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PBPS User Manual

Getting Started

Introduction

Welcome to Washington State’s Performance Based Prevention System (PBPS) brought
to you by Washington State’s Department of Social Health Services (DSHS) Division of
Alcohol and Substance Abuse (DBHR) in cooperation with Kit Solutions, Inc®. The PBPS
was developed to be responsive to DSHS, legislative, and public inquires regarding
those who are participating in publicly funded prevention activities. PBPS also provides
information to DBHR and its providers regarding the effectiveness of programs in
preventing alcohol, tobacco, and other drug misuse and abuse across the State of
Washington. The PBPS provides automated reporting and service tracking for contract
accountability and monitoring. The team that developed the PBPS with KIT Solutions,
Inc®, was comprised of DBHR Prevention and MIS section employees, including DBHR’s
Regional Prevention Managers. The more data that we collect now, the better situation
we will be in the future when we request increased funding for our programs and
services.

You, as a user, play an integral role in this process. DBHR continues to update the PBPS
so that it may become second nature to you and not detract from your hands-on
prevention duties. We encourage program enhancing suggestions and will work
diligently to see that requests are considered, honored, and implemented into the
system.

As you may already know, DBHR’s Regional Prevention Managers (RPMs) are your direct
connection to questions about the PBPS. Please inform them of any suggestions or
difficulties that you may have.

PBPS Basics

The PBPS is a web-based system that requires an internet connection to access. As a
result, the apparent performance (speed) of the system may be slow due to your
internet connection. The faster the connection (high speed), the faster PBPS will be; the
slower the connection (dialup modem) the slower PBPS will be. Please take this into
consideration and we appreciate your patience.

Access to the PBPS

The PBPS is located at: www.kithost.net/wa

Your User ID, Password, and Organization ID will be given to you by your organization’s
administrator. Please retain this information and do not share it with others.
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Recommended Computer Settings

Screen Resolution 1024 x 768 pixels or larger
If your screen resolution is smaller (ex: 800 x 600 pixels), everything on the screen will
appear larger. But, if you use 800 x 600 pixels, then you will have to scroll more both up &
down and left & right to access all the data fields.

Web Browser Microsoft Internet Explorer (IE)
Currently Mozilla Firefox, Netscape, AOL, MSN and other browsers are not supported by
PBPS. 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).

Also, IE needs to be configured to allow “cookies”. If do not know how to check for this,
contact your PC technician for assistance.

Pop-Up Blockers Disabled (or configured for exceptions)
Modern computer security technology and usability features development have lead to pop-
up blocking. Although this new feature of internet browsers, toolbars and other 3™ party
managing software blocks hazardous and annoying pop-ups, sites like PBPS require pop ups
to function. If your pop-up blocker is enabled, then there is a possibility that PBPS may not
function or appear properly. You should either disable the pop-up blockers while using the
PBPS (while remembering to enable it, if desired, when not in PBPS) or create exceptions for
the pop-up blocker. This is cumbersome, but may be easier than making exceptions to the
pop-up blocker. If you have technical questions, please see your PC technician.

Navigating in PBPS

Entering data into PBPS can be made easier by using the “Tab” key on the keyboard.
The tab key advances the cursor to the next data field. You can also go from the
current field to the previous field by holding “Shift” and pressing “Tab” (Shift+Tab).
You can also navigate through the fields by using the mouse.

To select multiple data items at one time, hold the control (Ctrl) key and left click the
mouse.

Basic Layout

Once you get into the PBPS most of the screens have the same format. They all have a
Menu bar across the top. The Sub-Menu is only displayed once an item in the Menu has

been selected (clicked).
*Note: sometimes when you select a different menu tab the entire screen does not refresh, however, the
Sub-Menu always does.

Some Task Pane Options

Search Find a particular record' (entry) based on search criteria that you determine
with aims of a particular result (ex: Service. Program. Staff member, etc.)

Page 6 of 97



PBPS User Manual

Add Creates a (blank) new record of the displayed type in the Menu and Sub-
Menu. This new record is immediately ready for modification.
Edit Unlocks the currently displayed form for editing.

