent, the Data
Assistant will automatically email an Error Report shortly after the data has been uploaded. This provides an
opportunity to review any errors and allows the user to make the necessary corrections before proceeding to the final
step of submitting data to your People Report Analyst.

NOTE:

Finding the Data Assistant

To access the Data Assistant, visit People Report’'s website at www.peoplereport.com . On the menu bar located on the
left-hand side of the screen, click Member Resources. (See Figure 1)
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NOTE:

NOTE: # "

Clicking on Member Resources directs you to the Member’'s Home page. Next, click on People Report Data Assistant.
(See Figure 2)
FIGURE 2
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After selecting the People Report Data Assistant from the Member's Home page, you will be directed to the Data
Assistant log in screen. (See Figure 3)
FIGURE 3
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Select your company from the drop down list (companies are listed in alphabetical order). Enter your company’'s
password and click Log in . You are now logged into the Data Assistant.

NOTE:
" 0*+,%

Working with the Data Assistant

Once logged into the Data Assistant, submit your data in 2 easy steps:

1. Submit data for Error Reporting
2. Submit data to People Report Analyst

The first step in the data submission process is to Submit data for Error Reporting . Data should then be adjusted

accordingly, based on the corresponding Error Report. Following data adjustment, you must then Submit data to People
Report Analyst .

1. Submit data for Error Reporting  (see Figure 4)

FIGURE 4

Enter the email address to which you would like your Error Report sent. Click Browse , select the Excel spreadsheet
you would like to submit for Error Reporting, and then press Submit. The following screen should appear, confirming
that your submission was successfully processed. (See Figure 5)

NOTE:
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FIGURE 5

An Error Report will be sent to the specified email address within 15 minutes. To learn how to use your Error Report
see Page 7. Once you have reviewed your Error Report and made any necessary adjustments to your data, you
must then proceed to the next step: Submit Data to People Report Analyst. Please note that you can submit your
data for an Error Reporting multiple times. For example, before submitting your data to a People Report Analyst, you
may resubmit your data for an additional Error Report to ensure that the adjustments you have made are correct.

NOTE: / 0

2. Submit data to People Report Analyst

After you have completed Step 1, by submitting data to the Data Assistant for Error Reporting and have made any
necessary adjustments, proceed to Step 2 to submit your data to a People Report Analyst. This option allows you to
formally submit your data for the quarter. (See Figure 6)

Questions or Problems? Call 972-364-0490 or email data@peoplereport.com 5




FIGURE 6

Enter the address to which you would like an email sent confirming that People Report has received your data. Click
Browse and select the Excel spreadsheet you would like to submit to your People Report Analyst. In the Comments
box, enter any information you would like your People Report Analyst to be aware of when reviewing your file. For

example:
“Bonus data not included, will send it to you tomorrow - Jane”
“Recruiting Costs not included. | will send them to you by the end of the week - Joe”

Once you are ready, press Submit. You should see the following screen, confirming that your submission was
successfully processed (See Figure 7).

FIGURE 7

An email confirming receipt of your data will be emailed to the specified email address within 15 minutes.
Once you have submitted your data to your People Report Analyst, your assigned analyst will review your data and
contact you with any additional questions/concerns regarding your data.
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Error Reports

Error Report Format

After you have used the Data Assistant to Submit data for Error Reporting , an email containing your Error Report is
sent to the specified email address. The Error Report will look similar to the following:

FIGURE 8

Hire Survey processing for YOUR COMPANY NAME:
ERROR 5: at ss row 33 edit check failed for fietssflon pos. not allowed = MIT
ALERT 27: at ss row 33 Seg B Source = 1 and MoseReExp = 7

Total spreadsheet records = 147

Term Survey processing for YOUR COMPANY NAME:
ALERT 25: at ss row 43 Perf Review N/A and yrs &yment = 3.67
ALERT 28: at ss row 65 Possible position mis-ctuteMIT

Total spreadsheet records = 98
Summary Survey processing for YOUR COMPANY NAME:

