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INTRODUCTION

The Virginia KIT Prevention Service (KPS) is a database tracking software package, which is based on the Center for Substance Abuse Prevention’s (CSAP) Minimum
Data Set (MDS), a nationally recognized standard. MDS is a collection of standard data elements developed by CSAP to enable states, substance abuse agencies,
community-based service providers, and others to quantify and compare the number and type of primary prevention and early intervention services delivered. The use of
these standards provides a consistent and comprehensive basis to collect and analyze data. Also, additional features have been added onto the MDS standard that will
allow greater flexibility and customization for your state as well as easily incorporating science-based or evidence-based programs into the KIT prevention system. A
summary list of MDS Codes is available online in your support website.

The software is designed to use a Needs Assessment to choose targeted risk and protective factors, base goals and objectives on these risk and protective factors, track
prevention activities aimed at accomplishing the goals and objectives, and evaluate the progress of the goals and the outcomes (success) of the programs. In addition, the
KIT Prevention Service facilitates information sharing and tracking meeting results between the Prevention Partners and Coordinating agencies.
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TIPS FOR USING THE SERVICE EFFECTIVELY

The Virginia KIT Prevention Service (KPS) is set up in such a fashion that moving from Left to Right on the menu is the best approach to using the Virginia KIT Prevention
Service (KPS). Start at Assessment, filling in all the information for that area before moving on to the Planning section. Continuing in this manner will ensure that all of the
sections of the KIT Prevention Service have enough information to function correctly. If all of the different portions are not completed, some modules will not work correctly.

Recommended Computer Settings

Screen Resolution
You will get the best screen layout if you set your PC monitor settings to 1024 X 768 pixels or larger. If your screen resolution is smaller (i.e., 800 X 600 pixels), everything
on the screen will appear larger. But, if you use 800 X 600 pixels, you will have to scroll more both up & down and left & right to access all the data fields.

To change your PC monitor settings, right click on the Desktop background and select Properties. Next, click on the Settings tab and move the Screen Resolution
scroll bar to the right (towards “more”) to select 1024 X 768 resolution. Click the OK button at the bottom of the window to make the change effective.

Web Browser

The web browser supported by Virginia KIT Prevention Service (KPS) is Microsoft Internet Explorer (IE). Mozilla Firefox, Netscape, Safari and other browsers may not be
supported by Virginia KIT Prevention Service (KPS). They may function but not to design specifications. We recommend users have the latest version of IE installed on
their computer along with the updates provided by Microsoft (which are released periodically).

Pop-Up Blocker

Modern computer security technology and usability features development have lead to pop-up blocking. Although this new feature of internet browsers, toolbars, and other

3rd party managing software blocks hazardous and annoying pop-ups, sites like Virginia KIT Prevention Service (KPS) require pop-ups to be able to function. If your pop-up
blocker is enabled, there is a possibility that Virginia KIT Prevention Service (KPS) may not function or appear properly. You should either disable the pop-up blocker while

using Virginia KIT Prevention Service (KPS) (while remembering to enable it, if desired, when not in Virginia KIT Prevention Service (KPS)) or create exceptions for the pop-
up blocker. This is cumbersome, but may be easier than making exceptions to the pop-up blocker.

To create exceptions for the pop-up blocker, open your Internet Explorer browser window. Once the browser is open, click the top toolbar option “Tools” and then go to
“Internet Options”. After the “Internet Options” window is available, you will want to click on the “Privacy” tab at the top of the window. You will notice while on the “Privacy”
tab, at the bottom will be a section on Pop-Up Blockers. If your “Block Pop-Ups” checkbox is checked then click on the “Settings” button. You can now add the Virginia KIT
Prevention Service (KPS) link to the “Allowed Sites” list which the pop-up blocker will ignore when trying to block pop-ups from Virginia KIT Prevention Service (KPS).

*Note: These are instructions for Internet Explorer 6.0 and may be different for other Internet Explorer version.
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System Navigating

The Virginia KIT Prevention Service (KPS) is set up in such a fashion that moving from Left to Right on the menu is the best approach to using the KIT prevention system.
Start at Assessment, filling in all the information for that area before moving on to the Planning section. Continuing in this manner will ensure that all of the sections of the

KPS have enough information to function correctly. If all of the different portions are not completed, some modules will not work correctly.

Computer Keys

While entering information into a form, several keys are helpful for moving the cursor from one information box (called a data field) to another. The table below summarizes

those keys:
Key Description
A% The Cursor
g The TAB key
:?::" ] Hold down the SHIFT key and then press the TAB key
o The Control (Ctrl) key

f Use the MOUSE by pointing and clicking to move the cursor

Virginia User Manual

Function

Points to desired location

Moves the cursor to the next data field
Moves the cursor to the previous data field

Enables blocked material to open (due to pop-up blocker)

Moves the cursor by pointing and clicking

© 2009 KIT Solutions®



Menu Information

The menu for the service is located across the top of the screen. Each Main Menu category is broken down into Submenu categories to choose from and some Submenu
categories may have a Category list to choose from (see Submenu category, Capacity Management, for an example).

Main Menu
Submenu
Landing Page
Listing Page

o

Constant (unchanging)
Vary depending on which Menu item is selected.

Varies depending on which Main Menu category is selected. Displays the Submenu Categories.

Varies depending on which Submenu Category is selected.

This module is used to identify progr

Ide’ tify Programs

Print Y tify Groups
itify Participants

3. Landing Page

2. Sub Menu

Assessment | Planning | Program || Implementation | Reports || Evaluation CaDatity”Knuw\edge Base | Administration | Transfer Tools || For Support || Log Oﬁ‘
Program|;r:up InfolActivity # F‘a;:ianati-:n|Partmigam

(Q 1. Main Menu

TOOLERR
& Program Manageme

KIT Prevention Service (VA)
powered by: KIT Solutions, LLC.

Suppart

(This is a screenshot displaying the Main Menu, Submenu, and a Landing Page.)

Virginia User Manual

Assessment | Planning [ Program || Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools | For Support | Log Oﬁ"
Froaram|Group Info/Activity # Reagistration|Farticipant
(( To add a new program, click the "Add" button located in the left-hand column. To view or edit a previously created program, click on the name of
S e program.
| Advanced Search Click on any column heading to sort
Name Status Type
Club Live Active Selective
ﬂ DUI Reduction Initiative Active Selective
. Multidimensional Family Therapy Active Indicated
Project Northland Active Selective
Print Select] Youth Preventive Senices Active Universal
1
Excel Word f o
4. Listing Page
KIT Prevention Service (VA)
powered by: KIT Solutions. LLC.
Support
(This is a screenshot displaying a Listing Page.)
© 2009 KIT Solutions®



Assessment | Planning | Program || Implementation | Reports | Evaluation | Capacity | Knowledge Base || Administration

Transfer Tools || For Support t_og Off

Oraanization| Staff| CSB Staff Indirect Service Time|Consumer Related Time|Chanae Password|Data Export|Events Calendar

iFuﬂCTiUﬂE‘v that are management tools and not related to the five SPF steps. L|nk to Loq Out

Ciganizatinn
Thig Lmk IO Home page rimary contact information.
Stamn

This module is used to add, view and edit staff information.
(LOg Oﬁ) button. CSB Staff Indirect Service Time

This module is used to track CSB staff indiract service time.

The left of tage provides links to the (Home) page. The top right
provides a

Consumer Related Time

This module is used to track consumer related time.

Change Password

This module is used to change the password for the user currently logged in.

(This is a screenshot displaying the Administration Page.)

Assessment Evaluation Knowledge Base | Administration | Transfer Tools [ For Support

Planning | Program | Implementation | Reporis Capacity

Log Oﬁ‘

Coalition Organization|Coalition Member|Coalition Group|Coalition Meetings |Prevention-Related Training

k

‘Mobilize and/or build capacity to address need. All modules under Capacity are optional for counties and providers.

' TOOLEAR e .”. 7777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777
|_ ndin P B Coalition Management
a d g ages This module is used to identify coalitions, coalition members, coalition groups and coalition meetings.
When first entering a module you may see a list of the entire categories associated Coalition Organization
with that module. This is called a “Landing Page”. The Landing Page of a module Coalition Member

Coalition Group

provides a description of what can be done in that module as well as listing each = _
Coalition Meetings

category as a link to the Listing Page and entry forms. (For more information on the
Listing Pages, see the Using the Listing Page section.) N0 data is entered on the Landing
Page.

Prevention-Related Training

This module is used to track all prevention-related staff trainings received.

KIT Prevention Service (VA)
powered by: KIT Solutions, LLC
Suppaort

(This is a screenshot displaying a Landing Page.)
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Listing Pages

After selecting a category from the Landing Page you will see the “Listing Page”. When going into an area where a Listing Page is available, the service allows you to
select previously entered data to edit or view its content. No data is entered on the Listing Page.

e When viewing a Listing Page, all of the data is available for Searching. (See the Advanced Search section for more details on searching.)

Assessment  Planning || Program || Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools | For Suppart | Log Off
GoalsiObjectives
T L Select Buton e T
s Eos Ul g LTI
. . Add
Grid View: ‘ I o e
H H H H HH H H H Select To decrease alcohol use in mid:Te"sthDU:I students from 25% to 21% ﬁ
The_Grld View displays the da}ta in ta}blgs. Specific pieces of data will be displayed e —
within the Grid based on the fields within the entry/edit form. fest goa Active
I:rlnl Increase awareness among students and pareDtSi?fthe risks associated with methamphetamine Active
. When flrst V|eW|ng a |_|St|ng Page, a" Of the data IS avallable f0|’ Searchlng, Engage high-risk youth in school-based a\te;:;:tsll\,‘jeza.ctl\-‘\t\eathat promote a drug and alcohol-free Active
. . . . . e on Decrease DUl arrests among tourists from 48 to 30 total. Active
Click the (Select) link to the left of the data you would like to edit/view. = e :
« You will be taken to the entry/edit screen. This page will be in edit mode (all
data fields will be open for data entry). Make any changes needed to the form.
Click the (Save) button to save the changes. —— Page Numbers
KIT Prevention Service (VA)
powered by: KIT Solutions, LLC
Support

(This is a sample screenshot displaying a “Grid View" Listing Page.)

Tips

e Hide Page Info Allows the information to be hidden from view
e ShowPage Info  Places the Page Information back in view

Virginia User Manual 10 © 2009 KIT Solutions®



Advanced Search Click on any column heading to sc

Advanced Search Advanced Search tab-

Each Listing Page includes a search feature which allows you to find a particular Tiffany Williams twilliams
record by clicking the (Advanced Search) tab and selecting John Smith JEmith
several variables. In addition, records are able to be sorted in ascending or [Ea=ct] Laurie Scott lscott

descending order by clicking on the column name (e.g., *) Brian Jones bjones
at the top of the table. 1

(This is a sample screenshot of a Listing Page displaying the Advanced Search tab.)
To begin using the Advanced Search feature:

1. Click the (Advanced Search).

Advanced Search Click on any column heading lo sor

There are two ways to use the search feature: 1) Choose From All or 2) Or Select
a Filter. Choose From All

2. Select the © Choose From Al (Choose From All) radio button to see a list of all | e o Y R T s
of the data saved. Tiffany " | Wiliams | twilkams ~ StaffRead Only 2 Active
[Esimad John | Smith |  jemah | Admin | Active

(This is a sample screenshot displaying the Choose From All option selected.)

_ . . - Advanced Search Or Select a Filter
3. The @ Or select a Filter (Or Select a Filter) radio button allows you to limit
search results. To change the search filters, first click the © Cr Select a Filter O
(Or Select a Filter) button. Then, click on the black arrow at the right-hand side
of the dropdown fields and select an option. Once the three filters have been [Go] m
selected, click the 122! (Go) button to see the search results.

Q

(This is a sample screenshot displaying the Or Select a Filter option selected.)
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4. The three search filters are used in the following method:
a. The first search filter will display the search categories to select from.
b. The second search filter allows you to select how you would like to filter
the search results.

c. The third search filter is the search criteria (i.e, 10/23/08 as a date of
service).

5. Once you have clicked the ® Choose From All (Choose From All) radio button
or used the @ Or Select a Filter (Or Select a Filter) option, you will see a list of
data. Click the (Select) button next to the line of data that represents the
data to be viewed or edited.

6. After you click the (Select) button you will be taken to the Edit Form.
This page will be in Edit mode. Make any changes needed to the form, if
applicable. Click the (Save) button to save those changes.

Virginia User Manual

Advanced Search

CJ

Search Filters

Go]

Advanced Search

()

Click on any column heading to sort

- Best County Youth Council

Search results

Select button
Iy cescooany 1 outh Council Active Innovative Yesg
CL Carpinteria Middle Schaoal Active Innavative Yes
CL Community Center Active Innovative Yes
Decoy/Shoulder Tap/Compliance Operations Active Innovative Yes
12 © 2009 KIT Solutions®



Edit Forms

The Edit Form contains the fields for entering and editing data. The buttons for
saving, canceling, deleting, printing, and in some cases, adding and editing, are

available at the top right of the page. (See the Data Fields and Button section for additional
details on the function of these buttons.)

e Ifyou clicked the (Add) button to enter new information into a form, the
Edit Form data fields will be blank.

e When selecting the (Select) button to view existing data, the Edit form
data fields will display the data entered/selected previously. These fields may
be modified, if needed.

Virginia User Manual

13

Assessment Implementation

Evaluation

Planning | Program

Reports Capacity | Knowledge Base | Administration

Transfer Tools

For Support

Log Oﬁ"

Data Collection Forms|Participant|Sinagle|Recurring|Multiple-classroom|Indirect Time|Consumer Related Time

TOOLEAR! * Indicates Required Field
" ! :
Program® v
Program Description
Name of Group* ~|
Group Number* hdl
LS Objective* =
Service Date™
Service Location* i
Federal Strategy* FST02 Education |+
Service Code* >
Service Population* v

(This is a partial screenshot displaying a blank Edit Form.)
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Data Fields and Buttons

In the Virginia KIT Prevention Service (KPS) there are several fields, boxes and buttons that are used to collect and store data.

Type Preview / Description
Text Field
(aka ‘Text Box) (f|” in the blank)
Drop Down Menu j
(aka Pull Down Menu) (select one)
Buttons Add Add =
Add | Remove
Remove
= Remove
Radio Button {+ Selected " Not selected
Check Boxes ¥ selected I Not Selected
First Name* A yellow field and an asterisk denotes a required field

kel Denotes a Note with more information regarding the field.

« ABC Spell Check

! Indicated that a required field was missed at the time of
’ saving.

= Plus (expand) button and Minus (Collapse) button.

It does not matter the order in which the above fields are filled in, but if a required field is not filled in and you try to save the form, you will receive a message informing you
what field is missing data, and you will not be able to save the form until that field has data.

Tips

o All the fields with an asterisk (*) are required fields. These must have a value entered before the record can be saved.
e You can type an identifying letter of an item in a dropdown list and the first selection beginning with that letter will appear in the box.

Virginia User Manual 14 © 2009 KIT Solutions®



Edit Form Buttons
Information is entered and edited on the computer screen through data entry/edit forms. The table below summarizes the buttons used to enter/edit information.

Add Must be pressed first to add new information to a form

Edit Allows you to edit information already added to the system.

Save Adds the information on the form to CalOMS Prevention.
Delete Removes the information currently on the form from CalOMS Prevention
Cancel Cancels the Add or Edit without saving any information entered.

EE Allows you to change the text size by clicking on one of the different sized @s.

Using the Text Resizer

You can alter the size of the text with the Text Resizer EE Clicking on one of the @s changes the text size from smallest to largest. Place the mouse pointer over
one of the @s and left click to change the size.

Provides the smallest text size.
@ Provides the default text size.
Provides a medium text size.
@ Provides the largest text size.
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Additional Feature Buttons
Each page within the VA KPS offers additional help to the user. Click on one of the icons to receive the help needed.

_ | Opens an Excel spreadsheet displaying the information on the Listing page.
EXCE

Opens a Word document displaying the information on the Listing page.
ord

= Prints the information currently on the form
Print

Uﬁ? Provides the multimedia tutorial video specific to the submenu topic.
e

Help

Provides user manual help specific to the submenu topic. Includes step by step instructions for adding, editing and deleting.

Provides information on this topic with regards to prevention.

Info

Virginia User Manual 16 © 2009 KIT Solutions®



LOGIN PROCEDURE

Connect to the Internet using the Internet browser. In the Address (Location) box, type in the following address and press enter:

Live Data:

https://kitprevention.kithost.net/va2008prevent

The following screen will appear:

Log into VA Prevention.

Type in the User ID, Password, and Provider ID supplied to you by your

administrator and click the Login button.
*Note: Before logging in you will be able to choose which planning year you would like to work in.

Tips
e The User IDs are NOT case sensitive.
e Passwords ARE case sensitive.

Training Data:

http://demao.kithost.net/\VA2008preventDemo

Welcome to Virginia Prevention

L

FOOLERR

el

Print

Login to get started!

| This is the Virginia LIVE Version.

Click here to go to the DEMOITRAINING Version

To Enter Data for the new 2008-2009 FY — Click here

User ID*
Password™

Organization ID*

Low-bandwidth (dial-up) Version []
Forgot your login? Click Here or contact the Service Adminn. *your

site.
Mew users may want to visit the Support Site

KIT Prevention Service (VA)
powered by: KIT Solutions Inc.
Support

o |f you make a mistake entering the login information, use the (Reset) button to delete what was entered.

Virginia User Manual
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Commonwealth of Virginia

Department of Mental Health, Mental
Retardation & Substance Abuse
Services (DMHMRSAS)

- Server Maintenance

Mormal Maintenance
on: Sunday 1/18/2008 10FM to 4AM
EST

| Server Maintenance

MNormal Maintenance
on: Sunday 2/15/2009 10PM to 4AM
EST

Server Maintenance
Normal Maintenance
on: Sunday 3/15/2009 10PN to 4AM

Login Button

© 2009 KIT Solutions®




Forgot Your Login?

Server Maintenance
Mormal Maintenance

.
User IDY on: Sunday 4/19/2009 10PH to 44K
Password* EST
Server Maintenance
in li Mormal Maintenance
Forgot vour loain link o Sumdey 53712008 10P M 10 44 [y

If you are unable to log into VA KPS due to forgetting your UserID or Password, you
can retrieve this information by clicking the link next to Forgot your login?

Low-bandwidth (dial- ersion []

Forgot your login? Click Here  or contact the Service Administrator at your
site.
Mew users may want to visit the Support Site

(This is a screenshot displaying the Login Page. This is a partial screenshot.)

Email Address®

Click the button. You will receive a reply with your login information as
long as the e-mail address entered matches the address provided in the Reauest Button
Staff/User module.

Request

(This is a screenshot displaying the Forgot your Login Screen. This is a partial screenshot.)

User 10"

) . ) Password*
Low-bandwidth (dial-up) Version
L . . . . Craanization 1D*
By clicking this box, VA KPS will remove all pictures, allowing the system to load Low Bandwidth Check

more quickly. Rny

| Login || Reset |

Low-bandwidth (dial-up) Version [

(This is a screenshot displaying the Login Page. This is a partial screenshot.)
Tips

o I the staffluser has a hyphen or a space in the last name, the User ID will include the hyphenation or space. For example: Tiffany Williams-Pitt would have the User ID of twilliams-
pitt. Georgia Von Helsing would have the User ID of gvon helsing.
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Service Announcement

The Service Announcements that are located on the Login Page are there to notify
users that the Service is receiving any necessary server updates. The Service
may be down for a short period of time which means you will not be able to log into
the Service at that time.

Server Maintenance typically occurs once a month.

Virginia User Manual

¢

TOOLERR
allAl

Print

Welcome to Virginia Prevention

Commonwealth of Virginia

Department of Mental Health, Mental
Retardation & Substance Abuse

.
Services (DMHMRSAS)
i : 1 e
Login to get started! :
= Server Maintenance
This is the Virginia LIVE Version. Mormal Maintenance =
| Click here to go to the DEMO/TRAIMNING YVersion on: Sunday 118/2009 10FPM to 4AM L
EST
| To Enter Data for the new 2008-2009 FY — =€
- { Server Maintenance
i Mormal Maintenance
Use Service Announcement on: Sunday 2/15/2008 10PM to 4AK
Password* ESY
Organization 1D* Server Maintenance

: Low-bandwidth (dial-up) Version []

| Forgot your login? Click Here or contact the Service Administrator at your
| site.