Cancel Appears after ‘Edit’ or ‘Add’ is selected. Aborts changes (including
additions or modifications) made to the displayed form.

Save Commits changes made to the displayed form.

Delete Removes the record(s) (or all the data on displayed forms).

Print A pop-up window opens with the current form displayed, gives you a choice
of to what format (PDF, Excel, Word) you would like to export it and
displays in that format in the appropriate application. If you want to print

it, then you also must tell the program ‘ctrl+p’, File->Print, or ﬂ (button).

Help Displays a pop-up with an online version of the PBPS User Manual.
i A record is a technical term for the set of collected data organized or grouped around particular
theme.
*Example: a program record, staff record, participant record

Data Fields & Buttons

In the PBPS there are several fields, boxes and buttons that are used to collect and
store data.

Type Preview / Description
Text Field I
(aka ‘Text Box) ~ (fill in the blank)

Drop Down Menu I,_,I
(aka Pull Down Menu) (select one)

Buttons

L=t = i | \ ‘

= =] 1
Radio Button {* Selected " Not selected
Check Boxes ¥ selected I Not selected
Red* Red bold text with asterisk denotes a required

field

Black Black text denotes a suggested but optional field
Spell Check et |

It does not matter in which order that you populate the above fields, but if a required
field is not populated and you try to save the form, you will receive a message that
informs you of the field vacant of data and will not be able to move to a different form

until that field has data.

Three Levels of Organization Accounts

Within the PBPS, there are three types of Organization Accounts: State, County/Tribe,
and Service Provider (Subcontractor). Each of these Organization Accounts has different
functions and abilities. There may be items in this manual that do not specifically apply

to your organization.
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Connecting to the System

The PBPS is split into a Demo and a Live Site. The Demo Site should be used to train

new users and to experiment with data and input. The client data from the Live Site is
not available in the demo site.

Live Site www.kithost.net/wa

*Note: Since we are currently preparing for the next biennium and the two biennium’s data are handled
separately. Choose the biennium that is appropriate for your usage.

Horne » Choose System

. Enter Planning Data For 2007-2009

. Enter Services For 2005-2007
. Enter Services For 2003-2005

After choosing a particular biennium, please type the appropriate information in the
following fields:

*Note: Your User ID, Password and Organization ID will be given to you by your organization’s
administrator. Please retain this information and do not share it with others.

Homé = Login

Login to get started!
User ID | |

Password

Organization 1D | |

Login

Washington State
'? Y Department of Social
7 & Health Services

IDASA Division of Alcohol
& Substance Abuse
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Changing Your Password

The default account for Counties and Tribes is:

Username

admin

Password pass

Since we use this default convention for every default account, we encourage you to change your password
upon initial log-in to protect and secure your data.

1. Click Administration in the menu.
2. Click Change Password in the Sub-Menu.

Haorme = Administration = Change Password

Submit

Click 'Submit Change' to confirm your new password, Your change becomes effective immedistely .

Help Current Password
New Password

Confirm New
Password

3. Fill in the appropriate fields.

*Note: if your ‘New Password’ and ‘Re-enter New Password’ are not identical, the system wiill
not accept them and you will be asked to re-enter the two. Take special care when typing

these two fields.

4. When finished, click the Submit Change button.

Managing User Accounts

Since the admin account is the only account automatically created in the system, you should create a new

User ID and Password for yourself and others that will be using the system in your organization.

Creating New User Accounts

1. Log-in to the PBPS.
2. Click Administration in the Menu.
3. Click Staff in the Sub-Menu.
4. Click Add in the Task Pane.
The table below shows the available fields.
*Note: Red text and Asterisk denote required fields.
Login General Demographic
Information Information Information
User ID* Salutation™ Birth Date>™
Password* First Name>* Gender*
Last Name* Race™*
Title*" Ethnicity™
Status™

Second Language

Education
Information

Degree

Vocational Education

Field of Study

Contact
Information

Work Phone*

: Work Phone Ext

Email*
Work Address

~ Work City

Work State

Background Checked?"

