Guidelines for MIS data validation
Background
It is important to note that this phase of the data validation is done to achieve very specific objectives within the lifecycle of the MIS.  Focussing only on a relatively small number of fields required for the monthly, quarterly and DORA reports, it may in time have to be revisited to complete baseline information.
Validation MIS

This version of the MIS, known as the Validation MIS (VMIS) and identied by a "use only for data validation" logo on the home page, is an adapted version for the sole purpose of data validation.  It differs from the live MIS at mig.dplg.gov.za in the following respects:

· Incomplete forms can be submitted (many sections just have to be opened and saved without validating anything).

· All forms except MIG1 can be edited after registration.  MIG1 only by processing and amendment.

· A new section “Data validation” has been added to the end of MIG1 to capture a number of fields that would have required opening several other sections. 

· The workflow has been changed so that a form recommended by the Provincial MIG Manager is immediately registered (this is acceptable because all projects involved in the validation have already been registered).

· Requests for payment have been replaced by actual expenditure.

· The library has been removed to limit file size for deployment.

· It is temporarily installed on your LAN to provide rapid response.  The data will be transferred to the live MIS during September.
Objective
The objective of this phase of the validation is to stabilise basic reporting from the MIS by ensuring that monthly, quarterly and DORA reports drawn from the MIS for June 2005 match the corresponding manually prepared reports.

Once this has been achieved, and the data transferred to the live MIS the next phase, aimed at phasing out manual reporting altogether will commence by updating projects that have shown movement since 10 July 2005.  If this is completed before the November Quarterly, there should be little if any difference between MIS and manual reports, signalling the end of manual reporting.


All projects registered after 10 July 2005 must be captured on the live MIS at mig.dplg.gov.za.
Guidelines
Login

The Validation MIS (VMIS) is supplied with one login as a Provincial MIG Manager (PMM).  The VMIS will allow multiple users to log in using the same user name and password.  The password can be changed by clicking on Maintain my profile but please bear in mind that all users will be affected by such a change.
The above is probably not ideal but no different from multiple users working on the same spreadsheet.  The single login is necessary because:

· user administration is totally reliant on e-mail, which is not be available to the VMIS, and
· to allow the Provincial Manager or someone with delegated responsibility to edit forms that he/she may not have captured himself/herself.
Validation
Task 1: Identify missing projects
Step 1. Run the VMIS Project List report. 

Step 2. Compare the VMIS project list with your own project list and note all the projects that should be deleted from the VMIS as well as the projects that are missing from the VMIS.  Remember that projects registered after 10 July 2005 should not be considered missing as they need to be captured and managed in the live MIS at mig.dplg.gov.za.
Task 2: Delete unwanted projects

Step 1. Find the projects that should be deleted by using the Advanced filter. 

Step 2. Click on the Project name hyperlink to open the form.
Step 3. Open the Header section or any other section that will confirm to you that it is the right project.

Step 4. If you are absolutely sure click Delete on the action bar.  If you are hesitant to delete the project rather type the word Delete at the beginning of the Project name in the Header section, but you then have to correct for these projects when you assess results in Task 8 and remember to delete them later.
Note:  To allow you to assess the results of your validation along the way it is imperative that you execute the following tasks (3 to 8) LM by LM.
Task 3: Validate project registration (MIG1) - Migrated projects
Step 1. Find registration forms for the LM using the Advanced filter.
Step 2. Click on the Project name hyperlink to open the form.
Step 3. Validate and save Header.  The Project type cannot be changed here because it is calculated from Section 3.4.
Step 4. Validate and save Section 2 (Applicant).
Step 5. Validate and save Section 3 (Project details).
Step 6. Capture and save Section 14 (Data validation) containing miscellaneous fields normally found in other sections as well as the Project Status which is normally derived from workflow.
Step 7. Submit form by clicking Submit.
Step 8. Recommend the form by clicking Recommend on the action bar.  In VMIS this will also register the project.  If you subsequently want to edit the form again you will have to use the Amend functionality.
Step 9. Repeat for all forms in LM.
Task 4: Capture project registration (MIG1) - Missing projects

Step 1. Capture and save Header.  The Project type cannot be changed here because it is calculated from Section 3.4.
Step 2. Capture and save Section 2 (Applicant).

Step 3. Capture and save Section 3 (Project details).

Step 4. Capture and save Section 14 (Data validation) containing miscellaneous fields normally found in other sections as well as the Project Status which is normally derived from workflow.

Step 5. Submit form by clicking Submit. 

Step 6. Recommend the form by clicking Recommend on the action bar.  In VMIS this will register the project.  If you subsequently want to edit the form again you will have to use the Amend functionality.
Step 7. Repeat for all missing forms in LM.

Task 5: Projects not yet in Construction Phase
This task only applies to projects that have not reached the construction phase.  For projects that have, proceed to Task 6.
Step 1. Capture and save MIG6 Header.
Step 2. Capture and save MIG6 Section 1 (Expenditure at end of March 2005).