New users may want to visit the Support Site

Mormal Maintenance

on: Sunday 3/15/2009 10PM to 44K [

19

KIT Prevention Service (VA)
powered by: KIT Solutions Inc
Support
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HOME

The Home screen provides the county/provider with important Messages, upcoming Events and links to News regarding prevention.

{Welcome to Virginia Prevention Home. Click on the + symbs View Full Calendar view details.
1. To view a Message or Event description, click on the & next to the —— _
Message/Event title. _ : Prevention News
Events [ View full calendsr of events ] provided by JodmogeSes:
. [a . VA Inhalant Prevention Coalition Meeting 7/10/2007 z : =
a. The Plus) will become a Minus). ity ef Aicohod Prchbemma Merm 1han
( ) ( B ) VSIAS Conference 7/16/2007 20 ps_me"m of Ameri:sns_ns_\._-e et the
b. To close the description, click on the = (Minus). Prevention Ethics Mt. Rogers 7/23/2007 e e o i Naienal InttiAe on
2. Click on the link entitled View full calendar of events to see a full month'’s e e T e e el Lisnmy s Hathel fatatiolle Lins o1
dISp|ay Of even'[S Prevention Ethics Training Henrico CSB 7/25/2007 :'E"ff:;tﬁ:::"'::;‘:d"‘:::i!ﬂ';"i:‘_fs’ its
*Note: The Events are added to the Home page from the Administration module. See Events Calendar for Muginta Conter Jov SchaoliSaltely S0 i‘m::e;ke Fee! Heaithier
instructions. Virginia Center for School Safety 8/8/2007 e
. . . coronary health, and a new study finds
a. A new screen will appear displaying the Calendar. Virginia Center for School Safety 8/9/2007 aNp e
Community Builders Network of Virginia 8/10/2007 Zommnen gt Enmn Srreay
(This is a sample screenshot displaying the Home Page. This is a partial screenshot.)
Event Calendar Popup
Posted By: DMHMRSAS CsB
June July 2007 August
b. To view the Event details for a particular day, click on the calendar Sun Hon Tue Wed A L sat
16
date (e.g., 12) - ; : K - - -
. . . . State Office
c. Switch to the previous or next month by selecting the link located to Closed
. ) 8 9 10 11 12 13 14
the right and left of the month’s name. VA Inhatant
d. To close the calendar, click on the %l in the upper right hand corner Mooting
. as 16 ar as juk:] 20 21
or click Clese |ocated below the calendar. vsias
3. Toview a Prevention News article, click on the title of the article. 2 Bornson  |Sosvention  |Brevesmion | z =
*Note: The title of the article is underlined indicating a link. ﬁ?g'.ism 5‘.?;;; Beacn |nennco coB
Cs5B
23 30 21
Close

(This is a sample screenshot displaying the Calendar. This is a partial screenshot.)
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ASSESSMENT

The Assessment portion of the Virginia KIT Prevention Service (KPS) is used to evaluate the risk and protective factors that should be targeted based upon the needs of the
community.

Choosing the Targeted Factors

From your community needs assessment, you will be able to gauge the risk and protective factors that your prevention programs should be targeting. The Virginia KIT
Prevention Service (KPS) has an option under Assessment where you can choose the risk and protective factors for the year.

Assessment | Planning | Program || Implementation | Reports | Evaluation | Capacity [ Knowledge Base | Administration | Transfer Tools | For Support||Log Oﬁ‘
Choose Targeted Factors

(( Add Button

FOOLERR .
ranning Year® To View/Edit, Choose Existing Planning Year 2008 |v

Edit Risk and Protective Factors Targeted*
(P) C - Caring and support (Social networks and support systems within the community)
P) C - Community religious compasition
P) C - Comprehensive risk focused programs available

(

. . :
1. Click Assessment from the main menu. (1 - Decrasg accosaniy

(

2. Click Choose Targeted Factors from the submenu. F)C - Increassd picing through taaton
3. Click (Add) from the left toolbar.

KIT Prevention Service (VA)
powered by: KIT Solutions. LLC.
Support

(This is a sample screenshot displaying the Choose Targeted Factors Page.)
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4. Enter the current Planning Year*.

5. Alist of available factors is in the bottom box labeled All Risk and Protective
Factors List. Click on the Risk & Protective Factors identified in your Needs
Assessment (the R&P Factors you selected should be highlighted once selected).
You may select as many as you need.

a. Clickthel..~__|(Up Arrow) button in the center of the screen to move
items from the All Risk and Protective Factors List to the Risk and
Protective Factors Targeted* list.

b. The Risk and/or Protective Factor(s) you selected will be displayed in the

Risk and Protective Factors Targeted* box.

i.  If you want to remove a factor from the Targeted list, simply
reverse the last two instructions and click on the factor in the
Targeted list, and click the (Down Arrow) button.

6. Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.

Editing the Targeted Factors

1. Click Assessment from the main menu.
2. Click Choose Targeted Factors from the submenu.

3. Select the appropriate fiscal year from the To View/Edit, Choose Existing
Planning Year dropdown list.

4. Click the (Ediit) button from the left toolbar.

5. Use the instructions above for moving the risk factors between the two lists.

6. Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.

Virginia User Manual
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Assessment | Planning (| Program | Implementation | Reports || Evaluation || Capacity | Knowledge Base || Administration || Transfer Tools | For Support || Log Off

Choose Targeted Factors

* Indicates Required Field
TOOLERR.
Save Button
Pl=- grear To View/Edit, Choose Existing Planning Year 2008 | v
ave

Risk and Protective Factors Targeted®

A

O .
it Selection Arrows
LEARNING
LS| N A
Q

COMMUNITY All Risk and Protective Factors List
(P) C - Caring and support (Social networks and support systems within the community) |~
(P) C - Community religious composition
(P) C - Comprehensive risk focused programs available
(P) C - Decreasing accessibility
(P) C - High expectations of youth
(P) C - Increased pricing through taxation
(P) C - Informal social control
(P) C - Laws and ordinances are consistently enforced
(P) C - Media literacy (resistance to pro-use messages) ha

(This is a partial screenshot displaying the Choose Targeted Factors Edit Page.)

Assessment| Planning | Program (| Implementation | Reports | Evaluation Capaclty||Knowledge ElaseHAdmwstratmnHTranSferTuols"FarSuppan”Log Oﬁ‘

Choose Targeted Factors

EditButon  @—m—m—7m7m7m7m7m8 ———-——"——————
/my
roc
Adb J Planning Year* To View/Edit, Choose Existing Planning Year 2008 v
Edit —‘ Risk and Protective Factors Targeted™
(P} C - Caring and support (Social networks and support systems within the community)
P} C - Community religious composition

- Comprehensive risk focused programs available
- Decreasing accessibility

- High expectations of youth

- Increased pricing through taxation

=1
- B
& &
=]
5553
o0

o
3
2l

LEARNING

ik

COMMUNITY

KIT Prevention Service (VA)
powered by: KIT Solutions, LLC
Support

(This is a sample screenshot displaying the Choose Targeted Factors Page.)
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PLANNING

The Planning module of the Virginia KIT Prevention Service (KPS), allows the user to enter their goals and objectives.

Tips

e The best way to enter planning data is to have your Goals and Objectives prepared before entering the data. Enter one Goal and all its Objectives together without interruption, save
the record, and then start a new Goal. If you need to stop before finishing data entry for all the Objectives of a Goal, you may save the record and close the program. However, when
you come back to continue data entry, remember you need to chose “EDIT” (NOT Add) to complete remaining Objectives for that Goal, save the record.

Entering Goals
All goals will be linked to the Assessment module. Use the instructions below to add a goal.

Assessment

Planning

Program

Implementation

Reports | Evaluation | Capacity | Knowledge Base || Administration | Transfer Tools | For Support | Log Oﬁ‘
GoalsiObiectives
(Q Add Button
Listet-werow » ST IS TIE TS < Assessment module. To create a Goal, click on the "Add Goal” button to the right of
G cach P>~ cement. After a Goal has bEEﬂ created a + symbol will appear to the left of the Problem Statement. Click on the + symbol to
view”_.-coals. Click on a Goal to modify.
Add T
| Advanced Search Glick an any column heading to sort
‘ Description Status
1
1. Click Planning from the main menu. =

2. Click Goals/Objectives from the submenu. e

LEARNING
Click (Add) from the left toolbar.
Excel Word

KIT Prevention Service (VA)
powered by: KIT Solutions. LLC
Support

(This is a screenshot displaying the Goals Listing Page.)
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4. The Planning — Goals page will appear. Click (Add) from the left S i it il ] ]t el Ul s el
toolbar a second time.
5. Select the current fiscal year from the Planning Year* dropdown list. k -
6. Select the Status* from the dropdown list. Save B“|”°” T ndestes Requred Fid
a. Active: currently in use (can be viewed in other screens).
b. Inactive: no longer in use (will not appear on other screens or reports). [Goo ]| PlnmingYears  [2009v]  Statur Active [v]
7. Alist of available factors is in the bottom box labeled Available Factors. Click on Selected Factors
the Risk & Protective Factors identified in your Needs Assessment (the R&P ‘
Factors you selected should be highlighted once selected). You may select as S
many as you need. —
a. Click thel—-2~__](Up arrow) button in the center of the screen to move MO | ,iabie Factors
items from the Available Factors list to the Selected Factors list. G- Communty g comostion =
8. Enter a description of the goal in the Goal* field. £ High pweral vpeciatons -
9. Click (Save) from the left toolbar. et
*Note: To exit this screen without saving any of the changes you have made, click Cancel. (ThiS is a partial screenshot displaying the Goals Edit Page.)

Virginia User Manual 24 © 2009 KIT Solutions®



Entering Objectives

Once you have followed the steps for entering goals, the Add, Edit, or View Objectives button |

Add, Edit or View Objectives®

|wi|| be active. Click on this button to

add, edit, or view an objective for a desired goal. The Planning — Objectives page is set up exactly the same as the Planning — Goals page.

Click Planning from the main menu.
Click Goals/Objectives from the submenu.

3. From the Listing page, select the goal that you wish to add an objective to by
clicking the ﬂ (Select) button.

4. Click the Add, Edit, or View Objectives button

| Add, Edit or View Objectives® |

5. Click (Add) from the left toolbar.

Virginia User Manual

Assessment

Planning

Program | Implementation | Reports

Evaluation

Capacity | Knowledge Base | Administration | Transfer Tools || For Support

Log Oﬁ|

Goals/Objectives

¢

gLk each Problem

<

Select Button

Listed below are the Problem Statements created in the Assessment module. To create a Goal, click on the "Add Goal” button to the right of

bol will appear to the left of the Problem Statement. Click on the + symbal to

Click on any column hesding to sort

Advanced Sg g
Description Status
seieef] To decrease alcohol use in middle school students from 25% to 21% Active
A
Increase awareness among students and pareDtEaEuHhe risks associated with methamphetamine Active
= e Engage high-risk youth in school-based alternative activities that promote a drug and alcohol-free
Print Select lifestyle. Active
Decrease DUI arrests among tourists from 48 to 30 total. Active
LEARNING 1

&
Excel Word

(This is a sample screenshot displaying the Goals Listing Page.)

||AssessmentHF‘anm n-::HF‘roqram”lmnlementat\on Reports | Evaluation | Capacity | Knowledge Base

Administration

Transfer Tools || For Support [ Log Off

Add Button

iNot used

Add, Edit or View Objectives* ]

Planning Year:* Status™

Selected Factors
Search ‘

| | |

Add, Edit, View Obiectives

(This is a partial screenshot displaying the Goals Edit Page.)
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6. The Goal area is automatically filled in for you.
7. Enter a description of the objective in the Objective* field.
8. If desired, enter any Service Delivery Steps.
9. Selecta Target Population* from the dropdown list.
10. The Status* is defaulted to Active.
a. Active: currently in use (can be viewed in other screens).

b. Inactive: no longer in use (will not appear on other screens or reports).

11. Enter a Target Date To Achieve* as mm/dd/yyyy.

12. Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.

To enter more than one objective for this goal, simply follow these steps again.

Virginia User Manual

‘ASSESSH’]EI’]I

Administration || Transfer Tools || For Support

Ewaluation Knowledge Base

Log Oﬁ‘

Reports Capacity

Planning | Program | Implementation

Goals/Objectives

LEARNING

COMMUNITY

26

j medule. To create an Objective. click on the "Add Objective” button to the right of each Goal.
Save BUtton vill appear to the left of the Goal. Click on the + symbol to

* Indicates Required Field

Add/EditView Notes

Goal: To decrease alcohol use in middle school students from 25% to 21%

Objective:*

Formula: (Target Group) (participating in what) (will have what outcome) as indicated by (2 measurable change) by (date)

Example: 9th graders participating in Social Skills training will increase knowledge of social skills by 10% as measured on a
social skills inventory by December 31, 2004

Service Delivery Steps:

~| Status:* Active |+ |

Target Population:*

Target Date To Achieve:* [ Achieved

[_Spell Check Objective & Delivery Steps |

(This is a partial screenshot displaying the Objectives Edit Page.)
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Edltlng Goals and ObJeCtheS Assessment | Planning [ Program || Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools || For Support [ Log Oﬁ|
1. Click Planning from the main menu. E———
2- C“Ck Goa|S/ObJeCtlveS from the Su bmenu . E Edlt BUttOﬂ wning module. To create an Objective, click on the "Add Objective” button to the right of each Goal.
- . . . Sy ctvenas been created, 3 ¥ symbol will appear to the lef of the Goal. Click on the + symbolto
3. tIjrom the Listing page, select the goal that you wish to edit by clicking the IEF e
Utton' Goal: Tod Icohol ddle school students from 25% to 21%
a. To edit an objective, click the Add, Edit, or View Objectives button
| Add, Edit or View Objectives’ |fr0m the Goals page.
. . . . Objective:*
b. Click Search from the left toolbar to search for the objective you wish to
Edlt Service Delivery Steps:
4. Once the desired goal or objective is displayed, click the (Edit) button . : o - .
from the left toolbar (This is a partial screenshot displaying the Objectives Edit Page.)
5. Make any changes needed to the form.
6. Click (Save) from the left toolbar.
*Note: To exit this screen without saving any of the changes you have made, click Cancel.
Deleting Goals and Objectives
1. Click Planning from the main menu.
2. C“Ck Goalslot)]ectlves from the Submenu Delet_e“BUtton plementation | Reports || Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools | For Support | Log Oﬁ|
3. From the Listing page, select the goal that you wish to delete by clicking the —
(Select) button. \ } —
. . . - . . . 1 Mot usex
a. To delete an objective, click the Add, Edit, or View Objectives button "N [ — e
| Add, Edit or View Objectives’ |fr0m the Goals page. Ad e
. Page | " ,
h. Click Search from the left toolbar to search for the objective you wish to Planning Year: status
Selected Factors
delete.
4. Once the desired goal or objective is displayed, click the (Delete) button ‘
from the left toolbar.
5. A message appears asking, “Are you sure?”. If you would like to continue with (This is a screenshot displaying the Goals Edit Page.)

the deletion, click the OK button.

*Note: To cancel the deletion, click the Cancel button.
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Tip
¢ If the goal/objective has been used with an objective, program, or service the KPS will not allow the goal/objective to be deleted. In this case, set the goal or objective to Inactive
status.
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PROGRAMS

The Program module allows you to choose either a Science-based program or a Non-Model program and enter the appropriate information related to the program.

Adding a Science-Evidence Based Program

A Science-Evidence Based Program is a program that has been proven effective according SAMHSA. The types include: Effective — Produce a consistent positive pattern
of results, Model — Well implemented and well-evaluated, and Promising — Demonstrate positive outcomes in preventing substance abuse.

Assessment| Planning | Program | Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools | For Support || Log Oﬁ‘
i e L\ i i L0 adivibe b D1 mimknmbinm P articipant
Add Button
u lo add a new program, click the "Add" button located in the left-hand column. To view or edit a previously created program, click on the name of
B et
Click Program from the main menu. L as ] Sy e e
Name Status Type
2. Click Program from the submenu. ClbLive Acthe Selective
B DUI Reduction Initiative Active Selective
H Add 3 Multidimensional Family Therapy Active Indicated
3. Click_244_](Add) from the left toolbar.
Print Youth Preventive Senvices Active Universal
LEARNING
(This is a sample screenshot displaying the Program Listing Page.)
4' Select SCIence_EVIdence Based as your program type (located tO the |eft Of the Assessment [ Planning Program |implementation | Reports |Evaluation |Capacity [Knowledge Base [Administration | Transfer Tools | For Support [ Log Off
| Add, Edit or View Groups/Activity? |button) Program|Group Info/Activity # Registration| Particinant
5. Select the type Of program you Want tO add (Eﬁec“ve, Model, Or Pr0m|s|nq Approach) lf uam? a %?ge\, f'{)ac(llafetnrirsm\smg‘ prng{ram :5 \d;nt\ﬁedbby iAMHSA, cl\ckbnn the ”dEV\bdawrace-IBa?ad"tthab,E\f;amg aErl\y nl:?réy;;? nf‘prn1gran; click n[\(the ”?\:}nca\
. . AHLEAR nnovative: er” tab. ote escrplion of each evidence-pased program can be viewe Y selecting the Evidence-Oased tab; selecting Frogram lype;
from the Science-Based dropdown list. sslecing 2 Program Name; 4) ki on ‘" ocateq-——sme e ——————— I -
ADD'V Button Indicates Required Field

6. A list of programs will appear in the next dropdown list. Select the Program from O Mo adel ® Science Fuidence Based

the second dropdown list.
. A | Science-Based e vI:]
7. Click on thelAee!y] (Apply) button. bl | Program Hamer
a. The Program Name* and Description* will be automatically filled in for — |gpyas |
yOU. " Status* Active |%
8. The Status* is defaulted to Active. (This is a partial screenshot displaying the Program Edit Page.)

a. Active: currently in use (can be viewed in other screens).
b. Inactive: no longer in use (will not appear on other screens or reports).
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10.

11.

12.

13.
14.
15.

16.

You will now have to register a group for the program. Click the

Select the appropriate federal strategy from the Choose Federal Strategies*
dropdown list. You can select multiple entries for the Federal Strategies.
*Note: The selected strategies will appear in the box below the dropdown list.
a. Toremove one of the strategies from the list, click on the strategy in the
box below the dropdown list and then click the arrow pointing up to return
it to the Choose Federal Strategies* list.

Select the appropriate funds from the Choose Funds* dropdown list. You can
select multiple entries for the Funds.
*Note: The selected funds will appear in the box below the dropdown list.
a. Toremove one of the funds from the list, click on the fund in the box
below the dropdown list and then click the arrow pointing up to return it to
the Choose Funds* list.

Select the domain from the Choose Domain* dropdown list. You can select
multiple entries for the Domain.
*Note: The selected domains will appear in the box below the dropdown list.
a. Toremove one of the domains from the list, click on the domain in the
box below the dropdown list and then click the arrow pointing up to return
it to the Choose Domain* list.

Select the Program Type* (Universal, Indicated, Selective, or Environmental) from the
dropdown list.

If desired, type in the Required Sessions (required number of sessions).

If desired, type in the Required Hours (required number of hours).

Select the Objectives* from the dropdown list. You may select multiple entries
for the Objective*.

*Note: The selected objectives will appear in the box below the dropdown list.
a. Toremove one of the objectives from the list, click on the objective in the
box below the dropdown list and then click the arrow pointing up to return
it to the Objectives* list.

Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.

Add, Edit or View Groups/Activity#

Virginia User Manual

Save

O Non-Model ® Science-Evidence Based
Science-Based v v l:l

Brnt Program Name*

Description*

LEARNING
Status™ Active |v

Q

COMMUNITY
Choose Federal Strategies™ e
Choose Funds” M Choose Domain® hd

(This is a screenshot displaying the Program Edit Page.)

Program Type® hd

Required Sessions* Required Hours* [JCheck if number of sessions is not known or all sessions are single events.

Objectives® v

~ i T2y

|

=3

Select Instruments

KIT Prevention Service (VA)
powered by: KIT Solutions. LLC
Support

(This is a partial screenshot displaying the Program Edit Page.)

button. For more instructions on registering a group, see Registering Groups. (Follow steps 4-9.)
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Adding a Non-Model Program
A Non-Model Program is a program that may be used for Prevention but has not yet been evaluated by SAMHSA.

Click Program from the main menu.
Click Program from the submenu.

2
3. Click (Add) from the left toolbar.

4. Select which type of program you want to add (CSB Defined, Generic) from the Non-
Model dropdown list.

a.