Work Zip Code
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Sub Contractor" Alternate
Address

Second Phone

Fax

i User IDs should use the following convention: LastName,Firstinitial,Middlelnitial (ex: John Q. Smith = SmithJQ)

ii: Refers to job classification. Please see the section on permissions before continuing.

iii: In accordance with RCW 43.20A.710, RCW43.43.832, RCW 74.34 and RCW71A.10.020, all contractors, subcontractors or
volunteers who have unsupervised access to children or vulnerable adults are required to have a background check, and all persons
convicted of crimes listed in RCW 43.43.830 and RCW 43.43.842 are prohibited from having access to those clients.

iv: Please reference the Sub Contractor section

Horme = Adrministration > Staff

Add
Edit
Delete
Search
Print

Help

5.

Ed

I
1
2
3
4
5
6
7
8
9

Permission

User ID Password

Salutation
First Name Last Name
Title Status

Second Language

Email
Work Phone

(Partial Screen Shot)

When the form is accurate and complete, click Save in the Task Pane. If you
decide not to not save any changes made to this form, click Cancel in the Task
Pane.
*Note: If there is a required field that does not contain data and you try to save, you will
receive an error message (displaying the problem and the field). You will then have an
opportunity to populate the field.

ting User Accounts

Log-in to the PBPS.

Click Administration in the Menu.

Click Staff in the Sub-Menu.

Click Search in the Task Pane

*Note: See Searching for help on using the search feature.

Click the radio button next to Show All.

Click the Select button to the left of the desired user name.
Click Edit in the Task Pane.

Make changes to the form.

Click Save in the Task Pane to commit your changes.
*Note: If you do not want to save your changes, click Cancel.

Page 10 of 97



PBPS User Manual

Permissions

Permissions control the access level of a particular user. There may be some data that you may not want a
user to either have access to view or to edit. In order to restrict usage, you need to assign permissions to the
users. This can be done in two different methods. The first is to use the recommended (and default) access
level assigned to a particular title (which is a mandatory field in the Staff Information form relating to the job
classification of the employee). The second is to manually configure the permissions based on a case by case
basis.

At this point, you should determine what level of permission (or access rights) to the system that you want to
grant to this particular user. Please see the Permissions Table for a complete list of formulated access rights
to the system.

Changing Staff Permissions by Changing Title (Job Classification)

Log-in to the PBPS.
Click Administration in the Menu.
Click Staff in the Sub-Menu.

Click Search in the Task Pane
*Note: See Searching for help on using the search feature.

Click the radio button next to Show All.

Click the Select button to the left of the desired user name.
Click Edit in the Task Pane.

Reference the permissions table to determine level of access.
Make a selection from the Title* drop down menu.

0. Click Save in the Task Pane to commit your changes.
*Note: If you do not want to save your changes, click Cancel.

HOONOOGO HhoWbhpE

Home = Administration = Staff

Agsessment
Archival / Survey Data
Edit Flanning
Factor Planning
Goal f Ohjective
Help Frogram

Print

Frogram

el Activities

Data Collection
Farms

Faricipant
aingle Service

Recurring Service
Mentaring
Register Mentor

Register Mentee
Mentaor Match

Mentor Service
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(Partial Screen Shot)
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Custom Staff Permissions by Modifying from Title

NoOo AR

10.

11.

12.

Log-in to the PBPS.

Click Administration in the Menu.

Click Staff in the Sub-Menu.

Click Search in the Task Pane

*Note: See Searching for help on using the search feature.

Click the radio button next to Show All.

Click the Select button to the left of the desired user name.

Reference the permissions table to determine desired level of access.
It may be easier to change the Title* field to more closely reflect the desired custom
permissions so that you don’t have to manually set each field. In order to do this: Click Edit
in the task pane. Make a selection from the Title* drop down menu. Click Save in the Task
Pane to commit your changes. If you do not want to save any changes made to this form,
click Cancel in the Task Pane.

