
 

  

 

Verifier User Guide 
 

 
 
 

 



 
 
 
 
 
 
 

 
 

Table of Contents 
Login .................................................................................................................................................................................2 

Select Comparison ........................................................................................................................................................2 

Verify Discrepancies ......................................................................................................................................................3 

Verify Missing ...............................................................................................................................................................4 

Complete the Compare .................................................................................................................................................5 

Export Template ...........................................................................................................................................................8 

Template Library .............................................................................................................................................................10 

Reports ...........................................................................................................................................................................13 

Audit Reports ..............................................................................................................................................................13 

Company Reports........................................................................................................................................................18 

Key Words ......................................................................................................................................................................21 

Knowledge Base ..............................................................................................................................................................22 

Release Notes .................................................................................................................................................................22 

 

 

  



 
 
 
 
 
 
 

 
 

Login 
 

The Streamline application can be accessed from https://streamlinebydms.com/ using 
supplied username or registered email address. A temporary password is provided in the 
registration email and requires an update during the registration process. 

 
 
 
 

 

 

 

 

 

 

 

 

Registration Email Example: 

 

Select Comparison 
 

Select the comparison to verify  

 

 

https://streamlinebydms.com/


 
 
 
 
 
 
 

 
 

  
 
Verify Discrepancies 
 

Verify Discrepancy Data entries are identified by the system when the unique identifier from one file is matched to an 
entry in the opposing file and one or more of the remaining data points do not match.  Verify the data discrepancies by 
selecting the existing value, creating new, or ignoring. A discrepancy type can also be selected from the dropdown.  
Once ALL have been verified click SAVE and then NEXT.  Auditor comments can be added to Discrepancy Type / Note in 
the Auditor Notes field. Verifier Notes are also available. However, Auditor Notes are locked to Verifier Users and cannot 
be changed. 

 



 
 
 
 
 
 
 

 
 

If the discrepancy is not a true discrepancy or if the verifier desires to ignore it, select IGNORE.  Any discrepancy 
marked as IGNORE, can be minimized by clicking the caret (^) 

 

 

Additional information can be included to the auditor by utilizing the VERIFIER MEMO dropdown found at the bottom of 
the Verify Discrepancies and Verify Missing steps. The Verifier Memo is automatically included in the email back to 
the Auditor. 
 

 

 

Verify Missing 
 

Verify Missing Data entries are identified by the system when the unique identifier from one file cannot be found in 
the other.  If the entry needs to be included, check Include?  For a shortcut, click INCLUDE ALL or EXCLUDE ALL to 



 
 
 
 
 
 
 

 
 

select/deselect all entries. If INCLUDE is selected, the entry will be included in the export files.  Once the Verify Missing 
Data has been verified, click SAVE and then NEXT.  Auditor comments can be added to Discrepancy Type / Notes in the 
Auditor Notes field and a specific discrepancy type can be selected in the Discrepancy Type dropdown. Verifier Notes are 
also available. However, Auditor Notes are locked to Verifier Users and cannot be changed. 

 
 

Additional information can be included to the auditor by utilizing the VERIFIER MEMO dropdown found at the bottom of 
the Verify Discrepancies and Verify Missing steps. The Verifier Memo is automatically included in the email back to 
the Auditor. 

 

 

 

Complete the Compare 
 

Data verification is complete.   



 
 
 
 
 
 
 

 
 

If the audit was assigned to a specific user within the application, the auditor will receive a notification email that the 
audit is complete. 

Hello {Auditor First Name}, 

This is to inform you that the assigned verifier, {Verifier First Name and Last Name}, has finished verifying the discrepancies for your 
comparison: {Comparison Name} for {Company Name}. 

Please click here below to log in and complete the audit process. 

{Verifier Memo} 

Thank you, 

On behalf of {Verifier First Name and Last Name}, {Organization Name if Org Level or Company Name if Company Level User} 

This email was sent from a notification-only address that cannot accept incoming email. Please do not reply to this message. 

The verified baseline and secondary files can be downloaded with all records including verified or verified records only 
by utilizing dropdown. If a discrepancy was ignored, the record will not be included in the Verified records only 
download. The ignored record will continue to show in the All records including verified download. 