If you selected CSB Defined, enter in a Program Name* and
Description*.
If you selected Generic, select a program from the dropdown list located

directly to the right and click the (Apply) button. The Program
Name* and Description* field will automatically be filled in for you.

5. The Status* is defaulted to Active.

a.
b.

Active: currently in use (can be viewed in other screens).
Inactive: no longer in use (will not appear on other screens or reports).
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Assessment| Planning | Program | Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools | For Support || Log Oﬁ‘
Program|Group Info/Activity # Registration|Participant
Add Button
L) (0 add a new program, click the "Add" button located in the left-hand column. To view or edit a previously created program. click on the name of
1 the program.
Clid on any column heading to sort
Name Status Type
Club Live Active Selective
DUI Reduction Initiative Active Selective
Wultidimensional Family Therapy Active Indicated
Project Northland Active Selective
Print Select] Youth Preventive Senvices Active Universal
1
LEARNING
(This is a sample screenshot displaying the Program Listing Page.)
Assessment |Planning [[Program [[Implementation |[Reporis [Ewvaluation |Capacity |[Knowledge Base | Administration | Transfer Tools |For Support |Log OF ‘

Frogram|Group Info/Activity # Registration|Participant

Save

If using a Model. Effective or Promising program as identified by SAMHSA, click on the "Evidence-Based" tab. If using any other type of program, click on the "Local
Innovative/Other” tab. (Note: A description of each evidence-hasad proaram can be viewed bv 1) selecting the Evidence-Based tab: 2) selecting Program Type; 3)

selecting a Program Name; 4) clicking on "Inf(
Apply Button

" Indicates Required Field

@ Non-Model O Sci Evidence Based
mafA
Non-Model b "I:l
5 10hd
Print Program Name®
Description*
LEARNING

Spell Check

Status™ Active |v

(This is a partial screenshot displaying the Program Edit Page.)

© 2009 KIT Solutions®



6.

10.
11.
12.

13.

You will now have to register a group for the program. Click the | Add, Edit or

Select the appropriate federal strategy from the Choose Federal Strategies*
dropdown list. You can select multiple entries for the Federal Strategies.
*Note: The selected strategies will appear in the box below the dropdown list.
a. Toremove one of the strategies from the list, click on the strategy in the
box below the dropdown list and then click the arrow pointing up to return
it to the Choose Federal Strategies* list.

Select the appropriate funds from the Choose Funds* dropdown list. You can
select multiple entries for the Funds.
*Note: The selected funds will appear in the box below the dropdown list.
a. Toremove one of the funds from the list, click on the fund in the box
below the dropdown list and then click the arrow pointing up to return it to
the Choose Funds* list.

Select the domain from the Choose Domain* dropdown list. You can select
multiple entries for the Domain.
*Note: The selected domains will appear in the box below the dropdown list.
a. Toremove one of the domains from the list, click on the domain in the
box below the dropdown list and then click the arrow pointing up to return
it to the Choose Domain* list.

Select the Program Type* (Universal, Indicated, Selective, or Environmental) from the
dropdown list.

If desired, type in the Required Sessions (required number of sessions).

If desired, type in the Required Hours (required number of hours).

Select the Objectives* from the dropdown list. You may select multiple entries
for the Objective*.

*Note: The selected objectives will appear in the box below the dropdown list.
a. Toremove one of the objectives from the list, click on the objective in the
box below the dropdown list and then click the arrow pointing up to return
it to the Objectives* list.

Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.
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© Non-Model O Science-Evidence Based

[ [A]|A]

Non-Model o] e 2eeiy]

Program Name*

LEARNING Description*
Status” Active | v

COMMUNITY
Choose Federal Strategies™ s
|
Choose Funds® ] Choose Domain® ]
| ‘

(This is a partial screenshot displaying the Program Edit Page.)
Choose Funds* i Choose Domain® e
|

Program Type® v

Required Sessions” Required Hours* [JCheck if number of sessions is not known or all sessions are single events.

Objectives® i

S

|

=3

Select Instruments

KIT Prevention Service (VA)
powered by KIT Solutions, LLC
Support

(This is a partial screenshot displaying the Program Edit Page.)

For more instructions on registering a group, see Registering Groups. (Follow steps 4-9.)
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Editing a Program

1. Click Program from the main menu.
2. Click Program from the submenu.

3. From the Listing page, select the program that you wish to edit by clicking the
(Select) button.

4. The program will appear in the edit mode.
5. Make any changes needed to the form.

6. Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.

Tip

e You will not be able to edit the Program Name and Description for a Science-Based program.

Deleting a Program

1. Click Program from the main menu.
2. Click Program from the submenu.

3. From the Listing page, select the program that you wish to delete by clicking the
(Select) button.

4. The program will appear in the edit mode.
Click the (Delete) button from the left toolbar.

6. A message appears asking, “Are you sure?”. If you would like to continue with
the deletion, click the OK button.

*Note: To cancel the deletion, click the Cancel button.
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Assessment| Planning | Program | Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools || For Support || Log Oﬁ‘
Proaram|Group Info/Activity # Registration|Participant
(Q
Select Button ated in the left-hand column. To view or edit a previously creatad program, click on the name of
TOOLERR. ey
Cligk on any column heading to sort
Name Status Type
Club Live Active Selective
g DUI Reduction Initiative Active Selective
l Wultidimensional Family Therapy Active Indicated
Project Northland Active Selective
Print Select Youth Preventive Senices Active Universal
1
LEARNING
(This is a sample screenshot displaying the Program Listing Page.)
Assessment | Planning |[Program |Implememalion Reports [|Evaluation [Capacity |Knowledge Base | Administration || Transfer Tools |[For Support |Log Of ‘
Froaram|Group InfofActivity # Reaistration|Participant
fus v SAMHSA click on the “Evidence-Based” tab. If using any other type of program, click on the "Local
5 nno, DEIete BUttOﬂ sed program can be viewed by 1) selecting the Evidence-Based tab: 2) selecting Pragram Type: 3)

la/aA
Print

LEARNING

Q
COMMUNITY

selecting a P =4 CICKING O INfo Tocared to me right of, or below, the program name.

* Indicates Required Field
Science-Based l:l:l
Program Name™
Description*
Status* Active |w
Choose Federal Strategies™ s

(This is a sample screenshot displaying the Program Edit Page.)
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Registering Groups

To use participants in recurring events, the participants will need to be assigned to a group and this group will need to be assigned to a program. The following section will
show you how to enter a group from the Program area. Even if you have not entered the participant’s names into the KPS yet, you can still set up the group and go back in

later and use the data edit button to add the participants into the group.

1. Click Program from the main menu.
Click Group Info/Activity# Registration from the submenu.

Select the program you want to add a group to from the Program Name*
dropdown list.

a. The Description* will automatically be filled in for you.

4. Click (Add) from the left toolbar.

5. Type in the name of the group in the Site/Location* field.
6. The Group Status* is defaulted to Active.
a. Active: currently in use (can be viewed in other screens).
b. Inactive: no longer in use (will not appear on other screens or reports).

7. Select whether the group is for a Single Events, Recurring Events, or Multi-
Classroom Events from the Group Usage* dropdown list.

8. Enter a Group Number* that will be used to identify the group.

9. Select the participants if the group is Recurring or enter the group demographics
if the group is Multi-Classroom.

*Note: For directions on selecting participants and entering group demographics, see Entering Group Details. If
participants have not been registered yet, see Registering Participants.

Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.

10.
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Assessment | Planning || Program | Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration || Transfer Tools | For Support | Log Of
—_— T
Add Button
oL
Program Name* Project Northland hd
Aad |
Description™ Project Northland is a community-based alcohol use prevention program ||
for middle school students. This program, developed by the University of
Minnesota's School of Public Health, seeks to delay the age when young
people begin drinking. reduce alcohol use among young people who have v/
Site/L ocation® Group Status:*
Existing Groups approomatox v
Group Usage:*
Print
(This is a sample screenshot displaying the Group Edit Page.)
Assessment | Planning | Program || Implementation | Reports | Evaluation | Capacity | Knowledge Base [ Administration | Transfer Tools || For Support | Log Oﬁ‘
[
Save Buton @~ @ —o———
o TTERR] * Indicates Required Field
Cancel
Program Name*
Save L
Description* Project Northland is a community-based alcohal use prevention program |+
for middle schoal students. This program, developed by the University of
Minnesota's School of Public Health, seeks to delay the age when young
people begin drinking, reduce alcohol use among young people who have |+
Site/Location* Group Status:* Active |
Print P : J
Group Usage:* Single Events
LEARNING
iSingle Events
Recurring Events
Multiple-Classroom Events
O
COMMUNITY
(This is a sample screenshot displaying the Group Edit Page.)
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Editing a Group
1. Click Program from the main menu.
Click Group Info/Activity# Registration from the submenu.
Select the program from the Program Name* dropdown list.
Select the group you wish to edit from the Existing Groups dropdown list.
To edit the Group Status*:
a. Click the (Edit) button from the left toolbar.
b. Select the appropriate status from the Group Status* dropdown list.

6. To edit the Group Number*:
a. Select the group number you wish to edit from the Existing Group

SARE el A

Number dropdown list located in the Activity # Registration section.

b. Click the [___Edit Group Number ] (Edit Group Number) button.
c. Make any changes needed to the form.

7. Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.
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Assessment | Planning [ Program | Implementation | Reports | Evaluation || Capacity | Knowledge Base | Administration | Transfer Tools | For Support || Log Of|
4 EditButon ~-°~
TOOLERR
-m ~gram Name™ Project Morthland d
Edit Description* Project Northland is a community-based alcohol use prevention program  |#
for middle school students. This program, developed by the University of
Minnesota's School of Public Health, seeks to delay the age when young
people begin drinking, reduce alcohol use among young people who have |»
Site/Location* Group Status:*
Existing Groups northland ¥l
Group Usage:*
Brint Activity# Registration
LEARNING [ | __Add Group Number __|[___Edit Group Numb Il Delete Group Number
Existing Group
Humber nrpm-mm :
Q
COMMUNITY

(This is a sample screenshot displaying the Group Edit Page. This is a partial screenshot.)
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Deleting a Group

1. Click Program from the main menu.

2. Click Group Info/Activity# Registration from the submenu.

3. Select the program from the Program Name* dropdown list.

4. Select the appropriate group from the Existing Groups dropdown list.

5. To delete the entire group:

6. Click the (Delete) button from the left toolbar.

7. A message appears informing you that if you delete the group all of its associated

activity #s will be deleted as well. If you would like to continue with the deletion,
click the OK button.
*Note: To cancel the deletion, click the Cancel button.
8. To delete a Group Number*:
a. Select the group number you wish to delete from the Existing Group
Number dropdown list located in the Activity # Registration
section.

b. Click the [___Delete Group Number | (Delete Group Number)
button.

9. A message appears asking if you want to continue. If you would like to continue
with the deletion, click the OK button.

*Note: To cancel the deletion, click the Cancel button.

Tips

Assessment | Planning || Program | Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration || Transfer Tools | For Support | Log Of
T
(( Delete Button =~ @ —7—M—MmM—oo—
TOOLERR
4n Name™ Project Morthland i
Ascription* Project Northland is a community-based alcohol use prevention program |+
for middle school students. This program, developed by the University of
Minnesota's School of Public Health, seeks to delay the age when young
people begin drinking, reduce alcohol use among young people who have |v
Site/Location” Group Status:”
Existing Groups northland v
Group Usage:*
Brint Activity# Registration
LEARNING [ | [__Add Group Number | [___Edit Group Numb I Delete Group Number
Existing Group
Humber Orpmrmm .
Q
COMMUNITY

(This is a sample screenshot displaying the Group Edit Page. This is a partial screenshot.)

e You will not be able to delete a group or group number if it is associated to service activities. If this is the case, set the group/group number to Inactive.

o Deleting a group number cannot be reversed. Only delete a group number if it was entered incorrectly. (For example: entered under the wrong group name.) If the group number is

no longer being used, set the group number to Inactive.
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Entering Group Details

To track attendance for participants in recurring events, the participants will need to be assigned to a group.

1. To assign a participant to a group, click on the participant’s name (highlighting it)
from the Participant List and click the (left arrow) button to move it to

the Selected Participant list.

a. Toremove a participant from the Selected Participant list, click the
(right arrow) button to move it back into the Participant List.

2. Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.
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COMMUNITY

Group

Activity Status:®

Selected Participants

Cancel Edit Group Number |

Save Group Number ‘ |

Number* 07pnj-mwf

Englert, George
Smith, Betty

Selection Arrows

<<

|>>

Participant List
Rosen, Joan

(This is a sample screenshot displaying the Group Edit Page. This is a partial screenshot.)
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Multi-Classroom Group Demographics

This is an estimation of the demographics of the group.
1. Click (Add) from the left toolbar.

2. Select either Races or Ethnicities from the radio button.
*Note: You must enter demographic information for both Races and Ethnicities.

3. Enter the estimated number of participants in the appropriate race/ethnicity fields.

4. Click the |_Calculate Totals |(ca|cu|ate totals) button to sum up the total number of
participants.
*Note: To clear all demographic entries, click the Clear All Fields button.

5. Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.

6. Click the| Betun To Group Regisiiation | (return to group registration)
button to return to the Group screen.

Tips

| Assessment II"Idrmlng |I"|ug|um |I|r|p|e|r|un|.a|h0|| |-'!L';Jur|5 IEvqualiull

Capacily ll\'nwzdgEBs!e IMNII’\iS‘rMIOn ITransrerTonls IF:rSncpcft ILogOFf

Calculate Totals Button

Please complete estim” —iregraphics for this service. You must enter demographic information for both races and ethnicities.
) JEthnicit_«

Chear All Finlds

: > |Hative eri eri } ulti [Mult oyl omer
sric Indlian Mal Mal Total
Female  [Male Female |[Male Female | | M iale |[Femalef " [[FEmA
LEARNING 4 0 0 0 o 0 0 0 o 0 o o o o o o ] o
411 L] L] o 0 o o o o 0 o o 0 0 0 0 o 0
N | 2 |5 2 1 0 3 2 0 o |1 z | 0 flo o flo e
1547 (0 0 0 ] o a a o o o o o ] ] o o ul

(This is a sample screenshot displaying the Demographics Edit Page. This is a partial screenshot.)

e Remember, this is an estimation of the number of participants in the group. The number may increase or decrease once sessions begin. The actual number of participants per

session will be noted in the Multiple-Classroom screen in the Count field.
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Registering Participants

For recurring services, you will track the attendance of the individual participants instead of providing a count of the total attendees. Thus, you will need to register these
individuals into the KIT Prevention Service before you enter the recurring service, or you may also enter them into the KIT Prevention Service as you enter the recurring
service. Under the Program or Activities module, there is an option called Participant where you can register the individuals before you begin entering the details of the

recurring service.

After this section we will go into entering recurring services and how you mark the attendance of the participants (in other words, marking them as ‘yes’ they attended the
event or ‘no’ they did not). In that section, you will see how you can input participants as you are marking them for attendance, in case you forgot to add one or you want to

enter all your participants as you enter the activity.

Assessment|| Planning | Program | Implementation | Reports | Evaluation | Capacity [ Knowledge Base [ Administration | Transfer Tools | For Support||Log Oﬁ‘
Proaram|Group Info/Activity # Reaistration|Participant
r\‘ [
' Add Button onsidered confidential and is subject to the Health Insurance Portability and Accountability Act of 1996,
Al it T04-T9T (HIPAA], and 4ZCFR. This information is accessible only by the Provider entering the information. Only demographic
1 C“Ck Pro ram from the maln menu «fmation will be reported at the County/State level. It is each user's responsibility to protect the confidentiality of the data as it is being entered
. g . Add or viewed on the screen. To reference the codes and regulations, go to the PHI Requirements document in the Library.
*Note: You may also enter paﬁiCipantS in the Activities module. To add a new participant, click the "Add" button located in the left-hand column. To view or edit a previously registered participant, click the
. .. "Select” button_
. Click Participant from the submenu. o m— Gl o oyl e o
. Add Eirst Name Last Name Status Birth Date Entry Date
3. Click_244_](Add) from the left toolbar.
ot Joan Sharpe Active 04/30/1989 07/05/2007
LEARNING Select Joan Rosen Active 06/29/1994 11/02/2007
Select] Kim May Active 07/07/1989 07/05/2007

(This is a sample screenshot displaying the Participant Listing Page. This is a partial screenshot.)
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10.
11.

12.

13.
14.

15.
16.

17.

Type in the participant’s First Name*.

If known, type in the Middle Initial of the participant.

Type in the participant’s Last Name*.

Select the gender of the participant from the Gender* dropdown list.
Select the Participant Location* from the dropdown list.

Enter in the participant’s Birth Date* as mm/dd/yyyy.

a. You can also use the Age Range dropdown list directly to the right of the
Birth Date* field. Once you click on the black down-arrow, a list will
appear showing different age ranges. Select an age range and the KPS
will automatically fill in a birth date within the age range (the date is
estimated from today’s date).

*Note: Do not enter a Birth Date* and then select an Age Range; you will lose the original birth date that you
entered.

Select the Race* of the participant from the dropdown list.
Select the Ethnicity* of the participant from the dropdown list.

The Status* is defaulted to Active.

a. Active: currently in use (can be viewed in other screens).

b. Inactive: no longer in use (will not appear on other screens or reports).
If known, select the Marital Status of the participant from the dropdown list.
If known, enter in the participant’s Contact Information.

a. Type the full street address of the participant including Address, City,
State and Zip Code.

b. Type in the participant's Phone number.
If known, enter in the participant's Emergency Information.
To assign a participant to a group, click on the program (highlighting it) from the
Available Programs list and click the (left arrow) button to move it to the
Assigned Programs list.

a. Toremove a program from the Assigned Programs list, click the
(right arrow) button to move it back into the Available Programs list.

Click the (Save) button.

*Note: To exit the screen without saving any of the changes, click the Cancel button

Virginia User Manual

40

Assessment| Planning | Program | Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools | For Support || Log Oﬁ‘
Proaram|Group Info/Activity # Reaistration|Participant
(( = | The data fields in yellow boxes are required for demographic reporting. The information on this screen can only be viewed by the provider
1= antering the information.
Indicates Required Field
General Information
First Name* WMiddle Initial
Last Name® Gender* (3
Participant Location™ v
Print o
Birth Date* or Age Range (134
LEARNING
Race* ¥
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(OMMN\T\' Marital Status v
(This is a partial screenshot displaying the Participant Edit Page.)
LEARNING
Race* A
Ethnicity* ~ Status* Active i
(gMMNm« Marital Status v

Contact Information
Address

City State Zip Code
Phone

Emergency Contact Information

Name

Phone

Assigned Programs Available Programs

Club Live
DUI Reduction Initiative
Multidimensional Family Therapy

Project Northland

‘Youth Preventive Senices

(This is a sample screenshot displaying the Participant Edit Page. This is a partial screenshot.)
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Assessment || Planning || Program | Implementation || Reports | Evaluation || Capacity || Knowledge Base | Administration || Transfer Tools | For Support | Log Off|
Edltlng a Part|C|pant Program|Group Info/Activity # Reaistration|Participant
1. Click Program from the main menu. 4
The information contained in this area is considered confidential and is subject ta the Health Insurance Portability and Accountability Act of 1996,
H HPas LSS Pyblic Law 104-191 (HIPAA), and 42CFR. This information is accessible only by the Provider entering the infermation. Only demographic
2- C“Ck Partlc'pant from the Su bmenu . information will be reported at the County/State level. It is each user's responsibility to protect the confidentiality of the data as it is being entered
Lo L. . . . . Add or viewed on the screen. To reference the codes and regulations. go to the PHI Requirements document in the Library.
3' From the LlStlng page’ SE|eCt the part|C|pant tha’t you WISh to edlt by Cllelng the - cated in the left-hand column. To view or edit a previously registered participant, click the

(Select) button.

Select Button |

Clidk on any celumn heading to sort

4. The participant will appear in the edit mode. Eirst Name Losttame | Sws |  Bithbate Eniry Date
|¥\_m¥| Betty Smith Active 10/04/1993 11/02/2007

5. Make any changes needed to the form. NS Joen Snarpe Acve | 0301069 07052007
LEARNING cf Joan Rosen Active 06/29/1994 11/02/2007

6. Click (Save) from the left toolbar. rva Kim May Actve | oriortoss 0710512007

*Note: To exit this screen without saving any of the changes you have made, click Cancel. This is a sample screenshot displaying the Participant Listing Page. This is a partial screenshot.)