Click the Permission button in the upper right section of the form.

Click the Edit in the task pane.

Select the appropriate permission level in the down boxes next to each Menu
section

Click Save in the Task Pane to commit your changes.
*Note: If you do not want to save your changes, click Cancel.

Click Back to return to the Staff Information form.

Subcontractors

Users at the Service Provider Level (subcontractor level), have the option of linking the participant
identification directly to the user that created them, to insure participant confidentiality from other users.

An example may be a contracting agency that has multiple staff members who serve different school districts.
One of their school districts may require complete participant confidentiality. By selecting Administration in
the Menu, Staff in the Sub-Menu, the Staff Information form appears. Checking the “Subcontractor” check
box in the form ensures that the participant record (including personal information) can only be viewed by the
user that created it.
*Note: A County or Tribe can only view the participant records of which that County or Tribe is the service
provider (no subcontractor). In other words, County, Tribe, and State Levels are prohibited from viewing
the participant records (including personal information) created by Subcontractors

A\

Subcontractors must verify the application of this option with
their county prevention specialist before configuring this feature.
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Managing Organization IDs - County & Tribe

The Organization ID that you used to sign into PBPS is associated with the County or
Tribe for whom you work. When the Organization ID was created, some contact
information may have been added to the account. Please review this for accuracy.

To View the Organization Information

1. Log-in to the PBPS.
2. Click Administration in the Menu.
3. Click Organization in the Sub-Menu.

To Edit the Organization Information

1. Click Edit in the Task Pane.
2. Make changes to the form.

3. Click Save in the Task Pane to commit your changes.
*Note: If you do not want to save your changes, click Cancel.
*Note: The County or Tribe Names and IDs can only be changed by Kit Solutions, Inc. through PBPS. If you
notice an error in one of these, please submit a request through Support section of the Menu. This will open
up another browser window. Click the Contact Kit link, fill in the appropriate information, and click the
Submit button to have it changed.

Home = Administration = Organization

D

Edit
Name
Status

County

Print
Address

Hel
P City

State Zip Code

Wyeh Site

Choose Contact (T edit this individual's information, go to the Staff form)
First Mame
Last Name

Wark Phone

Ermnail
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Planning

Risk & Protective Factors

All of the goals, objectives, programs, and services you provide should be linked to the prioritized Risk &
Protective Factors from your Needs Assessment. In the Risk and Protective Factors Targeted* field, Risk
factors have a (R) in front of the factor name and Protective Factors have a (P) in front of the factor name.

Adding Risk & Protective Factors

aghrObRE

Log-in to the PBPS.

Click Planning in the Menu.

Click Factor Planning in the Sub-Menu.

Click Edit in the Task Pane.

Click the appropriate factor for your organization from the “All risk and Protective
Factors Lists”. (You can select multiple factors by holding the control key while
clicking [ctrl+click])

Click the “Up Arrow” button to move the selected factors to the “Risk and

Protective Factors Targeted>” field.
*Note: If you accidentally make a Factor Targeted, select the erroneous Targeted Factor and
click the down arrow. This removes the Factor from the Targeted field.

Review the Risk and Protected Factors in the “Risk and Protected Factors
Targeted*” field.

Click Save in the Task Pane to commit your changes.
*Note: If you do not want to save your changes, click Cancel.

Home > Planning > Factor Planning

Edit

Help

Organization

Year

Targeted Risk & |[(FiCommunity: Bonding {opportunity, skills, and recognition
Protective Factors ||[(FiFamily: Bonding {oppartunity, skills, and recagnition])
(RIRebelliousness

Awvailable Risk &
Protective Factors
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Goals

Once you have determined the Risk and/or Protective Factors, the PBPS automatically generates (a) Goal(s)
based on the chosen Factor(s). The next step is to add objectives that will aid in the fulfillment of the
generated Goal(s).

*Note: An objective can be assigned to only one Goal, but a Goal may have many objectives.