NB!! On the live MIS, Section 1 normally captures a Request For Payment.  In the VMIS this has been changed to capture actual expenditure, so please capture the cumulative actual expenditure on all consultants up to the end of March 2005 against the company named History (Consultants).

The VMIS is supplied with a company named History (Consultants) that can be used for capturing historical payments without capturing a MIG4 form.  While it is highly recommended that you use this company, nothing stops you from registering the actual consultant(s), but this will obviously take longer and should not be attempted unless you are confident that you can complete the validation within the time available (see Important Dates).  The main disadvantage of using the History company is that one should not trust the balances shown on the Claims Tab of the Project Overview until such time as the data has been transferred to the live MIS and actual consultants have been captured for the remainder of what has not been "paid" to the History company.
Step 3. Open and close Section 2 (Cash flow) to populate it with default values.
Step 4. Capture and save Section 6 (Data Validation).  Select March 2005 in the monthly cycle dropdown list.
Step 5. Recommend the form.  In VMIS this will register the form but it will remain editable after registration.  Expenditure will immediately reflect on reports without having to go through the normal procedure of entering a voucher number to declare that a RFP has been paid.  

Once the form is registered you can change the values in Section 1 (Actual expenditure), but do not attempt to enter values in a line that was not previously captured or remove values from a line that was previously captured.  This will have an adverse effect on the expenses being reflected.
Step 6. Capture and save a second MIG6 Header.

Step 7. Capture and save MIG6 Section 1 (Expenditure for April, May and June 2005).

Capture the total actual expenditure on all consultants for April, May and June 2005 against the company named History (Consultants).  This two-step capturing of expenses is necessary to ensure that expenditure is reflected in the correct financial year.
Step 8. Capture and save Section 2 (Cash flow) at the end of June.
Step 9. Capture and save Section 6 (Data Validation).  Select June 2005 in the monthly cycle dropdown list.

Step 10. Recommend the form.  In VMIS this will register the form but it will remain editable after registration.  Expenditure will immediately reflect on reports without having to go through the normal procedure of entering a voucher number to declare that a RFP has been paid.

Once the form is registered you can change the values in Section 1 (Actual expenditure), but do not attempt to enter values in a line that was not previously captured or remove values from a line that was previously captured.  This will have an adverse effect on the expenses being reflected.

Step 11. Repeat for all projects in LM.

Task 6: Projects in Construction Phase
This task only applies to projects that are in the construction phase.  For completed projects please proceed to Task 7.
Step 1. Capture and save MIG8 Header.

Step 2. Capture and save MIG8 Section 1 (Expenditure at end of March 2005).

NB!! On the live MIS, Section 1 normally captures a Request For Payment.  In the VMIS this has been changed to capture actual expenditure, so please capture the total actual expenditure on all consultants and contractors up to the end of June 2005 against the companies History (Consultants) and History (Contractors).

The VMIS is supplied with a two companies named History (Consultants) and History (Contractors) that can be used for capturing historical payments without capturing a MIG4 or MIG5 forms.  While it is highly recommended that you use these companies, nothing stops you from registering the actual consultant(s) and contractor(s), but this will obviously take longer and should not be attempted unless you are confident that you can complete the validation within the time available (see Important Dates).  The main disadvantage of using the History companies is that one should not trust the balances shown on the Claims Tab of the Project Overview until such time as the data has been transferred to the live MIS and actual consultants/contractors have been captured for the remainder of what has not been "paid" to the History companies.
Step 3. Open and close sections 4,5,9 to populate them with default values.

Step 4. Capture and save Section 12 (Data Validation).  Select March 2005 in the monthly cycle dropdown list.

Step 5. Recommend the form.  In VMIS this will register the form but it will remain editable after registration.  Expenditure will immediately reflect on reports without having to go through the normal procedure of entering a voucher number to declare that a RFP has been paid.

Once the form is registered you can change the values in Section 1 (Actual expenditure), but do not attempt to enter values in a line that was not previously captured or remove values from a line that was previously captured.  This will have an adverse effect on the expenses being reflected.

Step 6. Capture and save a second MIG8 Header.

Step 7. Capture and save MIG8 Section 1 (Expenditure for April, May and June 2005).

Capture the total actual expenditure on all consultants and contractors for April, May and June 2005 against the companies named History (Consultants) and History (Contractors).  This two-step capturing of expenses is necessary to ensure that expenditure is reflected in the correct financial year.

Step 8. Capture and save MIG8 Section 4 (Actual employment) at end of June.

Step 9. Capture and save MIG8 Section 5 (Training) at the end of June.

Step 10. Capture and save MIG8 Section 6 (SMME).

Step 11. Capture and save MIG8 Section 7 (BEE).