ALERT 12: Q 16B MIT terms do not match count frderm Survey - difference = 2
ALERT 8: Q 12 position control check failed foeffil Class Training - AGM bad value = 24

Summary Survey Processed

The errors are reported to you in the following order: Hire Survey, Promote Survey, Term Survey, and Summary
Survey. The first line you will see is: Hire Survey processing for YOUR COMPANY NAME:, followed by any potential
errors the Data Assistant found on your Hire survey. See Page 9, Table 1 for a definition of each error. Below
the Hire Survey Errors you will see the following line: Total spreadsheet recs = Xwhere “x” is the total number of Hire
Survey records the Data Assistant found on your Hire Survey. This number should match the number of records
on the Hire Survey in your Excel file. This count will help you verify that the Data Assistant has found and
reviewed all the hires you have reported for the quarter.

Similarly, the error reporting for the Promote, Term, and Summary Surveys begins with: Promote/Term/Summary
Survey processing for YOUR COMPANY NAME:, followed by any potential errors on each survey processed.

Interpreting Errors  (see Figure 9)

The Error Report will have two types of natifications: “ALERT” and “ERROR”. Each ALERT or ERROR is followed by
a numeric code, such as: “ERROR 5’ or “ALERT 22" By looking this code up on Page 9, Table 1, you can determine
what this error code means and how you can resolve the problem.

Following each notification type and numeric code you will see the following: “at ss row 24. This indicates the row in the
Excel spreadsheet for which the particular error was found by the Data Assistant.

After indicating the spreadsheet row, a short description of the problem is given. For example: "term type/reason logic check
failed".

Questions or Problems? Call 972-364-0490 or email data@peoplereport.com 7




FIGURE 9

The notification listed above indicates an error in row 24 of the Excel spreadsheet. Using Table 1, the user can
discern that there is an inconsistency with the reported Education Level and Type of Degree. For example, the

individual may be listed as having a Bachelor's Degree under Education Level, but the Type of Degree is reported
as having No College Degree.

NOTE:

02 " 30
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Error Definitions - TABLE 1
HIRE, PROMOTE, & TERM SURVEY ERRORS

TYPE

ERROR

CODE
1

DESCRIPTION

rows X and Y are duplicates

DEFINITION
Spreadsheet rows X and Y are possibly identical records. If they are determined to
be duplicates, one should be deleted from the data. CAUTION: the Data Assistant
may interpret common names such as John Smith as duplicate records
Example: ERROR 1: rows 37 and 146 are duplicates

ERROR

edit check failed for field X bad
value = <VALUE>

For field X (field X can be any column heading on the Hire, Promote, or Term
Survey) the value entered is invalid. Most commonly this is an invalid Category
Code, a typographical error, or incorrect usage of N/A and UNK.

Example: ERROR 5: at ss row 11 edit check failed for field Position pos. not allowed = MIT

ERROR

ed level/degree logic check failed

The Education Level reported is not consistent with the Type of Degree reported for
the record, or the Type of Degree reported is not consistent with the Education Level
reported for the record. For example, reporting 3 (Associate’s Degree) for Education
Level and 9 (No College Degree) as the Type of Degree would produce this error.
Example: ERROR 8: at ss row 24 ed level/degree logic check failed

ERROR

13

term type/reason logic check failed

The Type of Termination (Voluntary, Involuntary, or Mutual) is not consistent with the
data reported for Reason Voluntary or Reason Involuntary. For example, you have
reported a Termination Type of 1 (Voluntary) and an Involuntary Reason 1 (Poor
Performance). CAUTION: if you have reported the Term Type as 3 (Mutual) both
the Reason Voluntary and Reason Involuntary should be reported as N/A.

Example: ERROR 13: at ss row 29 term type/reason logic check failed

ALERT

22

yrs experience to age logic check
failed

The Age and the Years of Unit Level Non-management and Years of Management
Experience are not consistent. This alert occurs if the age minus the sum of years of
both types of experience results in an age of less than 14 years old.