Planning Objectives With *NEW™* Objective Writer

A new feature of the 2005-2007 PBPS is the Objective writer. This was designed to make the objectives easier
to compose while ensuring the inclusion of the pertinent information. The Objective Writer was also designed
to aid in analysis and reporting by using “key terms”.

Adding Objectives

ahobhpRE

o

10.

11.
12.
13.

Log-in to the PBPS.
Click Planning in the Menu.
Click Goals/Objectives in the Sub-Menu.
Click Add in the Task Pane.
Select a Factor®™ from the Factor drop down menu.
*Note: The factors that appear in the Factor drop down menu result from the process of
Planning - Factor. The system generated Goal will be displayed.
Select an Outcome™ from the list displayed by clicking Select to the right of the
objective.
*Note: The available outcomes to choose from are specific to each Factor. If the outcome
that you desire is not in the drop down list, choose Other. When you choose other, the
screen will refresh and an “Outcome Other” text field will appear. Type your desired
outcome here.
Select a Link™ (or preposition) from the Link 1 drop down menu.
*Note: The link (or preposition) connects the Outcome to the Target Group.
Select the Target Group™ from the Target Group drop down menu.
*Note: If the Target Group that you desire is not in the drop down list, choose Other.
When you choose other, the screen will refresh and a “Target Group Other” text field will
appear. Type your desired outcome here.
Select a Link™ (or preposition) from the Link 2 drop down menu.
*Note: The link (or preposition) connects the Target Group to the location.
In the Location™ field enter the geopolitical area in which you anticipate the
change to occur.
*Examples: Clark County, Olympia School District, Kent Police Department
In the Amount* field input a quantitative estimate of anticipated change.
Enter an estimate of anticipated change in the optional Change Amount box.
Click the Show Objective String button.
*Note: This will refresh the page and display the sentence [outcome] [link] [target group]
[link] [location] under the Show Objective String button for review. If you want to make
changes to the displayed sentence, change the appropriate fields. Click the Refresh
Objective String button to preview objective.
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Home > Planning > Goals/Objectives

Save

Cancel

Help

Factor/Goal Info

2005-2007
Factar | {R)Early Initiation of the Problem Behaviar v
Objective Builder
Outcome
delay initiation by enhancing protective factors Select
Increase refusal and resistance skills Select
Increased communication skills Select
Increased family cohesion Select
Select
Link 1 v
Target Group | churchfreligious leaders N
Link 2 -
Location

Change Amaourt (Estimate of articipated change)

Show Objective String

Objective

Obiective iz alreadv accepted by DASAI

(Partial Screen Shot)

14.Click Save in the Task Pane to commit your changes.

*Note: If you do not want to save your changes, click Cancel.
**Note: Once the objective has been saved, it will appear at the bottom of the table of other
objectives associated with that factor.

15. Click the Submit button to submit the associated objective for approval by your

Regional Prevention Manager (RPM).

*Note: The RPM will accept the objective or contact you with recommendations for editing
and resubmission. You will receive an email from the PBPS when the RPM accepts your
objective. At this point you can continue to develop your program.

**Note: Once the Objective is submitted, it cannot be edited. Please check that the
objective is complete and accurate.

16. Once you have submitted the objective a pop-up will appear. Click OK to submit

or Cancel to not.

*Note: If you clicked OK then you will receive another pop-up reporting the status of the
submission (success or fail). Click OK. Notice the absence of the Submit button next to the
recently submitted objective. Also, the text above the data field containing the objective
now reads “Under review by DBHR!” when before submission it read “You can edit this
objective!”.
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Horne = Planning = Goals/Objectives

Add

Edit

Help

Factor/Goal Info
2005-2007

Factar | (R)Early Initiation of the Problem Behavior e

Objective iz already accepted by DASA!

{00 contribute to the increase of refusal and resistance skills among middle-schoaol students in Adams
County

Objective is already accepted by DASAL
delay initiation by enhancing protective factors among church/religious leaders for test2 1

Editing Objectives

PONPE

o o

10.

