DEPARTMENT OF HEALTH & HUMAN SERVICES r

Centers for Medicare & Medicaid Services m
7500 Security Boulevard, Mail Stop N2-14-26

Baltimore, Maryland 21244-1850

CENTERS for MEDICARE & MEDICAID SERVICES

Central Data Administration

Usage Guide: Name Checker Utility v1.606

January 9, 2013

Prepared by:
Office of Information Services/Enterprise Data Group (OIS/EDG)
Division of Business Analysis & Operations (DBAO)
7500 Security Boulevard, Baltimore, Maryland 21244-1850



Usage Guide: Name Checker Utility V1.606

Revision\Change Description History Log

12/19/2007 |Original Document Partial Draft

1.01 12/24/2007 |Revised steps to correspond with modifications
to tool behavior.

1.02 12/28/2007 |Updated version number of utility.

1.03 01/04/2008 |Updated version number of utility.

1.04 02/11/2008 |Corrected language about color shading of
noncompliant terms.

1.05 06/19/2008 |Revised to require object class term as 1st term
of attribute name.

1.06 08/01/2008 |Added sentence to caution users about invalid
contents in Excel alternate startup folder.
Corrected year on title page.

1.07 08/15/2008 |Revised to remove all references to the Excel
alternate startup folder.

1.08 02/06/2009 |Revised to incorporate additional features of
Name Checker v1.6.

1.09 02/24/2009 |Revised to incorporate additional features of
Name Checker v1.6.

1.10 10/01/2012 |Revised for use with MS Office 2010 pp 1-6

October 25, 2012

Usage Guide: Name Checker Utility V1.606



Usage Guide: Name Checker Utility V1.606

Table of Contents

Change Log oo LL
Table Of CONTENTS . cceieieee e e i
O [ 0 Yo 1 o3 o oY o I 1
2 Name Checker Utility Usage GUIAE........oovuvieiieiiiiiieieeeeeeeeeeeeeee e 1
2.1. Installing Name ChECKET ........ooeuieiiee e 1
2.1.1. Configuring the EXcel SECUItY SEHINOS ....cciiiiiiiiiiiiiii et ee e e 1
2.1.2. Initiating the Self-INStallation...............ooooiiiii e 5
2.2. EXecuting NamME ChECKET ......c.oeviii it e e 6
2.2.1. Lo10 L Co] T VT o 1[0 ] 1T 7
2.3. Interpreting Name Checker RESUILS .........cooouviiiiiiiiiiiicc e 7
iii

October 25, 2012 Usage Guide: Name Checker Utility V1.606



Usage Guide: Name Checker Utility V1.606

1 Introduction

The Name Checker Utility is a tool which performs data name translation and data name
compliance analysis. These two functions implement the CMS Data Administration Standards,
Guidelines, and Operating Procedures as they apply to forming valid names of data entities, data
attributes, database tables, and database columns. The tool employs the CMS Data
Administration Glossary of Standard Terms and Abbreviations.

The Name Checker Utility will routinely be employed by data administrators or data modelers to
verify the compliance of a set of data names against the CMS Data Administration standards. It
may also be used to determine the correct abbreviation of a given business term, or to expand an
abbreviated name into the corresponding business name.

Name Checker uses Microsoft Office and Visual Basic for Applications (VBA) technology to
deliver its functionality. It is integrated into the familiar working environment of the user as a
toolbar in Excel 2010.

Name Checker processes a list of cells in an Excel worksheet, starting with the active cell which
the user has selected by clicking and proceeds downward through that column, and stopping
when the first empty cell is encountered. The tool creates a new worksheet in the workbook
from which the tool was invoked to display the detailed results of the function.

2 Name Checker Utility Usage Guide

2.1. Installing Name Checker
Steps for installing Name Checker Utility v1.606 (See Figures 1 —4) —
2.1.1. Configuring the Excel Security settings

O Access the file “DataAdminTemplate_v1 606.xlIt” from the ActioNet SharePoint website
(ACE) located in the folder at:

O https://ace.actionet.com/CMS/CDAT00ISpt/CDA%20T001%20Support%20Document%20L ibrary

O Save the file to a selected path on the “C” drive by doing a right click on the
“DataAdminTemplate_v1 606" template name to the right of the Excel icon and then
click on the “Save Target As” selection.

O Open the Excel application from the Start Menu, or open any xlIs file.
O In “File\Options” select “Trust Center” Click on “Trust Center Settings”
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O Select “Trusted Locations” and then “Add new location”. You can now key-in the path
on your laptop where you have saved the “DataAdminTemplate_v1_606.xlt. Then click
LLOK.11

O Now select “Macro Settings” and under “Macro Settings” click on “Disable all macros
with notification.” Then under “Developer Macro Settings” click (placing a checkmark
into) “Trust access to the VBA project model.” Then click “OK”.