—_

Deletlng a Part|C|pant Assessment || Planning [ Program [ Implementation | Reports | Evaluation [ Capacity | Knowledge Base [ Administration | Transfer Tools | For Support | Log Off|
Program|Group InfolActivity # Reaistration|Participant

1. Click Program from the main menu. (

2. C“Ck PartICIpant from the su bmenu . WJ@_”;’ lr;iedr?;:ﬁlilze.i:;uﬁgz\:ub:;%es are required for demographic reporting. The information on this screen can only be viewed by the provider

3. From the Listing page, select the participant that you wish to delete by clicking Delete Button " Indicates Required Fieid

the [Setes] (Select) button. yra ! S
Save dme oan iddle Initia
The participant will appear in the edit mode. Last Name* Sharpe Gender' Ferale &

Click the(DeIete) button from the left toolbar. poricpantLocator”  LEFST -

. . . i Birth Date™ 4/30/1989
6. A message appears asking, “Are you sure?”. If you would like to continue with
the deletion, click the OK button. (This is a sample screenshot displaying the Participant Edit Page. This is a partial screenshot.)

*Note: To cancel the deletion, click the Cancel button.
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IMPLEMENTATION

The Implementation section allows you to record your Single, Recurring and Multiple Classroom Services.

Data Collection Forms

The Data Collection Forms area is an archive of forms that can be used to collect data during services for input into the KIT Prevention Service. This area of the KIT
Prevention Service works as follows:

Assessment | Planning || Program | Implementation | Reports | Evaluation | Capacity | Knowledge Base || Administration | Transfer Tools | For Support | Log Of
. i . Data Collection Forms|Participant|Sinale|Recurring|Multiple-classroom |Indirect Time | Consumer Related Time
1. Click Implementation from the main menu. (
2. Click Data Collection Forms from the submenu. ( """"""""""""""""""""""""""""" e Show Renort Button [~
*Note: You can also access these forms from the Print Data Collection Form button located on each of the Service Choosa Cat PP
screens. Y e (ot |
. . Data Collection Form For Recurring Even
Select the appropriate form from the Choose Category dropdown list N 10 Snge e e
MC And Single Event Demographics
. M Multiple Classroom Event
Click the (Show Report) button. gg;ﬁf;;g;gfm“p
5. A new window will open displaying the form. TTCIY: SR
*Note: For information on saving or printing this form, see the Using the Report Viewer section.
6. To close the open window, click on the Xl in the upper right-hand corner. comany
(This is a screenshot displaying the Data Forms Page.)
Tips

e Ifyou have a pop-up blocker on your computer, hold the ctrl key down while selecting any button used to view the report (e.g., Show Report, PDF, etc.).

Virginia User Manual 42 © 2009 KIT Solutions®



Services

The Implementation module is used to record the prevention services performed by your organization. The KIT Prevention Service uses the method and terminology
established by CSAP's Minimum Data Set. Activities are either Single or Recurring services.

Entering a Single Service

The Single Service allows you to enter a service that occurs once.

1. Click Implementation from the main menu.
Click Single from the submenu.

3. Click (Add) from the left toolbar.

4. Select the program used in the event from the Program* dropdown list.
a. The Program Description will automatically be filled in for you.
5. Select the appropriate Objective* from the dropdown list.
a. The Objective Description will automatically be filled in for you.
Enter the date of the service in the Service Date* field as mm/dd/yyyy.

7. Select a Service Location* from the dropdown list to indicate what county the
event took place.

8. Select the Federal Strategy used from the dropdown list.

*Note: Only those strategies selected in the Programs module will appear within the dropdown list.

9. Select the appropriate Service Code* from the dropdown list.

*Note: If you are unsure of which Service Code to select, select the one that best represents the activity.

Virginia User Manual

Assessment| Planning | Program | implementation | Reports || Evaluation | Capacity Administration

|Kn0w\edge Base

Transfer Tools H Far Support" Log Off

Data Collection Forms|Participant|Single|Recurring|Multiple-classroom|Indirect Time |Consumer Related Time

{( Add Button
TOOLERR ’ PPridvanced Search Click on any celumn heading to sort
Service Service - - - Group Entry
Program Activity Description
Add Date Program Code Location Activity Description Name Date

Meeting with Public Works

DUl Reduction department to discuss Mo
8/10/2006 Initiative STHO1 100 highway signage for the media| Group Ti8i2007
n l campaign.
g Meeting with Public Works
DUl Reduction department to discuss No

9/24/2007

124,
<AL Initiative S i3 highway signage for the media| Group

Print campaign.
(This is a sample screenshot displaying the Single Service Listing Page. This is a partial
screenshot.)

Assessment | Planning | Program || Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools | For Support

Log Oﬁ‘

Data Collection Forms|Participant|Sinale |Recurring|Multiple-classroom|Indirect Time |Consumer Related Time

e —

* Indicates Required Field

TOOLERE

Program™ A

Program Description

w
8
<
@

Objective* hl

&l
= =
5] =

=]

b
1
=

Service Date™
LEARNING

Service Location® i

Federal Strategy* FST01 Information Dissemination |

ik

COMMUNITY Service Code* P

(This is a partial screenshot displaying the Single Service Edit Page.)
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10.
11.

12.

13.
14.
15.

16.

Select the appropriate Service Population* from the dropdown list.

Fill in the Participant Count* field with the appropriate number of attendees or
other measure specified by the Service Code/Count Method.

Select the Session Length* for the number of Hrs. (hours) and Min. (minutes)
the event lasted using the Hrs. and Min. dropdown lists.

Select the Name of Group* from the dropdown list.
Select the Synar* from the dropdown list.
Type in the details pertaining to this event in the Service Description* field.

Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.

COMMUNITY

Service Code”

Count Method

Service Population*

Participant Count®
Session Length*
Name of Group*
Synar*

Service Description

Spell Check

KIT Prevention Service (VA)

powered by: KIT Solutions. LLC

Support

(This is a partial screenshot displaying the Single Service Edit Page.)

After saving, the Staff Service Hours screen automatically opens. *Note: For detailed information on entering Staff Service Hours, see Entering Staff Service Time.
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Entering Recurring Services
The Recurring Service allows you to enter a service that is delivered more than one time to the same set of participants.

Assessment| Planning | Program || implementation | Reports | Evaluation | Capacity

Knowledge Base | Administration | Transfer Tools | For Support | Log Off|

Data Collection Forms|Participant|Sinale|Recurring|Multiple-classroom|indirect Time|Consumer Related Time

@ Add Button
7 g

TOOLERR ‘m Click on any column heading to sort
H H H Service rogram Sewvice ocation ivity Description Group Entry
1. Click Implementation from the main menu. Add b | :’d | ot Location|  Activity Descript s | Dot
) . 2/24/2007 | TEoMAMENSIOnAl | aregy | 4gp PAua | 71512007
2. Click Recurring from the submenu. e o —
. n @ g select]| 10/4/2007 | Project Northland STE02S 11 participant assessments | northland | 11/2/2007
3. Click (Add) from the left toolbar. " 1
iz
Print
(This is a sample screenshot displaying the Recurring Service Listing Page.)
Assessment| Planning || Program | Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools | For Support | Log OF|
Data Collection Forms |Participant|Sinale|Recurring|Multiple-classroom|Indirect Time |Consumer Related Time
4. Select the program used in the event from the Program* dropdown list. ((
a. The Program Description will automatically be filled in for you. e |  ndictos Roqured ik |
5. Select the Name of Group* from the dropdown list. ) | ” ” ” '
A . Program v
Select the Activity # from the dropdown list. Program Description
7. Select the appropriate Objective* from the dropdown list. —
Select the app qp a_te Object. e. 0 | t Ie.d opdo | st o ot Grouy =
a. The Objective Description will fill in automatically for you. . Group Number' .
] p ylory
8. Enter the date of the service in the Service Date* field as mm/dd/yyyy. B Cuiestive <
LEARNING
9. Selecta Service Location* from the dropdown list to indicate what county the ,ﬁ‘
event tOOk place - Service Date*
COMMUNITY Service Location® e

(This is a screenshot displaying the Recurring Service Edit Page.)
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10.

11.

12.
13.

14.
15.

16.

Select the Federal Strategy used from the dropdown list.

*Note: Only those strategies selected in the Programs module will appear within the dropdown list.

Select the appropriate Service Code* from the dropdown list.
*Note: If you are unsure of which Service Code to select, select the one that best represents the activity.

Select the appropriate Service Population* from the dropdown list.

Select the Session Length* for the number of Hrs. (hours) and Min. (minutes)
the event lasted using the Hrs. and Min. dropdown lists.

Select the Synar* from the dropdown list.
Type in the details pertaining to this event in the Service Description* field.

Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.

LEARNING

Service Date”

COMMUNITY Service Location® ~
Federal Strategy” FST02 Education |+ |
Service Code* ¥

Service Population*
Session Length* 0 [%| Hrs. |0 [%| Min.

Service Description

Spell Check

Synar*

KIT Prevention Service (VA)

powered by: KIT Solutions, LLC.

Suppart

(This is a partial screenshot displaying the Recurring Service Edit Page.)

After saving, the Attendance screen automatically opens. *Note: For detailed information on entering Attendance, see Entering Attendance Information.

After editing the attendance, the Staff Service Hours screen will open. *Note: For detailed information on entering Staff Service Hours, see Entering Staff Service Time.
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Entering Attendance Information

After saving a Recurring Service, the Attendance button becomes active. This is where you keep track of participant attendance. The following instructions detail how to

return to the Attendance screen after the initial entry and how to edit data.

Click Implementation from the main menu.
Click Recurring from the submenu.

3. From the Listing page, select the activity that you wish to edit by clicking the

button.

4. The activity will appear in the edit mode.

5. Click the (Attendance) button.
6. Click the (Edit) button from the left toolbar.
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Assessment | Planning || Program || Implementation | Reports | Evaluation || Capacity | Knowledge Base | Administration || Transfer Tools | For Support | Log Oﬁ|
Data Collection Forms|Participant|Sinale|Recurring|Multiple-classroom|Indirect Time|Consumer Related Time
K — Select Button o —
TOOLERR. Adve pren Click on any eolumn heading to sort
e Service . . . Group Entry
g Location|  Activity Description
P Program Code Location|  Activity Description Nama Date
Multidimensional Sequoia
Select|| 2/21/2007 Family Therapy STE04 100 T/5/2007
_ Program orientation and
select|| 10/4/2007 | Project Northland STE02S 11 participant assessments | northland | 11/2/2007
took place.
1
Print
(This is a sample screenshot displaying the Recurring Service Listing Page.)
Assessment || Planning || Program | Implementation | Reports | Evaluation [ Capacity | Knowledge Base | Administration | Transfer Tools | For Support || Log Oﬁ‘
Data Collection Farms |Partid direct Time|Consumer Related Time
‘ Attendance Button
Ll Staff Time Aifendance || Print Data Collection Form ||_Edit/View Group
(This is a partial screenshot displaying the Recurring Service Edit Page.)
Assessment | Planning || Proagram [ Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration || Transfer Tools | For Support||Log Oﬁ‘

Data Collection Forms|Participant|Single|Recurring |Multiple-classroom|Indirect Time|Consumer Related Time

b Edit Button
L s h R

TOOLERR!

‘ Add new participant

Return To Service | Register Participant

(This is a partial screenshot displaying the Attendance Edit Page.)
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7. Adjust the attendance for the partICIpant by Selectlng the approprlate Ch0|ce In the Assessment | Planning | Program | Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools | For Support | Log Oﬁ‘
dropdown ||St3 Data Collection Forms |Farticipant| Sinale|Recurring|Multiple-classroom |Indirect Time|Consumer Related Time
' [
. . . " ”
a. Attendance: Yes or No was this participant present N {( SaeButon —M—o———
*Note: If you do not make any changes to attendance, your participants | -
will all be defaulted to Yes for attendance. % e paricipant -
b. Completion: Status of this participant in the program. a0 Glentliame Attendznce Compltion States
. o : i
i.  Ongoing: future attendance is expected (default). S — o -
i. Complete: program attendance complete, no future attendance is Pt
eXpeCted. e Betty Smith Yes | v Ongoing |¥ Active
iii. Withdrew: no longer in the program, left before the service was "
f|n|5hed. COMMUNITY 1

8. Click (Save) from the left toolbar.

9. Click the [_Retum To Sewvice | Ratym to Service) button to retum to the activity.

(This is a sample screenshot displaying the Attendance Edit Page.)

Tip
o |f your group has more than 10 participants, there will be more than one page of clients. In the lower left hand corner of the table with the participants names will be a small number 1,
2, 3, etc. depending on the amount of pages. Click on the blue numbers to change to that page number.

*Note: If you need to register a new participant for this group after the services have already begun, you can select the Register Participant button | Register Participant | in the Attendance screen. This
will take you to the Participant Information screen. Fill in all information needed to register this participant. The Program-Group will already be assigned to this participant. Once all information is filled in,
click Save from the left toolbar. You will be returned to the Attendance screen. Your participant has not been added to the attendance list yet. Click Edit from the left toolbar. Select the participant
from the Add New Participant dropdown list. Your participant is now added to the Attendance list.
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Entering Multiple-Classroom Services
The Multiple-Classroom Service allows you to enter a service that is delivered.

Assessment | Planning | Program || Implementation | Reports | Evaluation [| Capacity | Knowledge Base || Administration | Transfer Tools | For Support | Log Oﬁ‘
Data Collection Forms|Participant|Single |Recurring|Multiple-classroom|Indirect Time|Consumer Related Time
Add Button
Ju‘u:;\:- PP~ Advanced Search Click on any column heading to sort
. . . drnis Program Senie Location Activity Description oty ey
1. Click Implementation from the main menu. Add Do Code | : fome Do
. . 919/2006 | ClubLive | STAOS | 100 W”’L‘;fomrfgﬂ;ee’f_’ an | Febidde | 7is007
2. Click Multiple-classroom from the submenu. e
A 9/12/2006 Club Live STADB 100 School T/5F2007
1 -( i o
3. Click (Add) from the left toolbar. 10122007 | Prewmive | STC05 | 11 e ot ot | noriland | 117272007
Prnt Senices g
LEARNING !
(This is a sample screenshot displaying the Multi Classroom Service Listing Page.)
Assessment | Planning | Program || Implementation | Reports | Evaluation [| Capacity | Knowledge Base [| Administration | Transfer Tools | For Support | Log Oﬁ‘
Data Collection Forms|Participant|Single|Recurring|Multiple-classroom|Indirect Time|Consumer Related Time
4. Select the program used in the event from the Program* dropdown list. ((
a. The Program description will automatically be filled in for you. | ” H H '”; Reaued Pt
5. Select the Name of Group* from the dropdown list. g -
-Save
Select the Activity # from the dropdown list. Program Description
7. Select the appropriate Objective* from the dropdown list. : Name of Group" m
a. The Objective description will automatically be filled in for you. Group Number* 7]
. . . . Print jective* A
8. Enter the date of the service in the Service Date* field as mm/dd/yyyy. o :
LEARNING | Obj. Description
9. Select a Service Location* from the dropdown list to indicate what county the N
event tOOk place [OMMNITY Service Location® hd

(This is a partial screenshot displaying the Multi Classroom Service Edit Page.)
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10.

11.

12.
13.

14.
15.
16.

17.

Select the Federal Strategy used from the dropdown list.
*Note: Only those strategies selected in the Programs module will appear within the dropdown list.

Select the appropriate Service Code* from the dropdown list.

*Note: The Service Code* dictates the method of counting required; this will be specified in the Count Method field.
Depending on the service group, different counts will be required. For example: A Health Fair counts the number of
attendees not the actual count of people that visited your booth.

Select the appropriate Service Population* from the dropdown list.

Select the Session Length* for the number of Hrs. (hours) and Min. (minutes)
the event lasted using the Hrs. and Min. dropdown lists.

Select the Synar* from the dropdown list.
Fill in the Count* field with the appropriate number of attendees.
Type in the details pertaining to this event in the Service Description* field.

Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.

Q
COMMUNITY

Service Date*
Service Location*
Federal Strategy*

Service Code*

Service Population™

Session Length®
Participant Count*

Service Description

-
FSTO03 Alternatives i

v

0 |¥| Hrs. |0 |¥| Min.

Spell Check

Synar®

KIT Prevention Service (VA)

powered by: KIT Solutions, LLC

Suppaort

After saving, the Staff Service Time screen will open. *Note: For detailed information on entering Staff Service Hours, see Entering Staff Service Time

(This is a partial screenshot displaying the Multi Classroom Service Edit Page.)

To alter the demographics for this group, click the | Demographics | (Demographics) button. *Note: For detailed information on entering Multiple-classroom demographics, see Entering Group Details.
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Entering Staff Service Time

Staff service time that can be tied to a particular prevention service and a particular number of participants is entered from the Activity screen. This time is in the form of
direct hours (time actually performing the service) as well as consumer-related service hours (time spent planning, traveling, and evaluating this service). Follow the
diagrams and instructions below to record the staff service time.

*Note: If you receive the error indicating that you have activities with no staff time, see “Warning: You Have Previous Activities With No Staff Time”

Assessment | Planning || Program [ Implementation || Reports [ Evaluation | Capacity [ Knowledge Base | Administration | Transfer Tools | For Support | Log Oﬁ‘
1. Once you have saved the information for the activity, the Staff Time page will 2 Collection Forms|Partopant|Singls| Recur : o Related Time
open y y Pag =TS Return to Service Button ~ E=eates
2. Torecord Direct Service (hrs) and Consumer-Related Service (hrs), find the (( Enterthe et of Diect Senvie howrs andlr ndiect Senice hou' or s, Twho paricioated n this senicelaciity.
name of the staff member you would like add hours to and click the AnR crampies 225 ‘SSQ e are 15 e
(Edit) button to the far right of the staff member’s name. 2%e8  Update Button
. . . e
3. Enter the staff member’s Direct Service (hrs) and Consumer-Related Service it St Name Diect Soicrs) | COTTRled
(hrs) In the approprlate flelds Ll Administrator, Account 0.00 0.00 @]
4. Click the Update button. If applicable, follow these steps again to add service bob bob 000 000
hours for more than one staff member who is associated with the service activity. | ones My 1 o
Jones, Rachel 0.00 0.00 Edit
5. Click the |_Retum To Service | (Return to Service) button to return to the activity. N o _ _ » _
This is a sample screenshot displaying the Staff Time Edit Page. This is a partial screenshot.
p playing g p
Tips
o All staff member’s that were associated with the service should be given staff service time. You will not add a different service for each staff member’s staff service time.
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Using the Copy Service Button

Using the Copy Service button allows you to enter in your service details without having to enter all of the fields in. Once the Copy Service button is
selected, most of the information is automatically brought in for you and you need to change any of the fields that may be different. Use the steps below to utilize the Copy
Service button.

\fssssmenl”?\annmqHF’quram"l\“f l':P‘ET.B'-I’\H Reports | Evaluation || Capacity | Knowledge Base | Administration | Transfer Tools | For Support [ Log Oﬁ|
1. From the Serv'ce LlStlng page, Select a SerVICe acthIty that |S S|m||ar to the one % CODV SEI'VICE BUttOﬂ 1g|Multiple-classroom|Indirect Time|Consumer Related Time
that needs to be entered by clicking the (Select) button. (( ,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,
2' Once the deslred event |S dlsplayed’ Clle the (Copy SerVIce) Jeslaild . | : Staff Time Copy Service | Print Data Collection Form | Edit\liew Group | Demographics
. . . . . .. rogram
button. This will begin a new record. The only field that must be filled in is the brogram Descrption County o g focusng o docresang DUl e among st
1 * f |d h 1 f 1 b d d 1 h 1 visiting local wineries through increased education and awareness.
Service Date* field. Any other information may be edited to suit this new service
ac'[|V|ty Objective
edia camaign including highway and site specific signage warnin;
Make any Changes needed tO the form. zﬂriv‘;rs ofthe%\sks :n\?a\fe: ignhdri\xrmg Sndterthi in;uenge. : :
4. Click (Save) from the left toolbar. (This is a sample screenshot displaying the Single Service Edit Page. This is a partial screenshot.)

*Note: To exit this screen without saving any of the changes you have made, click Cancel.

Tips

e The Copy Service feature is only available for Single Services.
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Editing an Event

1. From the Service Listing page, select a service activity that you wish to edit by

clicking the (Select) button.

2. Once the desired event is displayed, click the (Edit) button from the left

toolbar.
Make any changes needed to the form.

3.
4. Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.

Deleting an Event

1. From the Service Listing page, select a service activity that you wish to delete by

clicking the (Select) button.

