Easy to follow guide to using the Data Checker 
1. Click Check Location EDD - 
[image: ]

2. Click Browse - 
[image: ]

3. Click the Location File document 
[image: ]
4. [image: ]Click “Check Header” if successful (headers match up), you will get a message box saying there were no errors (shown below)









5. Click “Check EDD” (This checks the data) if successful, it will show the number of ‘good’ locations. You don’t want to have any other number other than 0 in the ‘bad’ section. The location now has been checked, and you can move on to checking the Chain of Custody and data. 

[image: ]
6. Click the small ‘x’ in the new location tab to close out of the location file tab. Click open the “Check EDDs” tab to go back to the HOME screen. Click on ‘Check Sample COC EDD” 
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7. Open file, check for CoC
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8. Open CoC document [image: ]
9. Click “Check Headers” 
[image: ]


10. Click “Check EDD” (Same steps as checking location file above) – check headers, check EDD 
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11. You will now have a verified CoC receipt if it was successful, 
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12. Repeat the same steps above for Check Analytical Data – go back to the HOME screen 
[image: ]
13. Click browse - 
[image: ]
14. Open the data file – EDD MUST BE IS CVS FORMAT 
[image: ]




15. Check Headers, will get message when successful 
[image: ]18. Check EDD – you only want 0 in the ‘bad’ section  
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16. Success receipt 
[image: ]
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