11.

Log-in to the PBPS.
Click Planning in the Menu.
Click Goals/Objectives in the Sub-Menu.

Select a Factor®™ from the Factor drop down menu.
*Note: The factors that appear in the Factor drop down menu result from the process of
Planning - Factor. The Goal Description changes when a different factor is selected from the
drop down menu.

Click Edit in the Task Pane.

Click the Edit button next to the objective that you wish to modify.
*Note: If the Edit button is not present next to the objective, the objective is not available
for editing. If this objective needs to be modified, contact your Regional Prevention Manager
(RPM).

Make changes to the form.

Click the Refresh Objective String button.
*Note: This will refresh the page and display the sentence [outcome] [link] [target group]
[link] [location] under the Show Objective String button for review. If you want to make
changes to the displayed sentence, change the appropriate fields and click the Refresh
Objective String button.

Click Save in the Task Pane to commit your changes.
*Note: If you do not want to save your changes, click Cancel.
*Note: Once the objective has been saved, it will appear at the bottom of the list of other
objectives associated with that factor.

Click the Submit button to submit the associated objective for approval by your

Regional Prevention Manager (RPM).
*Note: The RPM will later accept the objective or contact you with recommendations for
editing and resubmission. You will receive and email from the PBPS when RPM accepts your
objective at which point you can continue to develop your program.
**Note: Once the Objective is submitted, it cannot be edited. Please check that the
objective is complete and accurate.

Once you have submitted the objective a pop up will appear. Click OK for submit

or Cancel to not.
*Note: If you clicked OK then you will receive another pop up reporting the status of the
submission (success or fail). Click OK. Notice the absence of the Submit button next the
recently submitted objective. Also, the text above the data field containing the objective
now reads “Under review by DBHR!” when before submission it read “You can edit this
objective!”.
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Objective Notes *NEW™*

Objective Notes are meant to compliment the Objective Writer by enabling prevention specialists to clarify
questions or supply additional information about objectives for the RPM to review before approving that

objective.

Objective Notes are organized by their associated Factor. Objective Notes can only be attached to Objectives
that have been already been entered into the PBPS. Each objective can only have one attached note which

can be later edited.

Adding Objective Notes

Log-in to the PBPS.
Click Planning in the Menu.
Click Objective Notes in the Sub-Menu.

Select a factor from the Factor®™ drop down menu.
*Note: This step will display the Goal Descriptions of the selected factor.

hoNPE

Home = Planning > Goals/Objectives = Objactive MNotes

Motes
Organization ADAMS
2005-2007
Factar | ({P)Community: Bonding {opportunity, skills, and recognition »
Wiaiti . N . .
S:;r':igsion Increased community velunteerism in businesses in city
6/21/2007 Accourt This is a community bonding appartunity. Edit

Adrainistrator

{101
Under
Feview By {0} churches with church/religious leaders invelving district 1
DASA
Accepted () option for families in community 2
Accepted () this is a test of the outcome in businesses with test 20

(Partial Screen Shot)

5. Under the appropriate Goal Description, click the Add Note button.
*Note: A new text data field will appear.

6. Write your note in the text data field [where it reads Place new note here... (Up

to 999 characters!)].

Page 19 of 97



PBPS User Manual

Home > Planning > Goals/Objectives = Objective MNotes

Motes
Organization ADAMS
2005-2007
Factar | (P)Community: Bonding {opportunity, skills, and recognition
Wraiting . . . . . .
cubmission INCreased community velunteerism in businesses in city
672172007 Account This is a community bonding opportunity. Edit

Adrnini strator

[101)
Under
Review By () churches with church/religious leaders involving district 1
DASA

2272007 Adminisiradior,

ceovmyios) |Place new note here... (Up to 999 characters)) Seic) SN

953

7. Click Save next to the comment box to commit your changes.
*Note: If you do not want to save your changes, click Cancel.

Editing Objective Notes

Log-in to the PBPS.
Click Planning in the Menu.
Click Objective Notes in the Sub-Menu.