2. Once the desired event is displayed, click the (Delete) button from the

left toolbar.

3. A message appears asking, “Are you sure?”. If you would like to continue with

the deletion, click the OK button.

*Note: To cancel the deletion, click the Cancel button.

Virginia User Manual

Assessment

Planning | Program || Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools | For Support | Log Oﬁ‘
Data Collection Forms |Participant|Sinale |Recurring|Multiple-classroom |Indirect Time|Consumer Related Time
{( Select Button @@ @ ———,—,—,————m_—m™m_™_—_"?—-—
TOOLERR. | 7 Pearch | Click on sny eolumn hesding to sort
sice Service = g . Group Entry
Oate Program Code Location|  Activity Description Name Date
Multidimensional Sequoia
121 1A
2/21/2007 Family Therapy STE04 100 HS 7/58/2007
_ Program orientation and
select|| 10/4/2007 | Project Morthland STE02S 11 participant assessments | northland | 11/2/2007
took place.
w
Print
(This is a sample screenshot displaying the Event Listing Page.)
Assessment | Planning | Program | Implementation || Reports | Evaluation | Capacity || Knowledge Base || Administration | Transfer Tools || For Support [ Log Off
Data Collection Forms|Participant|Single|Recurring|Multiple-classroom|Indirect Time|Consumer Related Time
{( ‘ 777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777
ey Attendance || Print Data Collection Form ||_Edit/View Group
Delete Button
Adw |
gram Description The Multidimensional Family Therapy approach was developed as a [
stand alone, outpatient therapy to treat adolescent substance abuse and |
Delete asenriated ninhlems of clinically referred teenaners. MOFT i a multi- ¥
Name of Group™
Group Number*
Objective*
Implement a curriculum based program that families can be referred to once a student has fa]
been identified as engaging in high risk activities that may also be a sign of =
Print
Service Date*

(This is a sample screenshot displaying the Recurring Service Edit Page. This is a partial
screenshot.)
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REPORTS

Many useful reports are available on the KIT Prevention Service. The Report area is broken down into three subcategories: Monitor/Analysis, Service, and Administrative.

Monitor/Analysis
The “Monitor/Analysis” section allows you to use multiple choices to build a specific report to match your own unique specifications.

1. Click Reports from the main menu.

2. Click Monitor/Analysis from the submenu.

3. Select the type of event for this report: Single Events, Recurring Events or
Multiple-Classroom Events.

4. You may choose to use the Fiscal Year dropdown list to auto-populate the
Beginning Date and Ending Date or you may enter in a specific date range.

5. After you fill in the date range, you can leave the options below the line set to All
and click the (Show Report) button to display the Monitor/Analysis
report.

6. A new window will open displaying the form.

*Note: For information on saving or printing this form, see the Using the Report Viewer section.
7. To close the open window, click on the %I in the upper right-hand corner.
Tips

MonitariAnalysis|Service|Administrative|[NOMS |Report Builder

Print

LEARNING

Q
COMMUNITY

Show Report

Show Report Button

@ Single Events O Recurring Events O Multiple-Classroom Events

Fiscal Year

Beginning Date (mm/ddyyyy)

Federal Category | All
Target Population | All
Location All
Objective All

Service Code Al

Ending Date (mm/dasyyy)

~

(This is a screenshot displaying the Analysis Report Page.)

If you have a pop-up blocker on your computer, hold the ctrl key down while selecting any button used to view the report (e.g., Show Report, PDF, etc.).

Virginia User Manual

54

© 2009 KIT Solutions®



The remaining instructions are optional and you can click the Show Report button at any time after you have followed instructions 1 through 4 to get the Monitor/Analysis report.

MonitoriAnalysis|Service|Administrative|NOMS |Report Builder

8. To restrict the Federal Category for this report, select the federal category of ((
interest from the dropdown list. = T Show Report Button =
9. To restrict the Target Population for this report, select the population of interest © Single Events O Recurring Events O Multiple.Classroom Events
from thg dropdown I|§t. | | _. - .
10. To restrict the Location for this report, select the county of interest from the g bt o nding Ot o
drOdeWﬂ ||St Fnt Federal Cﬂlegur; All : " .
11. To restrict the Objective for this report, select the objective of interest from the WV | Terast Populaion Al v
dropdown list. gy | Al z
12. To restrict the Service Code for this report, select the service code of interest S D=
from the dropdown list.

(This is a screenshot displaying the Analysis Report Page.)
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Service Reports

The “Service” report section allows you to print out specific reports on services that have already been entered into the KPS.

Click Reports from the main menu.

Click Service from the submenu.

Select the report of interest from the Choose Category dropdown list.

If applicable, select a Fiscal Year or enter a Beginning and Ending Date as
mm/dd/yyyy.

Click the (Show Report) button to display the selected report.

6. A new window will open displaying the report.
*Note: For information on saving or printing this form, see the Using the Report Viewer section.

7. To close the open window, click on the Xl in the upper right-hand corner.

oL

o

Tips

Assessment

Planning | Program | Implementation | Reporis | Evaluation | Capacity | Knowledge Base | Administration || Transfer Tools

For Support

Log Oﬁ"

MonitariAnalysis|Service|Administrative | NOMS |Report Builder

k

TOOLEAR

Print

LEARNING

Q
COMMUNITY

——————————————————————————————————————————————————————————————————————————— Show Report Button ==

Choose Report Participant Demographics by Group |+ |
Fiscal Year i

Beginning Date Ending Date

District List 1|w

Organization List | Training Provider 999 |»

(This is a screenshot displaying the Service Report Page.)

o If you have a pop-up blocker on your computer, hold the ctrl key down while selecting any button used to view the report (e.g., Show Report, PDF, etc.).
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Administrative Reports
The Administrative Reports section has reports that can give a user some cumulative information on staff, and participants.

nssessment] Planning| Program||mplementation | Reports| Evaluation | Gapacit | Knowledge Bace | Admmitration | Transfr Tool | For Suppert|Log OF
1. Click Reports from the main menu. plonitor/Anaiiais| Servce | Adminiairaiiue|NOWS| Resor Bulder
2. Click Administrative from the submenu. (( ,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, Show Report Button =~ ———————
3. Select the report of interest from the Choose Category dropdown list.
4. If applicable, select a Fiscal Year or enter a Beginning and Ending Date as zhmf,pn ?it - :

mm/dd/yyyy.
5. Click the (Show Report) button to display the selected report.
6. A new window will open displaying the report. Ene

*Note: For information on saving or printing this form, see the Using the Report Viewer section.
7. To close the open window, click on the Xl in the upper right-hand corner. <ONMNTY

(This is a screenshot displaying the Administrative Reports Page.)

Tips

e Ifyou have a pop-up blocker on your computer, hold the ctrl key down while selecting any button used to view the report (e.g., Show Report, PDF, etc.).
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NOMS Reports
The NOMS Reports section has reports that...

nssessment] Pianning |Proram| implementation| <eports| evaiuation | Gapaciy|Knowiedge Sase| Admimstation| Transir Toa' | For Suppert | Log O
Monitor/Analvsis|Service| Administrative | NOMS | Report Buildsr

1. Click Reports from the main menu. (( ,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

2. Click NOMS from the submenu. L | Repontoview -

3. Select the report of interest from the Report to view dropdown list. Show epertfor, %59 Treiing Providersa?

4. Click the (Show Report) button to display the selected report. ot

5. A new window will open displaying the report. Show Report Button

*Note: For information on saving or printing this form, see the Using the Report Viewer section. LEARNING
6. To close the open window, click on the Xl in the upper right-hand corner.

(This is a screenshot displaying the NOMS Reports Page.)

Tips

o If you have a pop-up blocker on your computer, hold the ctrl key down while selecting any button used to view the report (e.g., Show Report, PDF, etc.).
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Report Builder
The Report Builder section allows you to create and customize a report.

1. Click Reports from the main menu.
2. Click Report Builder from the submenu.

3. Click (Add) from the left toolbar.

4. Select a Data Source from the dropdown list.
5. Enter a short description of the report in the Title field.

6. Select the fields (columns) that you would like to add to your report from the
Available Fields column by clicking on the field name and clicking the

| addlicldss | (add field >) button to move it to the Selected Fields

column.
*Note: If you would like to include all fields within your report, select the|
7. Once all of your chosen columns are in the Selected Fields column, you can put

them in order of how they will be viewed in the report. Click on the field name
and then use the “Move” buttons to put your fields in order.

8. Click the [xt>>] (Next >>) button,

Add All Field >> \ button

Virginia User Manual

Assessment | Planning | Program || Implementation | Reporis | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools | For Support | Log Off
Monitor/An lder
Add Button
K_ = Ty «€ a new custom query, click the "Add" button in the left-hand margin. To select a query already created and saved. click the "Select”
oD /_atton next to the query name.
d Clidkon any column hesding to sort
itle Entry Date Last Edit Date |
Home |1 |
Print
LEARNING
. i
COMMUNITY
(This is a screenshot displaying the Report Builder Listing Page.)
Assessment || Planning | Program || Implementation | Reporis | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools || For Support || Log Oﬁ"

Monitor/Analyvsis|Service|Administrative| NOMS|Report Builder

LA E]

Print

LEARNING

Q
COMMUNITY

59

Available Fields

Data Source

Administrative Time |

T FROM Administrative Time

——t fields to be exported.

* Indicates Required Field

Selected Fields

A /ble Fields: Selected Fields:
FullNam Add Field >
Organi:
Pravid Add All Field >>
Repor

rted Category
Reported Date - date format
Reported Date - string format
Reported Notes

Reported Units hrs

Select Fields...

< Remove Field

<< Remove All Fields

Move Field Up

Move Field Top

Move Field Down

Move Field Bottom

[ e

Next Button

(This is a screenshot displaying the Report Builder Edit Page.)
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9. Create your rule by selecting a field from the Available Fields column.

10. Select either AND Rule or OR Rule.
11. Select one of the expression buttons to create your rule (ex: “Is equal to..”).
12. A dropdown box or an empty field will appear depending on what box you

selected above. Select or fill in the appropriate information.

Click the | AddRue | (Add Rule) button. Your rule will appear in the box.
a. To reset your rule click the |___Clear / Restart._ | (Clear / Restart) button.
b. To delete your rule click the [ DeleteRule | (Delete Rule) button.

Click the (Next >>) button.

13.

14.

15. If you would like to sort by rows select your fields from the Available Fields
column, use the buttons to move them into the Selected Fields column and to
place them in the correct order, and select whether you would like the field in

ascending or descending order.

Click the (Finish) button to have your report open in a Microsoft Excel
spreadsheet.

17. Click (Save). If you do not want to save any changes, click Cancel.

16.

Virginia User Manual
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Assessment| Planning | Program || Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration || Transfer Tools | For Support [ Log Of|
Monitor/analysis|Service | Administrative | NOWS |Repart Builder
* Indicates Required Field
e Data Source Administrative Time hd
SELECT DISTINCT [FullName]. [Crganization|D]. [Provider] FROM Administrative Time
Step 2: Create filtering conditions.
e
Available Fields:
Print OrganizationID
Provider
Reparted Category
LEARNING Reported Date - date format
Reported Date - string format
Reported Notes
Reported Units hrs
Q
COMMUNITY
Add Rule Button —
Next Button
Filter where ...
Add Rule
Clear / Restart
Delete Rule
5 Matches
Add Fiters.
(This is a Partial screenshot displaying the Report Builder Edit Page.)
SELECT DISTINCT [FullName]. [OrganizationlD], [Provider] FROM Administrative Time
Step 3: Select sorting order.
A Available Fields: Selected Fields:
a]
FullName Add Field >
CrganizationID
Provider Add All Field >>
Brint Reported Category
Reported Date - date format < Remove Field
Reported Date - string format
LEARNING Reported Notes << Remove All Fields
Reported Units hrs
Move Field Up
a Move Field Top
COMMUNITY
Move Field Down
Move Field Bottom L.
Finish Button
[zt ||

(This is a partial screenshot displaying the Report Builder Edit Page.)
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Tips

e You can only select one field at a time.

e You will only be able to filter a small amount of fields at a time.

o If your report does not appear after selecting the Finish button, hold the control key down while selecting the Finish button.
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CAPACITY

The Capacity module allows the organization to enter their partnerships/coalitions, keep track of coalition and/or staff meetings, and keep track of any training and/or
technical assistance that is provided to the organization.

Registering a Coalition Organization
This feature is where an Organization can register its coalition. Before any members can be added to the Coalition, the Organization must first register its Coalition.

10.

Click Capacity from the main menu.
Click Coalition Organization from the submenu.

Click (Add) from the left toolbar.

Enter the name of the coalition in the Coalition Name* field.

Select the relationship between the coalition and provider in the Relationship to
CSB* dropdown list.

Select the Status* of the organization from the dropdown list.
a. Active: currently in use (can be viewed in other screens).
b. Inactive: no longer in use (will not appear on other screens or reports).

Select the location of the coalition from the Service Location* field by checking
the appropriate box.

Type the function of the coalition in the Coalition Goal/Mission Statement* field.

If desired, enter the Contact Information for the coalition, which includes the
First and Last Name, Address, City, State, Zip Code, Phone number, Fax
number, and Email.

Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.
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Assessment || Planning | Program || Implementation | Reporis | Evaluation | Capacily | Knowledge Base | Administration | Transfer Tools | For Support | Log Off
Caalitinn AraanizatianlCaalitian Mamharl™palition Group|Coalition Meetings|Prevention-Related Training
Add Button
u © add a new organization, click the "Add" button located in the left-hand column_ To view or edit a previously created organization, click the

o "Select” button.

Clidk on any column hesding to sort

Ade | SOvanted searcn
Coalition Name Status Survey C
Home Designated Driver Coalition Active Yes
n Wethamphetamine Task Force Active Yes
Prevention Planning Coalition Active No
:
Print
(This is a sample screenshot displaying the Coalition Organization Listing Page.)
Assessment| Planning || Program |(Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools || For Support | Log OF|
Coalition Organization|Coalition Member|Coalition Group|Coalition Mestings |Prevention-Relaled Training
[‘ Save Button ation for the coalition or partnership.
gy 00 AV DU
aformation
Complete Survey
Coalition Name*
Relationship to
Status™ Active v
Service Information
Print . PR
Service Location ] AMHERST
LEARNING [ APPOMATTOX
[]BEDFORD CITY
[]BEDFORD CO
Q
COMMUNITY DI CAMPBELL
OFIPs 1
CFPs 2
CIFPs 3
CILYNCHBURG

(This is a screenshot displaying the Coalition Organization Edit Page. This is a partial screenshot.)
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Editing Coalition Organization Information

1. Click Capacity from the main menu.
2. Click Coalition Organization from the submenu.
3. From the Listing page, select the organization that you wish to edit by clicking the

(Select) button.

4. The organization will appear in the edit mode.
5. Make any changes needed to the form.

6. Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.

Deleting Coalition Organization Information

Click Capacity from the main menu.

Click Coalition Organization from the submenu.

The organization will appear in the edit mode.

Click the (Delete) button from the left toolbar.

A message appears asking, “Are you sure?”. If you would like to continue with
the deletion, click the OK button.

*Note: To cancel the deletion, click the Cancel button.

© g ~Dp

Tip

Assessment | Planning | Program

Implementation | Reports

Evaluation | Capacity | Knowledge Base | Administration || Transfer Tools

For Support

Log OF

Coalition Organization|Coalition Member|Coalition Group|Coalition Meetings|Prevention-Related Training

(Q ﬁ Se|ECt Button d in the left-hand column. To view or edit a previously created organization, click the

Sl tselectbulf 0
| Adva Prearch Clidk on any column heading to sart

Coalition Name Status Survey Complete
Designated Driver Coalition Active Yes
IMethamphetamine Task Force Active Yes

|select] Prevention Planning Coalition Active No

1

Print

(This is a sample screenshot displaying the Coalition Organization Listing Page.)

Assessment | Planning | Program Evaluation || Capacity Administration | Transfer Tools

Implementation || Reports

Knowledge Base

For Support

Lag Oﬁ"

Coalition Organization|Coalition Member|Coalition Group|Coalition Meetings |Prevention-Related Training

[ ormation for the coalition or partnership.

Delete Button [ e
Cancel

Complete Survey
Save Coalition Name®  Designated Driver Coalition
Instrument Report

Delete ) .
Relationship to
csB*

Status* Active |v
Service Information

(This is a sample screenshot displaying the Coalition Organization Edit Page. This is a partial
screenshot.)

e You will not be able to delete a coalition organization if it is associated with a member or group. In these instances, mark the coalition as Inactive.
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Registering a Coalition Member

These are the members of coalition partner’s staff but are not members of the lead agency staff. The coalition staff members are entered and they can track services
performed just as if they were members of the lead agency staff.

Assessment | Planning | Program | Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools | For Support | Log Of
X ) X ICoal Group|Coalition Meetings|Prevention-Related Training
1. Click Capacity from the main menu. —[ Add Button
2. Cllck Coal |t|on Mem ber from the Submenu 7 (é — ad a new member, click the "Add" button located in the left-hand column. To view or edit a previously created member, click the "Select”
s Atton.
3. Click (Add) from the left toolbar.
i . Coalition Name First Name Last Name Status
4. There are three types of members that can be registered in the Designated Drver Coaltion Lisa Biown Acte
. . s . Select Designated Driver Coalition Kath Jones Active
Coalition/Partnership Member module; ERLELELIER, BRELLLECEN, or BECUN, Cetamhetane Task Focd o SRR R
Select the type of member you wish to register by clicking on the appropriate tab. = Metharmphetamine Task Force Tiany Witiams | Acte
Print

(This is a sample screenshot displaying the Coalition Member Listing Page.)

Assessment || Planning | Program H Imnlementatinn " Bennrts " Fualuatinn H Canagity

Knowledge Base || Administration | Transfer Tools | For Support | Log Off|
Coalition Organization|Coaliti Member TVDe TabS 5|Technical Training
& §C|ICK on either the Iny 4l tab or the Business tab to identify coalition/partnership members.
TOOLERR.

* Indicates Required Field

5. There are three types of members that can be registered in the

-Cancel
Coalition/Partnership Member module: SIS BTN, or BEEIR, [l v o icting et tormsion e st
. H H . . If you would like to copy over a pre-existing member, click here.
Select the type of member you wish to register by clicking on the appropriate tab. JA
5 Coalition Name* | Please Select [V]
=
Category™ |F‘\ease Select [V]

(This is a sample screenshot displaying the Coalition Member Edit Page. This is a partial
screenshot.)

Tips
o |fa member is part of two or more different coalitions, you must enter the member separately for each coalition.
o |f a staff member is a member of a coalition, you must register the staff member with the coalition.
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Individual Coalition Member

1. Select the Coalition Name* from the dropdown list.

2. Select the Category* that this coalition member belongs to from the dropdown
list.

3. Type in the First Name* of the coalition member.
4. Type in the Last Name* of the coalition member.
5. Select the Status* of the member from the dropdown list.
a. Active: currently in use (can be viewed in other screens).
b. Inactive: no longer in use (will not appear on other screens or reports).

6. Select the Age Range* of the member. Once you click on the black down-arrow, a
list will appear showing different age ranges. Select an age range and the system
will automatically fill in a birth date within the age range (the date is estimated from
today’s date).

7. Select the gender of the staff member from the Gender* dropdown list.

8. Select the Race* of the staff member from the dropdown list.

9. Select the Ethnicity* of the staff member from the dropdown list.

10.1f known, enter in any Contact Information that is known about this coalition
member, which includes the Work Phone number, Alternative Phone number,
Address, City, State, Zip Code, Email, and Second Language.

11.Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.

Virginia User Manual

||AssessmeanP\annmgHProgram"lmplemenial\on Reports | Evaluation | Capacity | Knowledge Base

Administration

Transfer Tools || For Support

Log Oﬁ‘

oer|Coalition Group|Coalition WMeetings | Technical Training

Save Button

J :Click on either the Individual tab or the Business tab to identify coalition/partnership members.

Print

Business Staff

If you would like to copy over a pre-existing member, click here.