Example: ALERT 22: at ss row 24 yrs experience to age logic check failed: age=13

ALERT

23

yrs employment to age logic check
failed

The Length of Employment is not consistent with the Age reported. This alert occurs
if the age minus the Length of Employment results in an age of less than 16 years.
CAUTION: Length of Employment should be the tenure as a manager only; it should
NOT include years as an hourly employee.

Example: ALERT 23: at ss row 7 yrs employment to age logic check failed: age=8

Questions or Problems? Call 972-364-0490 or email data@peoplereport.com 9




HIRE, PROMOTE, & TERM SURVEY ERRORS (CONTINUED)

TYPE

ALERT

CODE

25

DESCRIPTION

perf review N/A and yrs
employment > 1

DEFINITION

The record has been reported with a Most Recent Performance Review of N/A, but has
been employed for greater than 1 year. Please note that N/A should only be used for Most
Recent Performance Review if the employee was not employed long enough to receive
their first review. If the information is not known, please use UNK for unknown.

Example: ALERT 25: at ss row 43 Perf Review N/A and yrs employment = 3.67

ALERT

26

city/state invalid for specified zip
code

The city and state given do not match the zip code given. The Data Assistant will suggest
the correct state if possible. CAUTION: this error can be caused by typographical errors.
Example: ERROR 26: at ss row 9 state incorrect - should be CA

ALERT

27

most recent experience/source logic
check failed

The record reported has a Internal Promotion (1) listed as the Source, but for their Most
Recent Experience they have been reported as a category that is not associated with your
concept type. Please note that if you have an internal promotion the Most Recent
Experience reported should be consistent with your concept.

Example: ALERT 27: at ss row 22 Seg B Source = 1 and Most Recent Exp = 8

ALERT

28

possible position mis-code for MIT

Based on the length of employment, the terminated manager should or should not be an
MIT. If an employee was terminated before completing the training program they should
be reported on the Term Survey as an MIT. The Data Assistant lists the Length of
Employment in weeks at the end of the error. Based on what you have reported for #14 on
the Summary Survey (Length of OJT program), the Data Assistant has flagged this record
as a possible mis-code for the position since the number of weeks of employment exceeds
or falls short of the length of the OJT program. CAUTION: the number of MIT terminations
reported on the Term Survey should match the number reported for #16bii on the
Summary Survey. Please note that while the position code MIT is not valid on the Hire and
Promote Survey, it is valid on the Term Survey.

Example: ALERT 28: at ss row 44 Possible position mis-code for MIT — position = MIT weeks = 40

ALERT

29

invalid internal promote based on
profile

The record has been reported with Internal Promotion (1) listed as the Source, although
based on People Report records, only managers can be directly promoted to this position.
Please note that management to management promotions should NOT be reported in your
Hire Survey data. Only promotions that are hourly to management at your company
should be reported on Hire Survey. For example, a non-supervisory employee promoted
to supervisory/management position should be reported on the Hire Survey, but a manager
promoted to a higher management/supervisory position should be reported on the Promote
Survey.

Example: ALERT 29: at ss row 23 Invalid internal promote based on profile

Questions or Problems? Call 972-364-0490 or email data@peoplereport.com 10




HIRE, PROMOTE, & TERM SURVEY ERRORS (CONTINUED)

TYPE CODE DESCRIPTION DEFINITION
The record on the Promote Survey is reported as having been hired after, or on the date of,
ERROR 30 hire date>=promote date the promotion. This should be adjusted so that the promotion occurs after the date of hire.
ERROR 30: at ss row 7 hire date >= promote date
: On the Promote Survey, the individual's base salary after the promotion is reported as
< . . . . "
ERROR 31 E;cl);?ote salary<previous base being lower than the salary in their previous position.
y ERROR 31: at ss row 7 promote salary < previous base salary
On the Promote Survey, the individual's Date of Current Promotion is less than 30 days
<
ALERT 32 Eir:)err:j(;tteedate than 30 days ater | ¢ their Date Hired Into Management.
ALERT 32: at ss row 23 promote date < than 30 days after hire date
_ ; On the Promote Survey, the individuals Base Salary in Previous Position is equal to the
ALERT 35 promote salary = previous base Base Salary After Promotion.