O Then do one final click of “OK” in order to close out the “Excel Options.”

Figure 1

F e TN —— e T —— ‘—:ﬁ”
Excel Options ?

General | . . ) .
‘. [ g General options for working with Excel.
Formulas
|
3 User Interface options

Proofing
E Show Mini Toolbar on selection i

Save
/E Enable Live Preview" .

Language

guag Color scheme: SilverE
Advanced

ScreenTip style: | Show feature descriptions in ScreenTips EI

Customize Ribbon When creating new workbooks

Quick Access Toolbar Use this font: Body Font IZI
Add-Ins Font size: 11 E
Trust Center Default view for new sheets:  Normal View |z|

Include this many sheets: 3 :

Personalize your copy of Microsoft Office

User name: |Clark Chastain

oK ] I Cancel

———
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Figure 2
Fercel Options T T T e
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General

@ Help keep your documents safe and your computer secure and healthy.
. Formulas

Proofing Protecting your privacy

Sve Microsoft cares about your privacy. For more information about how Microsoft Excel helps to protect your privacy, please see the privacy
statements.

Language Show the Microsoft Excel privacy statement

Advanced Office.com privacy statement

Customer Experience Improvement Program

Customize Ribbon

i Security 8 more
Quick Access Toolbar

Learn more about protecting your privacy and security from Office.com.
Add-Ins

Microsoft Trustworthy Computing

Trust Center

]

Microsoft Excel Trust Center

The Trust Center contains security and privacy settings. These settings help keep your computer secure. We -
recommend that you do not change these settings. Trust Center Settings...
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Trust Center
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Macro Settings
Protected View
Message Bar
External Content

File Block Settings

Trusted Locations
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is secure.

Path

User Locations

C\CMS ERwin Materials\ERwin Name Checker Utility\
CA.\cchastain\AppData\Roaming\Microsoft\Templates\
Ci\..gram Files (x86)\Microsaft Office\Office IA\XLSTART\
CA\..astain\AppData\Roaming\Microsoft\ExcelXLSTART\
C\Program Files (x86)\Microsoft Office\Templates\
CA..ram Files (x86)\Microsoft Office\Office14\STARTUP\
C:\Program Files (x86)\Microsoft Office\Office14\Library'

Policy Locations

Description Date Modified =

9/20/2012 10:09 AM
Excel 2010 default location: User Templates
Excel 2010 default location: Excel StartUp
Excel 2010 default location: User StartUp
Excel 2010 default location: Application Templates
Excel 2010 default location: Office StartUp
Excel 2010 default location: Add-ins

Privacy Options
Path: CACMS ERwin Materials\ERwin Name Checker Utility\
Description:
Date Modified: 9/20/2012 10:09 AM
Sub Folders: Allowed
Add new location... ] I Remove l \ Modify... l
D Allow Trusted Locations on my network (not recommended)
D Disable all Trusted Locations
i OK
[ —— ——— s —
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Figure 4

Trust Center
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Protected View
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External Content
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Macro Settings
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2.1.2. Initiating the Self-Installation

O Close any open workbooks and then close the Excel application itself.

O Open the file “DataAdminTemplate_v1_606.xIt” from the “C” drive site where you saved
it by double-clicking on the file name in Windows Explorer.

O A notification will appear if any other Data Administration template files already exist;
they will be deleted. Click the OK button to continue. Any previous Data
Administration toolbars will be removed.
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O A new toolbar can now be seen in Excel 2010 by clicking on the “Add Ins” selection at
the top of the Excel screen. This toolbar will have eight buttons, labeled v1.606, Using
NEW Standards, SetStdsTermFile, EntityCheck, AttrCheck, ThICheck, ColCheck, and
ShowAlIRows. A message will appear if any previously installed versions of the tool
were detected and removed. Then a message will appear confirming the installation of
the new tool. The Excel application will close.

The template is now installed. You are now ready to open any xls, xml spreadsheet, or csv file
with Excel and execute the Name Checker functions.

2.2. Executing Name Checker

After the template is installed you can open any xls, xml spreadsheet, or csv file with Excel and
execute the Name Checker functions.

Name Checker processes a list of cells in an Excel worksheet from top to bottom. Indicate the
top cell to be analyzed by selecting (clicking) on it. Avoid clicking on the column heading if one
is present. When a function button is clicked Name Checker will proceed downward through the
column with the selected cell and stop when the first empty cell is encountered.

You may be asked to select an existing standard terms list (glossary xls or csv file) from your
hard drive, a network drive, or a URL as with a file in a SharePoint folder. The tool makes an
attempt to verify that the file chosen has legitimate column headings for a standard terms list, but
the integrity of the standards file is not guaranteed by Name Checker. Name Checker generally
remembers the standards file last used and re-opens that file for subsequent executions.