General Information

Coalition Name® ‘Please Select

Category® ‘Please Select

LEARNING First Name* Last Name*

Status®

Inactive

Demographic Information
Please Select _
Please Select _

Contact Information

Q
COMMUNITY
Gender*

Please Select _

Age Range*

Race* Ethnicity*

Work Phone )

Alternate Phone ( ) - X

Please Select _

(This is a screenshot displaying the Coalition Member Edit Page. This is a partial screenshot.)
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Business Coalition Member

1. Select the Coalition Name* from the dropdown list.
2. Select the Category* that this coalition member belongs to from the dropdown
list.
3. Type in the Business Name* of the coalition member.
4,  Select the Status* of the member from the dropdown list.
I Active: currently in use (can be viewed in other screens).
ii. Inactive: no longer in use (will not appear on other screens or reports).
5. Select the Age Range* of the member. Once you click on the black down-
arrow, a list will appear showing different age ranges. Select an age range and
the system will automatically fill in a birth date within the age range (the date is
estimated from today’s date).
6. Select the gender of the staff member from the Gender* dropdown list.
7. Select the Race* of the staff member from the dropdown list.
8. Select the Ethnicity* of the staff member from the dropdown list.
9. Ifknown, enter in any Contact Information that is known about this coalition

member, which includes the First Name*, Last Name*, Title*, Work Phone
number, Alternative Phone number, Address, City, State, Zip Code, and

Email.

10. Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.
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LEARNING

Q
COMMUNITY

Save Button

:Click on either the Individual tab or the Business tab to identify coalition/partnership members.

*—|Coalition Group|Coalition Meetings|Technical Training

* Indicates Required Field
Individual

Warning: When switching tabs, entered information will be lost.

General Information

Coalition Name® | Please Select

Category® |F'\ease Select

Business Name*
Status®
Demographic Information

Please Select
Please Select

Contact Information

Please Select
Please Select .

Age Range” Gender*

Race™ Ethnicity*
Last Name™

First Name™

Title

Please Select _

Work Phone { ) - X

Alternate Phone ( ) - X

(This is a screenshot displaying the Coalition Member Edit Page. This is a partial screenshot.)

© 2009 KIT Solutions®



Staff Coalition Member

Select the staff member from the Staff* dropdown list
Select the Coalition Name* from the dropdown list.

Select the Category* that this coalition member belongs to from the dropdown
list.

The First Name* and Last Name* of the staff member will automatically fill in
for you.

Select the Status* of the member from the dropdown list.
I.  Active: currently in use (can be viewed in other screens).
ii. Inactive: no longer in use (will not appear on other screens or reports).

The Demographic Information will automatically fill in for you based off of the
Staff member selected. You may change any of this information if needed.

The Contact Information will automatically fill in for you based off of the staff
member selected.

Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.
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Capacity | Knowledge Base For Support

Log Oﬁ‘

Coalition Organization|Goalition Member|Coalition Group|Coalition Meetings|Technical Training

Save Button

erewrarralal tab or the Business tab to identify coalition/partnership members.

* Indicates Required Field
Individual Business Staff
(o 4]
|:5 ve:| Warning: When switching tabs, entered information will be lost.
If you would like to copy over a pre-existing member, click here.
General Information
Staff I
Print Coalition Name* |F‘Iease Select [V]
LEARNING Category”
First Name” Last Name”
- Status* Inactive
COMMUNITY . -
Demographic Information
Age Range* Please Select Gender* Please Select .
Race* Please Select Ethnicity* Please Select .

Contact Information

Work Phone

=

Alternate Phone

=

(This is a screenshot displaying the Coalition Member Edit Page. This is a partial screenshot.)
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Editing Coalition Member Information

1. Click Capacity from the main menu.
2. Click Coalition Member from the submenu.

3. From the Listing page, select the member that you wish to edit by clicking the
Select button.

4. The member will appear in the edit mode.
5. Make any changes needed to the form.

6. Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.

Deleting Coalition Member Information

1. Click Capacity from the main menu.
2. Click Coalition Member from the submenu.

3. From the Listing page, select the member that you wish to delete by clicking the
Select button.

The member will appear in the edit mode.
Click the (Delete) button from the left toolbar.

6. A message appears asking, “Are you sure?”. If you would like to continue with
the deletion, click the OK button.

*Note: To cancel the deletion, click the Cancel button.

Tips

Assessment | Planning || Program | Implementation | Reports | Evaluation || Capacity || Knowledge Base | Administration || Transfer Tools || For Support || Log Oﬁ‘
Coalition Organization|Coalition Member|Coalition Group|Coalition Mestings |Prevention-Related Training
r\ [
SEIeCt BUtTOI’l utton located in the left-hand column. To view or edit a previously created member, click the "Select”
e
Add fivanced Search Click on any column heading to sort
Coalition Name First Name Last Name Status
Selec] Designated Driver Coalition Lisa Brown Active
lect] Designated Driver Coalition Kathy Jones Active
Methamphetamine Task Force Kim Fields Active
Methamphetamine Task Force Tiffany Williams Active
Print 1
(This is a sample screenshot displaying the Coalition Member Listing Page.)
Assessment | Planning | Program | Implementation | Reports | Evaluation || Capacity | Knowledge Base | Administration | Transfer Tools | For Support [ Log Oﬁ|

Coalition Organization|Coalition Member|Coalition Group|Coalition Meetings |Technical Training

ram

Delete Button he Business tab to identify coalition/partnership members_

* Indicates Required Fisld

Cancel

IE Warning: When switching tabs, entered information will be lost.

Delete If you would like to copy over a pre-existing member, click here.

General Information

Coalition Name®
Category® Business communities

grint Business Name* Blue Hill Winery

(This is a sample screenshot displaying the Coalition Member Edit Page. This is a partial
screenshot.)

e You will not be able to delete a coalition member if the member is associated with a coalition group, meeting or Technical Training. In these instances, mark the member as |nactive.
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Entering a Coalition Group

Coalition Group is a group of all Coalition members that will be attending a specific Coalition meeting. This module is used for attendance purposes for the Coalition

meetings.

Click Capacity from the main menu.
Click Coalition Group from the submenu.

2
3. Click (Add) from the left toolbar.

4. Select the Coalition Name* from the dropdown list.
5. Enter the name of the Coalition Group*.
6. Select the Status* of the coalition group from the dropdown list.
a. Active: currently in use (can be viewed in other screens).
b. Inactive: no longer in use (will not appear on other screens or reports).
7. To assign a member to a group, click on the member's name (highlighting it) from

the Member List and click the (Add >) button to move it to the

Selected Member list.
a. Toremove a member from the Selected Member list, click the
(< Remove) button to move it back into the Member List.

b. Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.
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Assessment | Planning || Program | Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration || Transfer Tools | For Support [ Log Off
oalition Group|Coalition Meetings |Prevention-Related Training
Add Button
\& To add a new subcommittee, click the "Add" button located in the left-hand column. To view or edit a previously created subcommitee, click the
— "Select” button.
Add | Advanced Search ] Click on any column hesding to sort
Coalition Name ‘ Group Name | Status
Selec| Designated Driver Coalition ‘ QOutreach | Active
1
wEk/A
Print
(This is a sample screenshot displaying the Coalition Group Listing Page.)
Assessment | Planning || Program | Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration|| Transfer Tools | For Support | Log Oﬁ‘

Coalition Organization|Coalition Member|Coalition Graup|Coalition Meetings|Technical Training

Save Button

Assignment of individual members is not required to identify a subcommittee. However, if assignment of individual members is desired, they must
first be identified in the Coalition/Partnership Member module.
* . =
l—C_a ﬂ Indicates Required Field
Save Basic Information
Coalition Name* Please Select v
Coalition Group*
Status® Inactive | ¥
Print
Select Members
LERRNING | Member List Selected Members
QO

(This is a screenshot displaying the Coalition Group Edit Page.)
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Ed't'ng Coal|t|on Group |nf0rmat|on Assessment | Planning | Program | Implementation | Reports | Evaluation | Capacity | Knowledge Base || Administration | Transfer Tools || For Support | Log Oﬁ‘
. . . Coalition Organization|Coalition Member|Coalition Group|Coalition Meetings |Prevention-Related Training
1. Click Capacity from the main menu. r ;
2. C“Ck CO&' Itlon GrOUp from the SmeenU Se|ECt Button udd” button located in the left-hand column. To view or edit a previously created subcommitee, click the
FaoLERR [
3. From the Listing page, select the group that you wish to edit by clicking the e frances seercr— S e
Select button . .Cnalilinrf Name _ | Group Name | Stail.us
. . . 1 [select] Designated Driver Coalition | Outreach | Active
4. The group will appear in the edit mode.
5. Make any changes needed to the form.
6. Click (Save) from the left toolbar. (This is a sample screenshot displaying the Coalition Group Listing Page.)
*Note: To exit this screen without saving any of the changes you have made, click Cancel.
Delet|ng Coa““on Group Informat|0n Assessment | Planning | Program | Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools | For Support | Log Oﬁ‘
. . . Coalition Organization|Goalition Member|Coalition Group|Coalition Meetings|Technical Training
1. Click Capacity from the main menu. =
2. C“Ck Coal |t|0n GrOUp from the SmeenU. Delete Button s not ;E.qL'I\;Ed tbo identd\fy; a subcommittee. However, if assignment of individual members is desired, they must
. . s e SREE DT
3. From the Listing page, select the group that you wish to delete by clicking the = * Indicates Roqured Fiei
Select button_ @ Basic Information
4. The group will appear in the edit mode. e ] Smimtons
oalition fDl.lp* utreac
Click the (Delete) button from the left toolbar. Stous’ Active [
6. A message appears asking, “Are you sure?”. If you would like to continue with select Members
the deletion, click the OK button. (This is a sample screenshot displaying the Coalition Group Edit Page. This is a partial
*Note: To cancel the deletion, click the Cancel button. screenshot.)
Tips

e You will not be able to delete a coalition group if it is associated with a Meeting or Technical Training. In these instances, mark the group as Inactive.
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Coalition Meetings
The Coalition Meetings module allows the organization to record any meetings that may occur between Coalitions and/or between Staff members.

Assessment

Planning

Program

Implementation

Reports | Evaluation

Capacity Administration | Transfer Tools

Knowledge Base

For Support || Log Off

toalition Group|Cosalition Meetings|Prevention-Relaled Training

Add Button

To add a new meeting, click the "Add" button located in the left-hand column. To view or edit a previously created meeting, click the "Select”
button.

Advanced Sea Click on any celumn heading to sort
Coalition Name | Meeting Date

Designated Driver Coalition | 42012007

1. Click Capacity from the main menu.
2. Click Coalition Meetings from the submenu.

3. Click (Add) from the left toolbar.

iy
j

o B
5] =
]

o
H
=l

(This is a sample screenshot displaying the Coalition Meeting Listing Page.)

Assessment | Planning | Program || Implementation Evaluation Administration

Reports

Capacity | Knowledge Base Transfer Tools

For Support

Log OF

Coalition Organization|Coalition Member|Coalition Group|Cealition Meetings|Technical Training

¢

TOOLERR |

Identification of individual coalition/partnership members or staff is not required. However, if identification of individual members or staff is desired,
coalition/partnership members must first be identified in the Coalition/Partnership Member module. Staff must first be identified in the Staff module
(under Administration).

4. Selectthe Coalition Name* from the dropdown list. ~— Jleaca | ~ Indicatss Raquired Fisid
. . . I
5. Select the Coalition Group* from the dropdown list. Coalition Name Flease Select v

*Note: Selections for this dropdown field will be available once a Coalition Name has been selected. Coalition Group® "
. . * e . i) Meeting Date™ | mm/ddiyyyy )
6. Type I|n the Meeting Date*, as mm/dd/yyyy, of the cgal|t|on meeting. e
7. If desired, enter the Hours and Minutes of the meeting. LEARNING | ClAgenda Distibuted  [IRoberts Rules Used Clhinutes Distrbuted
8. To assign a member to a meeting, click on the member’s name (highlighting it) Members List Members Attending

from the Member List and click the (Add >) button to move it to the ~ |comnm
Selected Member list. [ A= |

< Remove
< Remove All

(This is a partial screenshot displaying the Coalition Meeting Edit Page.)
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9. You have an opportunity to upload any agenda or task documents that may be Upload Agenda haa
associated with this meeting. Upload Minutes g

a. Click the (Add) button next to Upload Agenda or Upload Minutes. o

b. Click the Browse button to search for the document you wish to insert.
Click Cancel if you do not wish to insert a document.
¢. The document will be uploaded to the service. Click on the link to open S
the document. powsted vy 1 ot 11T
*Note: The link will be displayed similar to agenda.pdf.
. " . . . . N ) This is a partial nshot displaying the Coalition Meeting Edit Page.
10. Type in any additional information regarding this meeting in the Notes field. (This s a partal screenshot displaying fion Meeting Edit Page.)

11. Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.

Add Buttons

Spell Check

Tips
e When entering a Coalition meeting, there is a group called General in the Coalition Group dropdown list. This is used when all members of a Coalition Organization attended the
meeting.
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Assessment|| Planning | Program | Implementation | Reports | Evaluation ( Capacity | Knowledge Base | Administration | Transfer Tools | For Support

Editing a Coalition Meeting

Lag Oﬁ"

Coalition Organization|Coalition Member|Coalition Group|Coalition Meetings |Prevention-Related Training

1. Click Capacity from the main menu. r
2. Click Coalition Meetings from the submenu. [

Select Button

located in the left-hand column. To view or edit a previously created meeting. click the "Select”

L. . . . . . = ,h,u,t} 7777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777777
3. From the Listing page, select the meeting date that you wish to edit by clicking e s -
the Select button.  Colitonlame Hesting Dare
. . . . - Selec] esignated Driver Coalition 201
4. The meeting will appear in the edit mode. 1
5. Make any changes needed to the form.
- Prnt
6. Click L.22x2 (Save) from the left toolbar. (This is a sample screenshot displaying the Coalition Meeting Listing Page.)
*Note: To exit this screen without saving any of the changes you have made, click Cancel. P playing g g Fage.
Deletlng a C0a||t|0n Meetlng Assessment| Planning | Program | Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools | For Support || Log Oﬁ‘
. . . Coalition Organization|Coalition Member|Coalition Group|Coalition Meetings|Technical Training
1. Click Capacity from the main menu. T |
2_ C“Ck Coa“tlon Meetlngs from the Submenu wg Delete BUHOH ip members or staff is not required. However, if identification of individual members or staff is desired.

identified in the Coalition/Partnership Member module. Staff must first be identified in the Staff module

3. From the Listing page, select the meeting date that you wish to delete by clicking  |Ccaner JI| ™" e
the Select button. S 7 o Namer
. . . . Delete oalition Name’
The meeting will appear in the edit mode. e ] Group*

Click the (Delete) button from the left toolbar. Mesting Dece” (i) [LAZURNT

Hours® |Please Select |v| Minutes® | Please Select v

6. A message appears asking, “Are you sure?”. If you would like to continue with PAR | pcenda Disrbuted ] Rabarts Rules Used Cltfinutes Distibuted
the deletion, click the OK button. (This is a sample screenshot displaying the Coalition Meeting Edit Page. This is a partial
*Note: To cancel the deletion, click the Cancel button. screenshot.)
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Technical Training
The Technical Training module allows the organization to keep track of needed and completed trainings that are provided to staff and/or coalition members associated with
the organization.

Administration || Transfer Tools

Assessment Evaluation Knowledge Base For Support

Capacity

Planning | Program | Implementation | Reports Log Oﬁ‘

Coalition Organization|Coalition Member|Coalition Group|Coalition Mestings |Prevention-Related Training

& Add Button
H H H } «training or technical assistance needed, click the "Add" button located in the left-hand column. To view, edit or mark a previously
1. C“Ck CapaCIty from the maln menU e «tified training or technical assistance as received. click the "Select” button_

2. Click Prevention-Related Training from the submenu. e — e e
. |Select] 71272007 FY¥08 System Changes Trainin; Received
3. C“Ck (Add) from the |eﬂ tOOlbal' |Selec] 6/1/2007 VI;ES Tramlig : Received
1

Print

(This is a sample screenshot displaying the Technical Training Listing Page.)

Assessment| Planning | Program | Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration || Transfer Tools | For Support

Lag Oﬁ‘

Coalition Oraanization|Coalition Member|Coalition Group|Cealition Meetings |Prevention-Related Training

K ‘Use the notes field to provide more detailed information about the training/technical assistance.
T & T

. . - s— Entry Date { mmidgdiyyyy ) 2/13/2009
4. Enter in the Subject* of the training. = Subjece
5. The Status* is defaulted to Received. Status*

(Status must be set to "received” before filling out “Received” sedtion)

a. Received: The training has been completed.

Notes
6. If desired, enter any additional information known regarding the training in the
Notes field. "
LEARNING Received
7. Answer the two questions being asked in the appropriate fields. o it v s o ety oty SN
Type in the date the training was completed in the Date Received* field as e S

mn /dd/yyyy How did the training support the goals and objedtives you identified in your plan?

Date Received® { mmiddiyyyy )

(This is a sample screenshot displaying the Technical Training Edit Page. This is a partial
screenshot.)
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9. Select the Duration* from the dropdown list.
10. Select the type of training received from the Method* dropdown list.
11. Select who gave the training from the Provided by:* dropdown list.

*Note: You must enter the name of the trainer in the Specify field that appears once you select from the Provided by
field.

12. If you wish to add attendees, click the Manage Training Attendees button. A
new window will appear displaying the Training Attendance screen.

a. Ifthisis a Coalition training, select the Coalition Name* from the ot Rereluedt (rrissh)
dropdown ist. . o .
b. To assign a member to a training, click on the member's name Provided By" Ploass Select -
(highlighting it) from the Member List (or Staff List if this is a Staff Number of Training Atiendees 0 (ssses )
meeting) and click the (Add >) button to move it to the
Members Attended list (Selected Staff list for staff members). KT prevenion Senico (V4)
I.  Toremove a member from the Members Attended list, click the sunpe
(< Remove) button to move it back into the (This is a partial screenshot displaying the Technical Training Edit Page.)
Member List.

c. Click (Save) from the left toolbar.

d. The Training Attendance screen will close and you are returned to the
Technical Trainings screen.

13. Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.

Tip

e After being returned to the Technical Trainings screen upon saving your attendees, the number of attendees will be shown on the screen.

Number of Training httemlees®| Manage Training Attendees ¢ pop-up )
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Planning | Program || Implementation || Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools | For Support

Editing Technical Training Assessment

Log Oﬁ‘

Coalition Organization|Coalition Member|Coalition Group|Coalition Meetings |Prevention-Related Training

1. Click Capacity from the main menu. i
2. Click Prevention-Related Training from the submenu. [

Select Button

eeded, click the "Add" button located in the left-hand column. To view, edit or mark a previously

3. From the Listing page, select the training that you wish to edit by clicking the e [T v R
SeIeCt button. [selent] w FY03 Systeﬁ)‘:ﬁges Training Rﬁd

4. The training will appear in the edit mode. — il RES Tanng Recenes

5. Make any changes needed to the form.

6. Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel. (Thls ISa sample screenshot d|splay|ng the Technical Training Listing Page.)

DEletIng a Technlcal Tl’alnlng Assessment( Planning | Program | Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools | For Support | Log Off
. i . Coalition Organization|Coalition Member|Coalition Group|Cealition Meetings |Prevention-Related Training
1. Click Capacity from the main menu. Delete Button
2. Click Prevention-Related Training from the submenu. LY /the notes ol to poide mare detailed nformation about the raningtechical assistance.
3. From the Listing page, select the training that you wish to delete by clicking the [cancd / Enmy Date (s 0710672007
Select bUttOﬂ IEJ Subject” FY08 System Changes Training

{Status must be set to "received” befare filling out "Received” sedion)

The training will appear in the edit mode.
Notes

i -Delete
Click the (Delete) button from the left toolbar. (This is a sample screenshot displaying the Technical Training Edit Page. This is a partial

6. A message appears asking, “Are you sure?”. If you would like to continue with screenshot.)
the deletion, click the OK button.

*Note: To cancel the deletion, click the Cancel button.
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KNOWLEDGE BASE

The Knowledge Base module is a warehouse of prevention related documents, web sites, and KIT Prevention service design information.
Expert Help

The Expert Help section contains helpful questions regarding prevention for KIT Prevention.

Assessment | Planning | Program || Implementation | Reports | Evaluation || Capacity | Knowledge Base | Administration | Transfer Tools | For Support [ Log Oﬁ|
ExnertHaln\M\(\Wen Sources
1. Click Knowledge Base in the menu. b |
. rOOLERR. :Portal to additional prevention information.
2. Click Expert Help from the submenu. S FERESEmSHEEL
. . Expert Help
3' A neW WIndOW WI” Open This module provides basic prevention-related information.
4. Select the topic you'd like to view from the Choose Topic dropdown list. The 2=l Library
answer Wl” appear |n the bOX bE|OW — &Eient;udsuzl:;u;:: prevention related documents which can be downloaded or printed.
5. To close the Expert Help window, click on the %! in the upper right-hand corner. This moduls praces ks o ofher elted web sites
(This is a screenshot displaying the Knowledge Base Page.)
Tips

e Ifyou have a pop-up blocker on your computer, hold the ctrl key down while selecting any button used to view the report (e.g., Show Report, PDF, etc.).
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Library

The Library section is a repository of commonly requested documents, index code definitions, and other general documents that VA Prevention would like to make
available. Use the following instructions to generate the reports in the Library section.