Select from the Factor* drop down menu a factor that you desire to address.
*Note: The Goal Descriptions of the selected factor will be displayed.

Click the Edit button next to the Objective Note.
Make your changes to the text data field.

Click Save next to the comment box to commit your changes.
*Note: If you do not want to save your changes, click Cancel.

NoOo AwbE
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Home > Planning » Goals/Objectives > Objective MNotes

Maotes
Organization ADAMS
2005-2007
Factor | (FiCommunity: Bonding (opportunity, skills, and recognition %
Waiting - . - - - -
cubmicsion INCreased community volunteerism in businesses in city
6/21/2007 Accourt This is a community bonding opportunity. Edit] Remove
Administrator
[101)
Under h _
Feview By (0} churches with church/religious leaders involving district 1
DASA
Gi22/2007  Account 5 churches have church/religious leaders involving district 1 Edit
Adrinistrator

[104]

accepted — {() option for families in community 2

accepted () this is a test of the outcome in businesses with test 20

Removing Objective Notes

Log-in to the PBPS.
Click Planning in the Menu.
Click Objective Notes in the Sub-Menu.

Select from the Factor® drop down menu a factor that you desire to address.
*Note: This step will display the Goal Descriptions of the selected factor.

Click the Remove button next to the Objective Note.
*Note: The following message will appear:

A ol S

Microsoft Internet Explorer, le

\_?() Are wou sure you wish ko PERMAMEMTLY DELETE this recard?

(0] 4 l [ Cancel

6. Click OK if you want to remove the Objective Note. Click Cancel if you do not
want to delete the Objective Note.
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Programs

Programs are implemented with the intention that they will result in a specific objective. That objective is
associated to a goal that is tied to a particular risk or protective factor. The program you select is the means
by which you address risk and/or protective factor(s) in your community. Objectives must be entered into the
PBPS and accepted by DBHR before programs can be created.

Programs have to be accepted by DBHR. Once a program is accepted by DBHR, it cannot be edited without
contacting your RPM.

Adding Innovative/Other Programs

oghONE

10.

11.
12.

13.

Type

Log-in to the PBPS.

Click Planning in the Menu.

Click Programs in the Sub-Menu.

Click Add in the Task Pane.

Click the radio button selecting Innovative/Other.

Open the Objectives™ list by clicking the down arrow next to the objective box

and Select one.
*Note: The objectives displayed in the Objective drop down menu are the ones that you
have entered into the system. You may have several programs addressing a particular
objective, but you may only have one objective associated with each program.

Type the program name in the Program Name™ field.
Type the description in the Description™ field.
Select the funding source from the Funding Sources* drop down menu.

Type Description
SAPT Block Grant DBHR Prevention funds
State General Other State funds

Underage Drinking (OJJDP) RUaD Funds

Type the funding amount from the funding source chosen above in the Funding
Amount ($)* data field.
*Note: The Matching Amount ($) is only added after the program has been saved and
you have completed the Matching Funds section.
Select the Fund Type* from the drop down menu.
Select the target population(s) of the program from the DBHR Population®
drop down menu.
*Note: By selecting a DBHR Population the title of the group is added to the data field below

the drop down menu. If you erroneously added a population and want to remove it, select
that population in the data field and click the arrow pointing up to remove it.

Select the (Institute of Medicine) IOM Model Type from the 1OM Model Type*

drop down menu.
Description

Universal Strategies targeted to the general public or a whole population group that has not been

identified on the basis of individual risk.

Universal Direct: Interventions directly serve an identifiable group of participants but who
have not been identified on the basis of individual risk (e.g. school curriculum, after school
program, parenting class)

Universal Indirect: Interventions support population-based programs and strategies,
including the provision of information.

Selective  Strategies target subset of the total population that is deemed to be at risk.
Indicated Strategies are designed to prevent the onset of substance abuse in individuals who do not

meet DSM-1V criteria for addiction, but who are showing early danger signs.

14. Select the implementation type from the Implementation Type* drop down

Type

menu.