Name Checker opens the selected (or remembered) standards file as another Excel workbook in
the user’s Excel session. The tool makes modifications to the standards file for processing and
then discards these changes and closes the standards file after completing a Name Checker
function. Therefore, it is advisable to avoid editing or saving the standards file which has been
opened by Name Checker.

A different standard terms list (glossary xlIs or csv file) can be designated by clicking the
SetStdTermFile button on the Name Checker toolbar. Immediately after the tool is installed,
there is no previous standard term file or folder name remembered. Other than the first
execution of the tool after an installation, Name Checker will remember the folder location
where the user last selected a standards file. Clicking the SetStdTermFile button will display
the file selection dialog showing the remembered folder.

The Name Checker Utility operates in two standards enforcement modes —
1) using an “old” standard terms list and the standards logic in effect as of October 1, 2005, or
2) using a “new” standard terms list and the standards logic in effect after October 1, 2005.

The tool determines the operating mode based upon the name of the standards file being used —
whether the file name contains the string “OLD” or “NEW”. The current operating mode is
indicated by the second button in the Data Admin toolbar. This non-clickable button will either
display the label “Using NEW Stds” and will appear as depressed, or it will display the label
“Using OLD Stds” and will appear as raised.

The tool creates a new worksheet in the workbook from which the tool was invoked to display
the detailed results of the function.

October 25, 2012 Usage Guide: Name Checker Utility V1.606



Usage Guide: Name Checker Utility V1.606

The Name Checker tool resides on the user’s machine as an Excel template (.xIt). It will load
automatically the first time a Name Checker function button is clicked in a user’s Excel session.
In some cases Excel will prompt the user to permit the macros to execute. When the security
warning prompt appears, click on the Enable Macros button to allow the utility to execute. No
additional objects are attached to the workbook containing the names being analyzed, apart from
the results sheets described below in section 2.3. The tool creates several temporary worksheets
in the user’s workbook during the execution of a Name Checker function and the tool removes
them as the function terminates.

2.2.1. Button Functions

The leftmost button on the toolbar, labeled v#.#, simply indicates the installed version of the
utility. Clicking on this button has no effect.

The second button, SetStdTermFile, permits the users to designate or change the standards file
being used in subsequent executions.

The next four buttons in the toolbar initiate the Name Checker name translation/compliance
functions at the Entity/Table level or the Attribute/Column level, translating from Logical to
Physical names or from Physical to Logical names. Corresponding to their functions, the buttons
are labeled EntityCheck, AttrCheck, TblCheck, and ColCheck.

EntityCheck analyzes entity names for compliance and translates from entity names to
table names.

AttrCheck analyzes attribute names for compliance and translates from attribute names
to column names.

TblCheck analyzes table names for compliance and translates from table names to entity
names.

ColCheck analyzes column names for compliance and translates from column names to
attribute names.

2.3. Interpreting Name Checker Results

Each execution of the Name Checker utility will create a new worksheet in your workbook to
display the results of the compliance analysis and translation. The name of the new sheet will be
“EntityNameCheck” or “AttrNameCheck” or “TableNameCheck” or “ColumnNameCheck”,
according to the function performed. If needed, these sheet names will have digits appended to
the name for uniqueness, e.g., “TableNameCheck2009225123054”.

The term parts are color coded in the results sheet.

In the leftmost column of the results sheet, red indicates a name with one or more errors, and
green indicates a compliant name. A yellowish orange color indicates a term with warnings or
an indeterminate compliance outcome.

In the tenth (J) column and beyond, the analysis results for the individual words making up the
candidate name are displayed. Red indicates a word not found in the standards list, and green

7
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indicates an approved term. Approved (green) terms may be given another color based upon
further analysis - a sky blue color indicates an approved representation term, and gray indicates
an approved object class term.

By default, compliant term rows are hidden in order to draw attention initially to terms with
errors or warnings. These terms and their results may be shown if desired by clicking the
ShowAllIRows button on the Data Admin toolbar, or by using the Format > Row > Unhide
command on a selected range of rows spanning the hidden compliant terms you want to view.

The table below shows the available results columns and indicates with an “X” which columns
will appear under which user selections of function and operating mode.
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EntityCheck NEW X X X X X X X X X
AttrCheck NEW X X X X X X X X X X
TblCheck NEW X X X X X X X X X
ColCheck NEW X X X X X X X X X X
EntityCheck OLD X X X X X X X X
AttrCheck OoLD X X X X X X X X X
TblCheck OLD X X X X X X X X
ColCheck OoLD X X X X X X X X X

At the bottom of the results the elapsed time of the run, the standards mode used, and the
standards file used are reported.
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