1. Click Knowledge Base in the menu. :‘Hm‘ltjlj:sgmlmmm“ - Show Buton i D SR c
2. Click Library from the submenu. ((
3. Select a category from the Choose Category dropdown list. P N ———
4. Click the (Show) button to display the selected form. Choose a category and click Show .,SZW..,
5. A new window will open displaying the form. Choose Catngery |Sotn Core .

*Note: For information on saving or printing this form, see the Using the Report Viewer section.

6. To close the open document, click on the Xl in the upper right-hand corner. o o _
(This is a screenshot displaying the Library Page.)

Tips

¢ If you have a pop-up blocker on your computer, hold the ctrl key down while selecting any button used to view the report (e.g., Show Report, PDF, etc.).
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Web Sources

The Web Sources area of the Knowledge Base section allows users and prevention workers to have a wealth of prevention links organized by the type of organization,
agency, or topic they represent.

Assessment | Planning || Pregram || Implementation | Reports | Evaluation | Capacity | Knowledge Base [ Administration || Transfer Tools | For Support || Log Off|
. . Expert Help|Library|Web Sources
1. Click Knowledge Base in the menu.
2. C“Ck Web SOUTCGS frOm the SmeenU . (Q Choose a category from the drop-down menu then click on the desired web source. To suggest sites to be added, go to Contact Support in the
: & | Support module. Note: When working in this module, after 20 minutes user will be timed out and must log backin.
3. Select a category from the Choose Category dropdown list. Choose Catogory [Gganaaions 8
4. Browse the Web Source List for the web site you would like to visit. L0 v, S st [Garors or e At freion oy GAPT) ~
Enﬁn:mumty Anti-Drug Coalition of America (CADCA)
5. Select the Web Source you are interested in to highlight it. Web Site Link Aol D Bouss Drscis
6. Click on the link to the Web Site (located underneath the Web Source List box). o o e o O Dependence, e (NCADD)
) . . . . LEARNING Mational Criminal Justice Reference Semice (NCJRS)
7. A new window will open displaying the web site you chose. e o Armarica =
8. To close the new web site window, click on the X/in the upper right-hand corner. | Mbe-SM | vebv sie itp:lerene. sambsa. ol
(This is a screenshot displaying the Web Sources Page.)
Tips

e Ifyou have a pop-up blocker on your computer, hold the ctrl key down while selecting any button used to view the report (e.g., Show Report, PDF, etc.).

Virginia User Manual 79 © 2009 KIT Solutions®



ADMINISTRATION

The Administration Module is an area that is designed to complete administrative tasks within the system, such as Organization Information, Staff Registration and CSB

Staff Indirect Service Time

Organization

The Organization Information area has fields that can be filled in with various pieces of information specific to your organization. The contact information will be useful to
the state in case they have a question on any part of the data that has been put into the system.

Viewing the Organization Information

1. Click Administration from the main menu.
2. Click Organization from the submenu.

Editing the Organization Information

1. Click the (Edit) button from the left toolbar,

2. Make any changes needed to the Organization Information (including
Address?*, City*, State* and Zip Code*).

3. Inthe Primary Contact Information section, select one of the staff members to
serve as a contact person for the KIT Prevention Service from the Choose the

Staff Member* dropdown list. The rest of the information will be loaded for you
based on what was entered in the Staff/User module.

4. Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.
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Assessment | Planning | Program || Implementation | Reports || Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools | For Support | Log Off

Organization | Staff| GSB Staff Indirect Service Time|Consumer Related Time|Change Fassword|Data Export|Events Calendar

TOOLEAR :Functions that are management tools and not related to the five SPF steps.
QOrganization
mafa
This module is used to edit and view organization and primary contact information.
0
= Staff
Print
This module is used to add, view and edit staff infarmation.
(This is a partial screenshot displaying the Administration Landing Page.)
Assessment | Planning | Program || Implementation | Reports | Evaluation | Capacity || Knowledge Base | Administration | Transfer Tools | For Support || Log Off
Croanization letatt loan Staff Indiract Sarvice T‘M|CnnsumerRelaled Time|Change Password|Data Export|Events Calendar
Edit Button
\L <nformation has been preloaded into CalOMS Prevention from ADP's Master Provider File. ADP will automatically be notified of any updates
e 6 this information. To add a new provider, contact ADP.
Edit Organization Information
[ome ]| **
Name
Address®
Print City* State* Zip Code*

LEARNING | Web Site

Primary Contact Information
(Edit the information on the Staff Information form)
Q

COMMUNITY | Eirst Name Last Name

Work Phone X

Email

(This is a sample screenshot displaying the Organization Information Edit Page. This is a partial
screenshot.)
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Staff Information

The Staff Information page enables the organization to track staff members’ hours. In order to track staff hours as they relate to specific events, the staff members must be
set-up in this module prior to entering event data.

A staff member MUST be entered if he/she will:

1.
2.

Need access to the database (Data Entry).
Be performing a prevention service.

Click Administration in the menu.
Click Staff from the submenu.

2
3. Click (Add) from the left toolbar.

4. Enter the staff member’s Login Information.

a.

© N oo

a.
b.

The User ID* will be the login name used by the staff member. This may
be anything that you choose. Choosing a User ID and Password scheme
will simplify administration. (For example: Use the first letter of the user's
first name and the full last name with no spaces in between for the User
ID.)

The Password* field is where the temporary password is created for the
staff member. This password will be used along with the User ID and
Organization ID number to log into the TPRS. Once a user logs in, they
can use the Change Password module to change the password to one of
their liking.

Type in the staff member’s First Name*.

Type in the staff member’s Last Name*.

Select in the staff member’s title from the Title* dropdown list.
The Status* is defaulted to Active.

Active: currently in use (can be viewed in other screens).
Inactive: no longer in use (will not appear on other screens or reports).

9. Select FTE* from the dropdown list.

Virginia User Manual

81

Assessment | Planning | Program | Implementation Evaluation || Capacity | Knowledge Base || Administration || Transfer Tools | For Support || Log Off|
OrganizatinnlStaftl ~SR Staff Indiract Sarics Timal™onsumer Related Time|Change Password|Data Export|Events Calendar
{( Add Button
TOOLERR. I d Se Click on any column heading to sort
| First Name Last Name Birth Date User ID
Add Tiffany Williams 10/12/1965 twilliams
Robert Rocther 05/15/1958 Robert
Home Mary Jones 0171211982 mjones
John Smith 12/23/1935 jsmith
Rachel Jones 01/21/1982 jonesrp
Heidi Swanson 08/021973 hswanson
BHE Account Administrator Admin
(This is a sample screenshot displaying the Staff Listing Page.)
Assessment| Planning | Program || Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools || For Support | Log Of|
Organization|Staff| CSB Staff Indirect Service Time|Consumer Related Time|Change Password|Data Export|Events Calendar
(( ‘add something
ronLERr | o T P
* Indicates Required Field
Login Information [=Permission.]
User ID* | Password™
l:l General Information
First Name Last Name
Title* ~| Status* Active | v
Print Second Language v FTE* v

(This is a partial screenshot displaying the Staff Information Edit Page.)
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10. Enter the staff member’s hire date in the Date Hired* field as mm/dd/yyyy. -

H H ser ID* assword*
11. Enter in the staff member's Birth Date* as mm/dd/yyyy. prer | possword
) . . I:I General Information
a. You can also use the Age Range dropdown list directly to the right of the First Name* Last Name*
Birth Date* field. Once you click on the black down-arrow, a list will Tider v status At [

o
1
1

Second Language hd FTE* A

appear showing different age ranges. Select an age range and the
system will automatically fill in a birth date within the age range (the date LEARNNG | Date Hired

is estimated from today’s date). ;:Tsi:pmc |nformationm,mgmmD,cms:.:r:::,:::;:.”m aa,eimmm,m
*Note: Do not enter a Birth Date and then select an Age Range; you will lose the original birth date that you entered. COMAONITY Gonder - Racer -
12. Select the gender of the staff member from the Gender* dropdown list. Ethnicity =
13. Select the Race* of the staff member from the dropdown list. (This is a partial screenshot displaying the Staff Information Edit Page.)
14. Select the Ethnicity* of the staff member from the dropdown list.
15. Select the highest education level of the staff member from the Education*
dropdown list. Education Information
16. If desired, enter the Field of Study for the staff member. :d.t. - E::O”'“"’ |
17. Select any Additional Certifications/Licensures* the staff member may hold Cenestom s Cortitcaon  FIheck 1YE%)
from the dropdown list. Work Phoneeres ey
18. Enter in the staff member's Contact Information. ErEET ”
a. Type in the staff member’'s main Work Phone* number and extension. ‘E,mf: Emair
b. Type in the staff member's Email* address. Work Address
c. Type in the staff member’s email address again in the Verify Email* field. i uate fip Code
d. If desired, type the full street address of the staff member including e
Address, City, State and Zip Code. ;‘JJ;?J;’“;;T;KE_&?J:L';‘Z e

e. If desired, type in the staff member's Home Phone number.

19. Click the (Save) button.

*Note: To exit the screen without saving any of the changes, click the Cancel button.

(This is a partial screenshot displaying the Staff Information Edit Page.)

Tips
e Passwords can be any combination of letters, numbers and/or characters.
e Passwords are case sensitive.
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Modifying Staff Permissions
Once you have saved the new staff entry, click the (Permission) button to set the staff member’s permissions (the following screen will appear):

You can tailor a specific user’s access level to areas of the KIT Prevention Service. The permissions are defaulted to a normal access level for a particular user, but
anyone that has access to the Staff area can modify access levels for any user on the system. The different levels of access can be set as follows:

No Permission (No access to a particular module)

Read Only (Staff can only view information)

Read and Write (Staff can add new information, view and edit existing information)
Full Control (Staff can add new information, view, edit and delete existing information)

. . . . Assessment Planmng"ProgramH\mplemenlatlon"ReponsHEva\ualmn Capacity | Knowledge Base || Administration || Transfer Tools | For Support | Log Off|
1. From the Permission screen, click the (Edit) button from the left toolbar uL \—“—‘
. Organization|Stafi| CSE Back TO Staf-f Button Time|Change Password|Dals Export|Events Calendar
to alter the permissions for the staff member. (
2. Set the permissions for the each module according to the level of permission the ( sonetiog \ S
taff should have. Back To Staff
Sals OUd e - Assessmelnt
3. Once you have set the staff permissions for this account, click (Save) Choose R Factor Targtes
from the left toolbar. Planning
i i 5 Goal/Objective
4, Click the (Back to Staff) button to return to the Staff Information Program
screen. Frren

(This is a partial screenshot displaying the Staff Permissions Page.)
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Editing Staff Information

Click Administration from the main menu.
Click Staff from the submenu.

From the Listing page, select the staff member that you wish to edit by clicking
the Select button.

Once the desired staff member is displayed, click Edit from the left toolbar.
Make any changes needed to the form.

Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.

Deleting Staff Information

Click Administration from the main menu.

Click Staff from the submenu.

From the Listing page, select the staff member that you wish to delete by clicking
the Select button.

Once the desired staff member is displayed, click the (Delete) button
from the left toolbar.

A message appears asking, “Are you sure?”. If you would like to continue with
the deletion, click the OK button.

*Note: To cancel the deletion, click the Cancel button.
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Assessment | Planning | Program | Implementation | Reports | Evaluation || Capacity | Knowledge Base | Administration | Transfer Tools | For Support | Log Oﬁ‘
0ruamzatinn|Staﬁ\CSB Staff Indirect Service Time|Consumer Related Time|Chanage Password|Data Export|Events Calendar
{( Select Button
TOOLERR. 2 Click on sny eolumn hesding to sort
First Name Last Name Birth Date User ID
Add Tiffany Williams 10/12/1965 twilliams
Robert Ruocther 05/15/1958 Robert
Home Wary Jones 011121962 mjones
John Smith 12/23/1935 jsmith
Rachel Jones 01/21/1962 jonesrp
Heidi Swanson 08/02/1973 hswanson
GTLT Account Administrator Admin
This is a sample screenshot displaying the Staff Listing Page.)
Assessment | Planning | Program || Implementation | Reports | Evaluation | Capacity | Knowledge Base [| Administration | Transfer Tools || For Support | Log Oﬁ‘
Organization|Staff| CSB Staff Indirect Service Time|Consumer Related Time|Change Password|Data Export|Events Calendar
('
Delete Button |
AThformation
User ID* Password”
Edit
General Information
First Name™ Last Name*
Title* Status*
Second Language FTE*
g Date Hired"
(This is a sample screenshot displaying the Staff Information Edit Page. This is a partial
screenshot.)
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CSB Staff Indirect Service Time

The Administrative Time area is used to input hours of administrative tasks into the KIT Prevention Service. To input administrative time entries, use the following steps:

Click Administration in the main menu.
Click CSB Staff Indirect Service Time from the submenu.

3. Select the staff member to which you would like to add Indirect Time entries to
from the Staff Name dropdown list.

4. Click (Add) from the left toolbar.

5. Enter the date of the Indirect Time in the Date* field as mm/dd/yyyy.
Enter the number of hours the Indirect Time took place in the Hours* field.

7. Select a Category describing the Indirect Time from the dropdown list.
*Note: For a description of the Category selected, click the Info button. A new window will open displaying definitions.

8. If appropriate, select a Strategy associated with this time from the dropdown list.
9. If appropriate, select a Program associated with this time from the dropdown list.
10. Enter a Description of the Consumer Related Time in the appropriate field.

11. Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.
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Assessment | Planning [ Program || Implementation | Reports | Evaluation [ Capacity | Knowledge Base || Administration | Transfer Tools | For Support | Log Off|

OrganizatinnlStafflCSA Staff Indirert Service TimelConsumer Related Time|Change Password|Data Export|Events Calendar

i Add Button
i,

<a staff member from the drop down list. 2) To add a new entry, click the "Add" button in the left column. 3) To view a previous entry,
YOOLERR. <the "Select” button next to the entry. 4) To delete an entry, click on the "Delete” button 5) To save a change, click on the "Save” button_ 6)
To cancel change, click on the "Cancel” button.

Staff Name Jones, Mary v

!

Print

Date Hours Category

(This is a sample screenshot displaying the CBS Staff Indirect Service Time Edit Page. This is a
partial screenshot.)

Assessment| Planning | Program | Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration || Transfer Tools ‘For Support" Log Off
Oraanization|Staff| CSB Staff indirect Service Time|Consumer Related Time|Change Password|Data Expart|Events Calendar
(( 2) To add a new entry, click the "Add" button in the left column. 3) To view a previous entry,
YOHLERR Save Button elete an entry, click on the "Delete” button. 5) To save a change, click on the "Save” button_ 6)
* Indicates Required Field
Time Examples:  2.25 is 2 Hours and 15 Minutes
25 is 2 Hours and 30 Minutes
2.75 13 2 Hours and 45 Minutes
Staff Name
=
Date™ Hours™
*
LEARNING Category Administrative Meetings ¥
Description
0
COMMUNITY

(This is a screenshot displaying the CBS Staff Indirect Service Time Edit Page.)
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Consumer Related Service Time
Staff may record time that is related to planning, development or community events in this module. To input consumer related time entries, use the following steps:

10.
11.

Click Administration in the menu.
Click Consumer Related Time from the submenu.

Select the staff member to which you would like to add Consumer Related entries
to from the Staff Name dropdown list.

Click (Add) from the left toolbar.

Enter the date of the Consumer Related Time in the Date field as mm/dd/yyyy.

Enter the number of hours the Consumer Related Time took place in the Hours
field.

Select a Category describing the Consumer Related Time from the dropdown
list.

*Note: For a description of the Category selected, click the Info button. A new window will open displaying definitions.
If appropriate, select a Strategy associated with this time from the dropdown list.
If appropriate, select a Program associated with this time from the dropdown list.
Enter a Description of the Consumer Related Time in the appropriate field.

Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.
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Assessment | Planning || Program | Implementation | Reports | Evaluation Administration | Transfer Tools

Capacity | Knowledge Base

Far Support

Log Oﬁ‘

OrganizatinnlStafil SR Staff Indirart Sarvice TimalCnnsumer Related Time|Change Password|Data Export|Events Calendar

[( Add Button
( i‘_ 4 staff member from the drop down list. 2) To add a new entry. click the "Add" button in the left column_ 3) To view a previous entry,
VEELERE <the "Select” button next to the entry. 4) To delete an entry, click on the "Delete” button_ 5) To save a change, click on the "Save” button. 6)

To cancel change, click on the "Cancel” button.

Add
Staff Name Administrator, Account | ¥
-~
Date  Hours Category Strategy Program Description
_m iti oul
Coalition . .
/08
080812008 5.00 1o io o Planming Preparation AEMatves  Reduction
Initiative
. pul
08/01/2008 3.00 Meetingrpgﬁ:!ﬁ;’;reparatm Altemnatives Reduction
Brint Initiative
1
LEARNING
Qo
COMMUNITY

(This is a sample screenshot displaying the Consumer Related Service Time Edit Page.)

Assessment | Planning | Program [ Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools || For Support

Log Oﬁ|

Organization|Staff| CSB Staff Indirect Service Time|Consumer Related Time|Change Password|Data Export|Events Calendar

Save Button

a staff member from the drop down list. 2) To add a new entry, click the "Add" button in the left column. 3) To view a previous entry,
(e "Select” button next to the entry. 4) To delete an entry, click on the "Delete” button. 5) To save a change, click on the "Save” button. 6)
¢ancel change, click on the "Cancel” button.

* Indicates Required Field

TOOLEAR!

Cancel

Time Examples:  2.25 is 2 Hours and 15 Minutes
25 is 2 Hours and 30 Minutes
275 is 2 Hours and 45 Minutes
Staff Name
=
Date* Hours*
. - P p -
LEARNING Category Coalition Meeting/Planning/Preparation A
Strategy hd
Program A
! l
COMMUNITY
Description

(This is a screenshot displaying the Consumer Related Service Time Edit Page. This is a partial
screenshot.)

© 2009 KIT Solutions®



Editing CSB Staff Indirect Time / Consumer Related Service Time

After you enter your Indirect or Consumer Related Time, the information will be saved in a similar table shown below.

To edit an existing Indirect or Consumer Related Time entry:

1. From the Service Time screen, select the staff member to which you would like
to edit Time entries to from the Staff Name dropdown list.

2. To edit a specific date, click the (Edit) button to the right of the row
with the correct date.
Make any changes needed to the form.

Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.

Deleting CSB Staff Indirect Time / Consumer Related Service Time

1. From the Service Time screen, select the staff member to which you would like
to delete Time entries to from the Staff Name dropdown list.

2. To delete a specific date, click the (Delete) button to the right of the row
with the correct date.

A message appears asking, “Are you sure?”. If you would like to continue with
the deletion, click the OK button.

*Note: To cancel the deletion, click the Cancel button.
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Assessment | Planning | Program | Implementation | Reports | Evaluation | Capacity || Knowledge Base | Administration || Transfer Tools | For Support

Log Oﬁ"

Organization|Staff| CSB Staff Indirect Service Time|Consumer Related Time|Change Password|Data Export| Events Calendar

1) Select a staff member from the drop down list. 2) Ta add a new entry, click the "Add” button in the left column_ 3) Ta view a previous entry,
click the "Select” button next to the entry 4) To delete an entry. click on the "Delete” button_ 5) To save a change. click on the "Save” button_ 6)
To cancel change, click on the "Cancel” button.

Staff Name Jones, Mary hd
Date Hours Category Strategy Program Description
08/20/2007 8.00 Pp’f:s:"r‘fg" Environmental Training
08/01/2007 4.00 Pp’le:ﬁ:"l‘fg” Environmental Training
= Prevention
;Et 06/01/2007 4.00 Planning Environmental Training

1

(This is a sample screenshot displaying the Consumer Related Service Time Edit Page.)