Step 12. Capture and save MIG8 Section 9 (Cash flow) at the end of June.
Step 13. Capture and save Section 12 (Data Validation).  Select June 2005 in the monthly cycle dropdown list.

Step 14. Recommend the form. In VMIS this will register the form but it will remain editable after registration.  Expenditure will immediately reflect on reports without going through the normal procedure of entering a voucher number to declare that a RFP has been paid.

Once the form is registered you can change the values in Section 1 (Actual expenditure), but do not attempt to enter values in a line that was not previously captured or remove values from a line that was previously captured.  This will have an adverse effect on the expenses being reflected.

Step 15. Repeat for all projects in LM.

Task 7: Completed projects
This task only applies to projects that have been completed.
Step 1. Capture and save MIG8 Header.

Step 2. Capture and save MIG8 Section 1 (Expenditure at end of March 2005).

NB!! On the live MIS, Section 1 normally captures a Request For Payment.  In the VMIS this has been changed to capture actual expenditure, so please capture the total actual expenditure on all consultants and contractors up to the end of June 2005 against the companies History (Consultants) and History (Contractors).

The VMIS is supplied with a two companies named History (Consultants) and History (Contractors) that can be used for capturing historical payments without capturing a MIG4 or MIG5 forms.  While it is highly recommended that you use this company, nothing stops you from registering the actual consultant(s) and contractor(s), but this will obviously take longer and should not be attempted unless you are confident that you can complete the validation within the time available (see Important Dates).

Step 3. Open and close sections 4,5,9 to populate them with default values.

Step 4. Capture and save Section 12 (Data Validation).  Select March 2005 in the monthly cycle dropdown list.

Step 5. Recommend the form.  In VMIS this will register the form but it will remain editable after registration.  Expenditure will immediately reflect on reports without having to go through the normal procedure of entering a voucher number to declare that a RFP has been paid.

Once the form is registered you can change the values in Section 1 (Actual expenditure), but do not attempt to enter values in a line that was not previously captured or remove values from a line that was previously captured.  This will have an adverse effect on the expenses being reflected.

Step 6. Capture and save a second MIG8 Header.

Step 7. Capture and save MIG8 Section 1 (Expenditure for April, May and June 2005).

Capture the total actual expenditure on all consultants and contractors for April, May and June 2005 against the companies named History (Consultants) and History (Contractors).  This two-step capturing of expenses is necessary to ensure that expenditure is reflected in the correct financial year.

Step 8. Open and close sections 4,5,9 to populate them with default values.

Step 9. Recommend the form. In VMIS this will register the form but it will remain editable after registration.  Expenditure will immediately reflect on reports without going through the normal procedure of entering a voucher number to declare that a RFP has been paid.

Once the form is registered you can change the values in Section 1 (Actual expenditure), but do not attempt to enter values in a line that was not previously captured or remove values from a line that was previously captured.  This will have an adverse effect on the expenses being reflected.

Step 10. Capture and save Section 12 (Data Validation).  Select June 2005 in the monthly cycle dropdown list.

Step 11. Recommend the form.  In VMIS this will register the form but it will remain editable after registration.  Expenditure will immediately reflect on reports without having to go through the normal procedure of entering a voucher number to declare that a RFP has been paid.

Step 12. Capture and save MIG9 header.

Step 13. Capture and save MIG9 Section 2 (Actual employment).

Step 14. Capture and save MIG9 Section 3 (Training).

Step 15. Capture and save MIG9 Section 4 (SMME).

Step 16. Capture and save MIG9 Section 5 (BEE).
Step 17. Capture and save MIG9 Section 7 (Outputs and Targets).
Step 18. Recommend the form by clicking Recommend on the action bar In VMIS this will register the form but it will remain editable after registration.
Step 19. Repeat for all projects in LM.

Task 8: Assess results for LM
This task is aimed at assessing the results of the validation done by comparing reports drawn from the VMIS with reports submitted by province for the end of June 2005.

Step 1. Run project list report and save on a local or network disk.
Step 2. Run quarterly report and save on a local or network disk.
Step 3. Open the VMIS reports and make a Pivot Table or use AutoFilter (Data/Filter/AutoFilter on Excel menu) to display only desired results.  For example to determine the MIG value of B-component projects in Completed phase, select the LM from drop down in columns B or C of the Project List spreadsheet, select B from drop down in column J and select Completed from drop down in column L.  Then select column T by clicking the column header to obtain the sum of all filtered projects.  The sum is displayed bottom right and can be changed to display different results (such as count) by right clicking the results bar.
Repeat Tasks 3 to 8 for all LMs.

Task 9: Assess overall results for Province

The last task is intended to be a final provincial level comparison of reports drawn from the VMIS and  reports submitted by province for the end of June 2005.

Target dates

Complete Tasks 1 and to for all projects

17 August 2005
Complete Tasks 3 to 8 for first DM


17 August 2005

Complete all tasks for all projects 


18 September 2005
