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Preliminary Preparation
You will need stable and consistent internet access while using the CAT.
You will need a document like the following to track the status of all interviews.

The

Pedigree Entry Form (PET) does not know the status of an interview—only the CAT

does.
Y 1. Field Manager gives paper collection form (PCF) mobile app file (ZIP) to Manager.
2. Manager gives paper collection form (PCF) to Data Entry Clerk. Data Entry Clerk transcribes
interview into the Pedigree Entry Tool (PET), then returns paper collection form (PCF) to Manager.
3. Manager gives paper collection form to Paper Scanning Clerk. Paper Scanning Clerk scans paper
collection form, then returns paper collection form and .PDF file to Manager.
4.  Manager files paperwork and gives mobile app file (ZIP) and scanned paper collection form (PDF)
T le to CAT Operator.
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Before running the CAT, create a folder on your computer for each interview. Then, for each
interview, add the following files to each interview folder:
1. The mobile app zipped file
2. The scanned paper interview collection form
: GH10_004_20180605_1145.zip f
GH10_004_20180605_1145.pdf

81:02 PM Compressed (zipp.. 11,688 KB

10:08 AM Adobe Acrobat D.. 34T KB

Running the Contractor Audit Tool (CAT)

1. After your interview folders are prepared on the CAT computer, open the Contractor
Audit Tool using the shortcut on the Desktop. When starting the CAT, you will
need to be connected to the internet.

a. Ifyou are not connected to the internet, you will get a message like one of the
following error messages:

Connection Errar X

. . @3, Unable to add intenview: The contractor ID GH10 is not
Falled_ to contact server (An error occurred while sending the request.), |_\ /_\ recognized. Please make sure the interview ZIP file is named
aborting... = corredly.

2. Click [Add Interview].

ilySearch Contractor Audit Tool

Add Interview

Intarviaws Showing: [ Issues
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3. Type in the data entry clerk’s name or if you have entered their name before, select
them from the dropdown menu.

Select Interview

Type or select name of entry clerk

‘George

"\ Choose ‘

Cancel

4. Click [Choose] and select the interview zipped file. Click [Open].

Select Interview
Type or select name of entry clerk
George

Select the ZIP file for this interview:

Choose
Cancel
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5. Click [OK]
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Select Interview
Type or select name of entry clerk
George

Select the ZIP file for this interview:
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6. While running the first interview, you will see and verify the following;:
a. Contractor Identity Verification.
1. If the information is correct, click [Yes].
ii. Ifnot, click [No] and check the following:

Contractor Identity Verification
Please review the information below to be sure our
records are correct. If they are, please click “yes" bellow. If
not, click “no™ and contact your FamilySearch
representative.

contractoric ()

iii. If the Contractor ID or account name are wrong, the interview name
is not linked to your account. Make sure that the mobile phone is set
up with the correct account information.

iv. If the email or phone number are incorrect, contact your
Operations Manager.




b. You will be prompted to then select one of the geographical areas assigned to
you.

7. The interview will then appear in the “In Progress” section of the CAT.

8. Click on the interview you wish to audit and click the [Start] button next to “Audit
Interview Files.”

FamilySearch Contractor Audit Tool - 8 >
Intarviews Showing: | I In Progress Sortby:| Date Details
Interview Date: 5/19/2018 4:0gAM
/ | Date Interview Folder Name Interviewer Interview Region Interview District Interview Town | Names Approved  Amoun
Sele ntervi File
20180519  UGD4 abatume916@tribaltreeuganda.org 20180519.0405  Batume Augustine  Central Namulanda
Audit Intervi Start

Audit Metadata File

9. Click [Yes] to begin the CAT audit.

Run Audit

o~
lﬁl Do yau wish to audit this interview?

Interview Date: 5/19/2018 4:05 AM
/ Date Interview Folder Name Interviewer Interview Region
Select Interview File

2018-05-19 UG04_abatume916@tribaltreeuganda.org_20180519_0405 Batume Augustine Central

Audit Interview Files

Audit Metadata File

Select Pedigree File
Identify First Ancestor and Interviewee m

Audit Dadinres Nata

10. If an interview fails the CAT audit, the interview row in the CAT interface will turn red
and the step in the right-hand column that the interview failed will turn red. Click the
[Details] button to view or print the error message.

a. Ifyou are not able to resolve the error with the interview immediately, click on the
[Save Details] button. You can then come back later and click on the error details to
review and correct the error.

b. After you correct the errors described in the bottom portion of the error message you
will be able to rerun the interview by clicking on the [Rerun] button in the error
message box. Then click [Start] and the CAT will prompt you to select the mobile app
zip file of the interview again to re-run the audit.

Eviewe HiEIVIew negion
Itreeuganda.org_20180519.0405  Batume Augustine  Central

Errors
Please correct all the errors below and then click OK. The
interview will then reset to the appropriate step.
Interviewee listed in mobile app data (Nalumansi
Christina) does not match the name associated with the entify First Ance ind Interviewee | Details
RIN 1 (Christine Nalumansi).

m Save Details
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2018-05-19  UG04_abatume916@tribaltreeuganda.org 20180519 0405  Batume Augustine  Central

Audit Interview Files




11. The CAT will prompt you to replace the original interview file with the new interview file.
Click [Yes] and the CAT will re-audit the interview.

Replace and Run Audit

:' Do you wish to replace and audit this interview?

12. When the CAT audit is successfully completed it will automatically initiate the payment
process.

Note: The CAT will not allow you to make any changes to an interview after it
has been uploaded, unless it fails the VAC audit.

13. After the CAT audit is complete, you will need to wait for the VAC audit to be
completed before you will be able to see payment information for that interview.

14. If an interview fails the VAC visual audit, the CAT will mark the “Records Operations Center
Audit” red and move the failed interview into the “Issues” status. Follow the process detailed
above to correct the error(s) and rerun the interview.

‘ Select Interview File

Audit Interview Files

Audit Metadata File

‘ Select Pedigree File

‘ Identify First Ancestor and Interviewee

‘ Check for Duplicates

‘ Update Metadata File

‘ Request Payment

Audit Pedigree Data ‘

‘ Copy Interview Files to External Drive

‘ Records Operations Center Audit Details

‘; Re-copy ‘

15. Clicking [Rerun] will allow you to process the interview again. Once you relaunch the CAT
the interview will enter “Rework” status.

Interviews Showing: | [l Rework ~ Sortby: | Interview Date *

v Progress Date Loaded Interview Date Interview Folder Name Interviewer Interviewee First Ancestor Names Submitted After Cutoff Duplicate Name C

2019-07-15 2018-06-16 GH10_001_20180616_1634 Prisca Dufie Gladys Ohenev  Akwesi

16. If the VAC passes the interview, the interview row will turn green, and the interview
status will change to “Archive.” After a few weeks, the interview will no longer be visible
in the CAT.
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| Complete and Archivable

Note: Interviews may be viewed by status, or all together.
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