Assessment | Planning | Program || Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools || For Support

Log Oﬁ‘

Organization|Staff| CSB Staff Indirect Service Time|Consumer Related Time|Change Password|Data Export| Events Calendar

1) Select a staff member from the drop down list. 2) To add a new entry, click the "Add" button in the left column_ 3) To view a previous entry,
click the "Select” button next to the entry_ 4) To delete an entry. click on the "Delete” button_ 5) To save a change. click on the "Save” button_ 6)
To cancel change, click on the "Cancel” button_

Staff Name Jones, Mary hd
Date Hours Category Strategy Program Description
08/20/2007 8.00 P;:ﬁ;‘:g" Environmental Training
08/01/2007 4.00 Pé?:ﬁ:fn‘”g” Environmental Training  [Edit] [[Detete | [Copy |
= 06/01/2007 4.00 P,:,’T:ﬁ:"l‘fg” Environmental Training
Print

1

(This is a sample screenshot displaying the Consumer Related Service Time Edit Page.)
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Change Password

The Change Password module also allows the user to change the password on the account they are currently logged into.

Assessment

pianingprogram] tementaton [ eports] evatation | capaciy [<aowecge sace < rvetcn [TantrToke |7t Suppan | Lo o
. .. . . Organization|Staf| CSB Staf ingirect Service Tume| Consumer Related Time| Change Password|Data Export|Events Galengar
1. Click Administration in the main menu.
2. Click Change Password from the submenu. (( Pasawords can only be changad fom T scroen for s userloggad {0 Th sanvce. Passwards st bo btween 1 and 20 charactrs fong and
3. Type in the current password in the Current Password field. TR Comoee ]
4. Type in the password you would like to use in the New Password field. Click "Submit Change' to confirm your new passuword, Your change becomes effectivy’ ediately.
5. Re-type the password in the Reenter New Password field. e Subimit Chande Buton
6. Click the |__Submit Change | (s;hmit Change) button to save this new R p——
password.
7. You will receive a message indicating the password was changed successfully. e S

(This is a screenshot displaying the Change Password Page.)
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Events Calendar

The Events Manager allows you to enter events into the Calendar to be viewed on the Home page. Only prevention related events should be placed on the Calendar.

1. Click Administrative from the main menu.
Click Events Calendar from the submenu.

3. Click (Add) from the left toolbar.

4. Enter the title to be displayed on the Calendar in the Event Title* field.
5. Enter the description of the event in the Event Description* field.

6. If there is a website associated with the event, you may enter it in the Event URL
field.

7. Select the Event Date from the Calendar by clicking on the day(s) the event is to
take place.

a. If more than one day was selected for the event, each day selected will
display.

b. Click the link entitled Remove to remove one of the dates.

8. Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel

Tips

Print

Assessment | Planning | Pragram [ Implementation | Reports | Evaluation | Capacity [ Knowledge Base | Administration | Transfer Tools | For Support | Log Oﬁ|
Organiza tinnlStaffl D2 Sfaff Indiract Sarvice Tima|Consumer Related Time|Chanage Password|Data Export|Events Calendar
Add Button

<a new event to the calendar, click on the “Add” button in the left-hand column. To edit or delete an event on the calendar, click on the
Zect” button. NOTE: Events added at the CSB level will only be viewed by that CSB. Events added at the State level will only be viewed by all.

| Ad a Click on any celumn hesding te sort
Event Title | Event Description ‘ Event Date(s)
Select] Block Party | Block Party for prevention awareness ‘ 08/16/2007

!

(This is a sample screenshot displaying the Events Calendar Listing Page.)

Assessment

Planning | Program | Implementation || Reports | Evaluation | Capacity || Knowledge Base | Administration | Transfer Tools

For Support [ Log Off

Organization |Staff| CSB Staff Indirect Service Time|Gonsumer Related Time|Chanage Passward|Data Export|Events Calendar

[\ [

TOOLE™™
=
Save

pERA

Print

LEARNING

Q
COMMUNITY

Save Button a personal calendar. To Add a prevention-related avent to the calendar. 1) !
the calendar and in the list of events on the Home page: 2) enter a more

cvent Description that can be viewed fram the Home page; 3) click on the date on the event calendar; 4)

« on the "Save” button_ To Delete an event, click on the "Delete” button. |

* Indicates Required Field

Event Title*50 characters max)

Event Description*

Event URL (website)

Event Date*Click each day to sdd this svent February
March

2009
Sun Mon Tue Wed Thu Fri Sat

January

H,,.A
A EE
Hg
‘: =
HE
B

&
HE
HE
HE
EE
5l
FHE
= ‘I’ﬂ =~

(This is a screenshot displaying the Events Calendar Edit Page.)

e Events entered by the state can be viewed by all users. Events entered at the county level can only be viewed by the county entering the information and their providers. Events

entered at the provider level can only be viewed by the provider.
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Assessment

Planning

Program

Implementation | Reports

Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools

Editing Events

For Support

Log Oﬁ|

Oraanization|Staff| CSB Staff Indirect Service Time|Consumer Related Time|Change Password|Data Export|Events Calendar

1. Click Administrative from the main menu. (
2. C“Ck Events Calendar from the Submenu . - ( —! {To add a new event to the calendar, click on the “Add" butten in the left-hand column. To edit or delete an event on the calendar, click on the

“Select” button. NOTE: Events added at the CSB level will only be viewed by that CSB. Events added at the State level will only be viewed by all.

3. From the Listing page, select the event that you wish to edit by clicking the Select [ Advanced Scarch Gl sy ol s o

Event Title | Event Description ‘ Event Date(s)
bUtton . Select] Block Party | Block Party for prevention awareness ‘ 08/16/2007
4. The Event will appear in the edit mode. !

5. Make any changes needed to the form.
6. Click (Save). If you do not want to save any changes, click Cancel.

(This is a sample screenshot displaying the Events Calendar Listing Page.)

Assessment | Planning | Program | Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools | For Support

Log Oﬁ‘

Deleting Events

Organization|Staff| CSB Staff Indirect Service Time|Consumer Related Time|Change Password|Data Export| Events Calendar

1. Click Administrative from the main menu. b H :
i This calendar is not intended to serve as a personal calendar. To Add a prevention-related event ?U the calendar, 1)
2. C||Ck EventS Calendar from the SmeenU, rOOLERR :emera brief Event Title that will show on the calendar and in the list of events on the Home page: 2) enter a more

+detailed Event Description that can be viewed from the Home page; 3) click on the date on the event calendar; 4)

iclick on the "Save” button. To Delete an event, click on the "Delete” button.

3. From the Listing page, select the event that you wish to delete by clicking the ETIIdthdF\d
Select button -Dehm! vent Title*(s0 characters max) Block Party

Event Description® Block Party for prevention awareness

4. The event will appear in the edit mode.
Click the (Delete) button from the left toolbar.

(This is a sample screenshot displaying the Events Calendar Edit Page.)
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TRANSFER TOOLS

The Transfer Tools module will allow you to transfer last fiscal year's data to this fiscal year. The Transfer Tools must be done in a left to right order. Other tools will not

work properly until the previous tool has been completed.

Tips

o Ifyou are unsuccessful in transferring multiple data at one time, try transferring only one thing at a time to avoid errors.

Transfer Goals

This module allows the user to transfer goals from last fiscal year to this fiscal year.

Click Transfer Tools from the menu.
Click Transfer Goals from the submenu.

3. Click the (Edit) button from the left toolbar.

4. Select Transfer or Don't Transfer from the Set All Goals To field.

Set All On This Page

5. Toindicate that all goals need transferred, click the|
(Set all on this page) button.

6. To indicate that only selected goals need transferred, select the box next to the

individual goal in the list.
7. Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.

Virginia User Manual

Assessment | Planning | Program || implementation | Reports || Evaluation Capaclty" Knowledge Elase"Admlnlstrahnn ||T.ensva T-:.:Is" KIT Support H Log Off]
Transfe 5 |Transfer Grouns|Transfer Staff
A Edit Button
Edit
[ _Home | .
g Transferred Goals can NOT be edited
. To Transfer D Was Transfered
5 By December 31, 2007, INCREASE disciplinary techniques
that include clear limit setting No
Frnt positive behaviar as well
parents/families
Bu June 30, 2007 DECREASE violent and ag o
in elementary school students from 25
By Junc 30, 2007 INCREASE knowicdge
SS nd ne tudes
of that ATOD will No
in e tudents from 15%
to 26%.
(This is a sample screenshot displaying the Transfer Groups Page.)
Assessment| Planning || Program [ Implementation | Reports | Evaluation Capamty” Knowledge EaEE"Admlnla(rallnn ||T\;nsra Tools H KIT Suppuﬂ”LDg Off|

Transfer Goals|Tran

sfer Objectives|Tran

sfer Programs|Transfer Groups|Trans

fer Staff

Cancel

@ialfalA]

Print

Save Button

Set All Goals To: | Transfer ~

Set All On This Page

Transferred Goals can NOT be edited

Set All On This Page

Jo Transfer Description

Was Transfered

positiv bhmmaswen

By December 31, 2007, INCREASE disciplinary techniques
O that include clear limit 5Ett|ng and cnna\ﬁtem rewards fnr

enting skills

nts/familie ﬁm}ﬂ/tdﬂ/

No

O

Bu June 30, 2007 DECREASE violent and aggressive behaviors
in elementary school students from 25% to 15%.

MNo

to 25% .

By June 30, 2007 INCREASE knowledge regarding risks
associated with substance abuse/use and negative attitudes
O toward substances and substance use (belief that ATOD will
cause physical harm) in elementary school students from 15%

No

91

(This is a sample screenshot displaying the Transfer Groups Page.)
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Transfer Objectives
This module allows the user to transfer objectives from last fiscal year to this fiscal year.

Assessment

Planning | Program || Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration || Transfer Tools | KIT Support [ Log Off
Transfer Goals|Transfer Objectives|Transfer Programs |Transfer Groups|Transfer Staff
(( Edit Button
ol
1. Click Transfer Tools from the menu.
2. Click Transfer Objectives from the submenu.
Transferred Objectives can NOT be edited.
. . A
3. Click the (Edit) button from the left toolbar. bia To Transter ___Desoription Was Transfered
& Parents participating in the "home-based" Nurturing Program
will increase their knowledge of positive parenting skills by 10% Mo
Print as measured on pre and post tests by December 31, 2007.
Students participating in the "Steps to Respect” program will
decrease aggressive. bullying behaviors in the school setting by| Mo
10% as indicated by teacher reports and office referrals by the
end of the schoal year 2007
(This is a sample screenshot displaying the Transfer Objectives Page.)
Assessment | Planning | Program | Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools | KIT Support | Log Oﬁ‘
Transfer Goals|Transfer Objectives|Transfer Programs|Transfer Groups|Transfer Staft
4. Select Transfer or Don't Transfer from the Set All Objectives To field. ((
5. Toindicate that all objectives need transferred, click the Save Button Set All On This Pade
| SetAlonThisPage | (Set all on this page) button. |
.. L. Save Set All Objectives To: | Transfer - Set All On This Page |
6. Toindicate that only selected objectives need transferred, select the box next to T
. L. . . . . Transferred Objectives can NOT be edited
the individual objective in the list. = T e e
. Parents participating in the "home-based” Murturing F‘rngramﬂ
7. Click (Save) from the left toolbar. = e ooy e e |
*Note: To exit this screen without saving any of the changes you have made, click Cancel. e B e e
O 10% as mt?\gcated hyteaghegr reports and office referrals In\,.’%lhnay No
end of the schoal year 2007

(This is a sample screenshot displaying the Transfer Objectives Page.)

*Note: Once objectives are transferred, they will be grayed out and you will not be able to edit them from the Transfer page

Tips

e You will only be able to transfer the objectives associated with the particular goals that were transferred.
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Transfer Programs

This module allows the user to transfer programs from last fiscal year to this fiscal year.

1. Click Transfer Tools from the menu.
2. Click Transfer Programs from the submenu.

3. Click the (Edit) button from the left toolbar.

4, Select Transfer or Don't Transfer from the Set All Programs To field.
5. Toindicate that all programs need transferred, click the
| SetAonThisPage | (Set all on this page) button,

6. To indicate that only selected programs need transferred, select the box next to

the individual program in the list.

7. Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel

Assessment

Planning | Program

Implementation

Reports

Evaluation || Capacity | Knowledge Base

Administration

Transfer Tools

KIT Support

Log Oﬁ‘

[Transfer Goals|Transfer Objectives|Transfer Programs |Transfer Groups|Transfer Staff

Edit Buton  @—m7m™m———+———————
TOOLERR I
Edit |
To Transfer Name Description Was Transfered
Members of the following coalitions in
the community help develop and
coordinate prevention activities for
‘Brint Alleghany County, Town of Clitton
Prevention Planning Coalition Forge. and the City of Covington® CAPP No
9 (Community Alternatives to Positive
Prevention); Alleghany County SHAB
( School Health Advisory Board): and
the Greater Alleghany Highlands Schoaol
Health Consortium
(This is a sample screenshot displaying the Transfer Programs Page.)
Assessment | Planning | Program || Implementation | Reports | Evaluation | Capacity | Knowledge Base [ Administration | Transfer Tools || KIT Support | Log Oﬁ‘
[Transfer Goals|Transfer Objectives|Transfer Proarams |Transfer Groups|Transfer Staff
Save Button Set All On This Paae
|
Set All Programs To: | Transfer i Set All On This Page -‘
To Transfer Name Description |Was Transfered
Members of the following coalitions in
the community help develop and
coordinate prevention activities for
Print Alleghany County, Town of Clittan
i . Farge, and the City of Covington: CAPP
Prevention Planning Coalition (Community Alternatives to Positive No
Prevention); Alleghany County SHAB
( Schoal Health Advisory Board): and
the Greater Alleghany Highlands Schoal
Health Consortium

(This is a sample screenshot displaying the Transfer Programs Page.)

*Note: Once programs are transferred, they will be grayed out and you will not be able to edit them from the Transfer page.

Tips

e Only Model programs can be transferred. If you had local programs registered last fiscal year, you will have to reenter them.
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Transfer Groups
This module allows the user to transfer groups from last fiscal year to this fiscal year.

Assessment| Planning || Program |(Implementation | Reports || Evaluation | Capacity | Knowledge Base [ Administration | Transfer Tools || KIT Support || Log OF|
Transfer Goals|Transfer Objectives|Transfer Programs |Transfer Groups|Transfer Staff
I
(( EditButton @ DBD———_—_——+r————"—"""
TOOLERF I
1. Click Transfer Tools from the menu. [
Click Transfer Groups from the submenu.
- p [To Transfer| Activity # Group Name Group Type| Prl?gram Na.me Was Transfered
3, Cllck the (Edlt) button from the |eﬁ: toolbar, Al CK Roughier 1st Al Cora Small Group a;a:;;liiezﬂi MNo
Al's Pals® Kids
Al CK Shelton 1st Al Cora Small Group| Making Healthy Mo
Choices
Al's Pals: Kids
Al Cora Cunningham K Al Cora Small Group| Making Healthy No
Choices
(This is a sample screenshot displaying the Transfer Groups Page.)
Assessment| Planning | Program || Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools | KIT Support | Log Of|
Transfer Goals|Transfer Objectives|Transfer Programs|Transfer Groups|Transfer Staff
4. Select Transfer or Don't Transfer from the Set All Groups To field. ((
5. To indicate that all groups need transferred, click the |_SetAll On This Page | Save Button Set All On This Pace
(Set all on this page) button. %| |
c Save Set All Groups To: | Transfer - Set All On This Page — ]|
6. To indicate that only selected groups need transferred, select the box next to the il B — Y,
1 i i i [2] @ ‘s Pals: Kids
Ind|V|dua| group ln the ||St' . Al CK Roughier 1st Al Cora Small Group, Slaklﬁg IHe:It‘I‘w No
L= Choices
. 5 = ‘s Pals: Kids
7' C“Ck (Save) from the |eft t00|ba‘r et O Al CK Shelton 1st Al Cora Small Group, alakisngEZtiy No
*Note: To exit this screen without saving any of the changes you have made, click Cancel. Al*sCSZ:g;ESKi -
O Al Cora Cunningham K Al Cora Small Group| Making Healthy Mo
Choices

(This is a sample screenshot displaying the Transfer Groups Page.)

*Note: Once groups are transferred, they will be grayed out and you will not be able to edit them from the Transfer page.
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Transfer Staff
This module allows the user to transfer staff from last fiscal year to this fiscal year.

1. Click Transfer Tools from the menu.
Click Transfer Staff from the submenu.
Select Status or Transfer from the Update field.

a. Selecting Status will allow you to change the status of the staff
member from active to inactive or inactive to active after clicking the

(Edit) button,

b. Selecting Transfer will allow you to transfer individual staff members

after clicking the (Edit) button.
4. Click the (Edit) button from the left toolbar.

5. To indicate that only selected groups need transferred, select the box next to the
individual group in the list.

6. Click (Save) from the left toolbar.

*Note: To exit this screen without saving any of the changes you have made, click Cancel.

Assessment

Planning | Program

Implementation || Reports

Evaluation

Capamty“ Knowledge Elase||Adm\mstrat|on||’-a"§'5‘ Too ~|| KIT Support“ Log Oﬁ‘

Transfer Goals|Transfer Objectives|Transfer Proarams |Transfer Groups|Transfer Staff

EditButon @ @—7—F—
Edit
o o O
pdate:* Status O Transfer
waala
Print Active Status First Name Last Name
Tricia
Sandra
(This is a sample screenshot displaying the Transfer Staff Page.)
Assessment| Planning | Pregram || Implementation | Reports | Evaluation | Capacity | Knowledge Base | Administration | Transfer Tools | KIT Support | Log Of|

Transfer Goals|Transfer Objectives|Iransfer Programs|Transfer Groups|Transfer Staff

paRA

Print

*Note: Once staff are transferred, they will be grayed out and you will not be able to edit them from the Transfer page.
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Save Button

Update:*

* Indicates Required Field

Active Status

First Name

Last Name

Tricia

Sandra

(This is a sample screenshot displaying the Transfer Staff Page.)
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KIT SUPPORT

On the Support Site, you will find information about how to contact Support, an online version of this manual, and frequently asked questions.

Assessment | Planning | Program | Implementation Evaluation Administration

Reports

Capacity | Knowledge Base Transfer Tools

For Support

Log Off

KIT Support|lssue Report

K _________________________________________________________________________________________________________________

TOOLEAR!

1. Toreach the KIT Solutions Support Site, click KIT Support from the main menu. ._ 804-786-0918 or email marfel.barnett@co.dmhmrsas.virginia.gov

. . . . . For rescue chat, click the link below.
2. ghck K![Tsstupport from the submenu. A new window will open displaying the S S S ——
upport Site. =

LEARNING

O
COMMUNITY

(This is a screenshot displaying the KIT Support Site Page.)

p— Virginia__, . -

. . . . . Home Contact Support Manuals What's New Library Training Evaluation Search
3. To submit a problem, question, or suggestion for improvement to KIT Solutions Neinesdoy, February 25, 2005 — Lo
Customer Support team, click the Contact Support link. o _
L . . Welcome to the Virginia Support Site =]
a. Fillin the appropriate fields.
. . . . Welcome to the KIT Solutions - Virginia Support Site. The purpose of this site is to enhance the suppurl senices we provide
b. C“Ck the Smelt bUttOﬂ Your requeSt Wl” be Sent tO the KIT SO|UtI0nS g?;du:;zua:zvz:wriﬂ;ggf)er of resources here to help you resolve problems. report bugs. and suggest improvements to
CUStomer Support tea’m and DMHMRSAS' = Contact Support: If you need to contact Support to ask a question, report a bug. or make a suggestion. click on the
. . . . . . . . . ‘Contact Support’ link.
4. TO flnd thlS manual Inan Onllne VerSIOH, CIle the Manual ||nk. A new WlndOW Wl” = Manuals: C':I'lzkthe ‘Manuals’ link to view the online support documents (e_g.. User Manual, etc.) for the VA
. . . . application.
Open dISp|ay|ng the various dOCumentS pertlnent '[0 the VA KPS- - V\'::I':at'stNew: Occasionally check out the YWhat's New’ section to see what has been recently added to the VA
. . application_
5. Toseea ||St Of new features’ |mpr0vements’ or announcements for the KIT = Library: To view helpful documents for using the VA application. click the ‘Library’ link.
. . . s . = Training Evaluation: If you have received a training. click the Training Evaluation’ menu link and complete the form.
Prevention Service, click the What's New link.
6. To view a list of helpful documents, click the Library link. &

©2007 KIT Solutions & Terms Of Use Privacy Statement

(This is a screenshot displaying the KIT Support Site.)
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