 

Column names can be renamed and saved.  Employee SSN and like key words such as Social Security Number can be 
formatted with or without dashes.  The Format Values option will also appear if the Rename To value is one of the 
application’s key words.  For a list of the keywords, please reference the Keys Words page. 



 
 
 
 
 
 
 

 
 

 

Column names can also be reordered by dragging and dropping data point in desired location. 

 

Click SAVE CUSTOMIZATIONS if desired.  Customization is also automatically saved when the export files (All Records 
Including Verified and Verified Records Only) are downloaded. 

 

 



 
 
 
 
 
 
 

 
 

Export Template 
 

Select an applicable export template from the dropdown for the indicated data points. A template will only appear if the 
data points correspond to the file column names.  If a template is NOT available, one can be created by adding 
customizations such as renaming, reordering, or reformatting then naming and saving the template. Once the template 
has been saved, it will be added to the template library for future use. 

Optionally, check SHARE WITH ORGANIZATION to add the template to the Organization Level Template library.  Any 
template shared with an organization and created by an organization administrator, or an organization compare user, 
can be utilized under any company within that specific organization.  Company admins and company compare users 
which are available under our Platinum Elite subscription will only have access to the templates that are created 
under their specific company. 

Selecting export template: 

  

 

Saving New Export Template:

 

 

The data comparison and verification processes are complete.  To see other comparisons or to begin a new, click GO TO 
ALL COMPARISONS.   

 
 



 
 
 
 
 
 
 

 
 

 
 

Questions:  Contact Support@dms-datavalidate.com 

  

mailto:Datatool@BrokerBuilderSolutions.com


 
 
 
 
 
 
 

 
 

Template Library 
 

The Streamline application template library contains three individual libraries: 

1. Data Points templates 
2. Export templates 
3. Email templates 

Both data points and export templates can be created and re-used during a compare.  These 
two templates are created at the company level but can be shared with the organization.  To 
access the library, click on TEMPLATES under the company menu and then select the type of 
template.   

PLEASE NOTE: Any data point and export template shared with an organization and created by 
an organization administrator, or an organization compare user can be utilized under any 
company within that specific organization.  Company admins which are available under our 
Platinum Elite subscription will only have access to the templates that are created under their 
specific company. 

The data points and export templates are not editable other than the name.  However, they 
can be deleted.  Please be aware that a deleted template cannot be recovered, and the 
deletion is permanent.  If deleted in error, the template will need to be recreated during the 
compare. 

The email template library contains the default system generated emails on the company 
level.  Please note that Email customization is only available on the Platinum Elite and 
Subscription Based Audits plans. 

If customization is present the priority is  

• Company-level templates take highest precedence 
• Organization-level templates are used if no Company template exists 
• Agency-level templates are used if neither Company nor Organization 

templates are available 
• If no custom templates are configured, the system defaults to the standard 

system-generated template 

 



 
 
 
 
 
 
 

 
 

             

A shared data point or export template will also contain the user who created/last updated 
the template as well as which company the template originated from. 



 
 
 
 
 
 
 

 
 

 
  



 
 
 
 
 
 
 

 
 

Reports 
 

The Streamline application provides several downloadable reports: 

Audit Reports 
These reports are available for all audits once Step 5 Compare and/or Step 8 Complete have 
been reached.  

The first set of reports are available on Step 5 Compare: 

• Discrepancy Report 

• Original Baseline File- discrepancies only 

• Original Secondary File – discrepancies only 

• Original Baseline File 

• Original Secondary File 

 

The second set of reports are available on Step 8 Complete 

• All Records Including Verified 

• Verified Records Only 

 

Discrepancy Report 



 
 
 
 
 
 
 

 
 

This is a downloadable report located on Step 5 - Compare that contains all data discrepancies 
and missing data identified during the compare process.  The report will include a results 
column along with the discrepancy function column IF this functionality was selected during 
the mapping process. 

  

 

 

 

 

Original Baseline File – discrepancies only / Original Secondary File – discrepancies only 

These are downloadable reports located on Step 5 – Compare. These reports display all data 
points within a row from either the baseline or secondary file, regardless of where the 
discrepancy occurs. 