salary

ALERT 32: at ss row 23 promote salary = previous base salary

SUMMARY SURVEY ERRORS

TYPE CODE DESCRIPTION DEFINITION
For field X (field X can be Question # 9, 10a, 10b, 12, 13, 14, or 16a for any position),
ERROR 5 edit check failed for field X bad this error occurs if the value entered is i'nvalid. Th?s error generally indicates that you
value = <VALUE> have entered a value that the Data Assistant considers to be too large or too small.
Example: ERROR 5: Q 10A edit check failed for field Bonus - CAT bad value =17810
For field X (field X can be Question # 9, 10a, 10b, 12, 13, 14, or 16a for any position),
ERROR 8 position control check failed for field this error occurs when you have entered a value for a position that is invalid for your

X position Y

company.
Example: ERROR 11: Q 12 position control check failed for field Class Training - KM bad value
=28
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Frequently Asked Questions

Q: What are the benefits of using the Data Assista  nt?

A: The Data Assistant is a tool created to help ensure the accuracy of submitted data and to expedite the data review
process. The Data Assistant allows you to correct many errors before submitting data, a process which will help to
provide more accurate results, as well as reduce the number of questions you will be asked to answer after your data has
been reviewed by a People Report Analyst.

Q: How many times | am supposed to submit my data to the Data Assistant?

A: You must submit data to the Data Assistant a minimum of two times---once for Error Reporting, and once to submit
your data to a People Report Analyst. However, you can submit data to the Data Assistant as often as necessary. For
example, you may want to again submit data for Error Reporting after making any changes in order to verify that all
necessary corrections have been made. When satisfied that all errors have been addressed, you can submit the data to
your People Report Analyst.

Q: What is the difference between running the Data  Assistant for Error Reporting and using the Data A ssistant to
Submit Data to an Analyst?

A: Submitting data for Error Reporting is a preliminary step which helps you to ensure that the data being submitted does
not contain errors that can be easily fixed. Submitting Data to the Analyst is the final step in the submission process,
which indicates that your data is ready to be reviewed and analyzed by the People Report team.

Q: What if | submit a file and immediately realize  that there was a change | forgot to make?

A: You can submit your quarterly data as many times as you need to. However, please wait to receive a confirmation of
your first submission before submitting your file again and/or be sure to leave a comment for your People Report Analyst
so that they are aware of this.

Q: I do not know why the Data Assistant is giving me an error. | know what | entered is correct and the Data
Assistant still gives me an error. What should1d  0?

A: You can contact your People Report Analyst at 972-364-0490 or via email and they can help you resolve the issue.
You can also submit your data as is. Remember, a People Report Analyst will always personally review your data after
you have submitted it.

Q: I received my Error Report and the list of erro  rs is extremely long. Why?

A: Your Error Report may appear to be quite extensive because you have made the same error repeatedly. If you
identify and correct that error and then re-run the file though the Data Assistant, you will find that your Error Report will be
reduced to a manageable size.

Q: Will a People Report Analyst still review my da  ta?

A: A People Report Analyst will still personally review your data and contact you regarding any outstanding issues they
discover regarding the data you submitted. Any questions or concerns you may have at any time can still be directed to
your Analyst. You can contact your People Report Analyst at 972-364-0490 or via email.

Shyam Patel 972-364-0490 Ext. 101 shyam@peoplereport.com
Victor Fernandez 972-364-0490 Ext. 102 victor@peoplereport.com
Michael Harms 972-364-0490 Ext. 103 michael@peoplereport.com
Kathy Cavin 972-364-0490 Ext. 105 kathy@peoplereport.com
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