A dedicated discrepancy column is included that highlights the specific data point where the 
mismatch is found.  This additional report is designed for scenarios like imports, and it ensures 
all relevant data points—alongside the discrepancy—are readily available for further 
processing. 
 
The new Discrepancy Report can now be accessed in Step 5 Compare within the updated 
Download Reports dropdown. They are named: Original Baseline File – discrepancies only and 
Original Secondary File – discrepancies only. 

 



 
 
 
 
 
 
 

 
 

 

Original Baseline File / Original Secondary File 

This is a downloadable report located on Step 5 - Compare that contains all data from the 
original import files prior to mapping and is available for either the baseline or the secondary. 

 

All Records Including Verified 

This is a downloadable report located in Step 8 - Complete that contains all records from 
either the baseline or secondary file including the verified records (discrepancies and missing).  
The All Records Including Verified report also includes 5 additional columns added to the 
original files:  

• DMS_Verified_By 
• DMS_Auditor_Notes 
• DMS_Verifier_Notes 
• DMS_Discrepancy_Type 
• DMS_Ignored_Discrepancies 



 
 
 
 
 
 
 

 
 

 
 

 

 

 

 

Verified Records only 

This is a downloadable report located in Step 8 - Complete that contains only records from 
either the baseline or secondary file that have been verified (discrepancies and missing).  The 
Verified Records only report also includes 4 additional columns added to the original files:  

• DMS_Verified_By 
• DMS_Auditor_Notes 
• DMS_Verifier_Notes 
• DMS_Discrepancy_Type 

   



 
 
 
 
 
 
 

 
 

 

 

 

Ignored Records will not show in the Verified Records only report. 

  

 



 
 
 
 
 
 
 

 
 

Company Reports 
There are several reports that live on the Company level: Eligibility Management, Support 
Tasks, and Audit Tasks.  This new section provides visibility into tasks—all in one central 
location. Reports can be filtered by various columns and exported to CSV or printed. 

      

 

Eligibility Management: This table provides a view of all Eligibility Management tasks created 
for the organizations and companies available to the user. The report can be easily exported 
for additional review or sharing. 



 
 
 
 
 
 
 

 
 

 

Support Tasks: This table provides a view of all Support tasks created for the organizations and 
companies available to the user. The report can be easily exported for additional review or 
sharing. 

 

Audit Tasks: This table provides a view of all Audits tasks created for the organizations and 
companies available to the user. The report can be easily exported for additional review or 
sharing. 



 
 
 
 
 
 
 

 
 

 

 

  



 
 
 
 
 
 
 

 
 

Key Words 
 

The application has key words that it utilizes to determine a match between 
columns.  These key words are:  

 
 

 

  

Date of Hire: 
• doh 
• date of hire 

• hire date 
 

Date of Birth: 
• dob 

• date of birth 
• birth date 

 
Termination Date 

• dot 

• term date 
• termination date 

 
Zip 

• Zip 

• Zip code 
 

SSN: 
• ssn 
• social security number 

• socialsecuritynumber 
• ss# 
• social security # 
• ee id 
• social security no 
• memberid 

 
First Name: 

• first name 
• firstname 
• first_name 

• fname 
 

Last Name: 
• last name 
• lastname 

 l t  
  

 
 
 

Address: 
• Address    
• Address 1 
• Address 2 
• Address 

 

• ADDRESS LINE 1 
• ADDRESS LINE 2 
• Street Address 

 



 
 
 
 
 
 
 

 
 

Knowledge Base 
 

The Streamline application provides a knowledge base for frequently asked questions. 

 Streamline Knowledge Base | Streamline by DMS 

Benefit Systems 
 

The Streamline application provides instructional videos for various carrier files for 
enrollments and invoices. 

Streamline Data Frequently Used Systems | Streamline by DMS 

Release Notes 
 

The Streamline application release notes are available through our website for reference. 

Release Notes Log | Streamline by DMS 

https://streamlinebydms.com/streamline-knowledge-base/
https://streamlinebydms.com/streamline-data-frequently-used-systems/
https://streamlinebydms.com/release-notes-log/
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