Description
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Replication Implementation of a Best Practice or promising approach with no modifications.

Adaptation Implementation of a Best Practice or promising approach with modifications to curriculum,
delivery, or target population.

Innovation A program that is not a Best Practice or promising approach on the WestCAPT website.

Other Anything else.
Western Center for Applied Prevention Technologies (WestCAPT) — http://casat.unr.edu/westcapt/

15. Unless the program will not have any service activities for 30+ days, select
Active in the Status™ drop down menu.

16. Type the total number of sessions the program will have in the Number of
Sessions™* text field.

17.Type the total number of hours of direct service for this program in the Total
Hours™ text field.

*Example: If there are twenty occurrences of half hour sessions, then the total humber of
hours would be ten.

18. Select yes or no in the Mentoring® drop down menu.

*Note: If you do not select Yes in the Mentoring™ drop down menu, this program will not
be available in the mentoring form.

19. Select yes or no in the CTI1 Research* drop down menu.

20. If you have Assessment Instruments to add select those from the Assessment
Instruments drop down menu. In order to add the selection in the drop down
menu to the data field below, click the Apply button.

*Note: If you erroneously added an Assessment Instrument and want to remove it, select
that Assessment Instrument in the data field and click the “up arrow” to remove it.

**Note: Once the Assessment Instrument has been selected in the drop down menu, click
the Info button to preview the survey instrument administered to the target audience to
review drop down menu choice.

21.Click Save next to the comment box to commit your changes.

*Note: If you do not want to save your changes, click Cancel.
*Note: You can only add Matching Funds after saving the program. After you save the

program, add Matching Funds.

Home = Planning = Programs

Save
o o
Cancel
Status ¥Waiting Submission Motes “iew Program Motes
Help
Objective
Program Name o

Description

Funding Sources ~

Fund Amount hlatch § Amount

(Partial Screen Shot)

Adding Best/Promising Practice Programs

In some Best/Promising Practice programs, some of the following data fields may be automatically filled. If
so, you are encouraged, unless under special circumstances, to leave these auto-filled data fields alone.
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Log-in to the PBPS.

Click Planning in the Menu.

Click Programs in the Sub-Menu.

Click Add in the Task Pane.

Click the radio button selecting Best/Promising Practice.

Select the objective that the program will address from the Objective™ drop

down menu.
*Note: The objectives displayed in the Objective drop down menu are the ones that you
have entered into the system. You may have several programs addressing a particular
objective, but you may only have one objective associated with each program.

Select the Science Based program type from the Science Based drop down

menu.

Type Description
Best Practice Considered a best practice on the WestCAPT website.
Promising Approach _ Considered a promising approach on the WestCAPT website

Select the program you are going to implement in the drop down menu next to

the right of the Science Based drop down menu.
*Note: For more information about WestCAPT and types of programs, click the INFO button.
This will create a pop-up window displaying the WestCAPT website.

Click the Apply button.

*Note: The Description™ field is automatically filled in based on the WestCAPT website.
Select the funding source from the Choose Funds®™ drop down menu.

Type Description

SAPT Block Grant DBHR Prevention funds
State General Other State funds
Underage Drinking (OJJDP) RUaD Funds

Type the funding amount from the funding source chosen above in the Funding

Amount ($)* data field.
*Note: The Matching Amount ($) is only added after the program has been saved and
you have completed the Matching Funds section.

Select the target population(s) of the program from the DBHR Population®

drop down menu.
*Note: By selecting a DBHR Population the title of the group is added to the data field below
the drop down menu. If you erroneously added a population and want to remove it, select
that population in the data field and click the arrow pointing up to remove it.

Select the target population(s) of the program from the DBHR Population®
drop down menu.

Select the (Institute of Medicine) IOM Model Type from the 10M Model Type*
drop down menu.

Description

Universal Strategies targeted to the general public or a whole population group that has not been

identified on the basis of individual risk.

Universal Direct: Interventions directly serve an identifiable group of participants but who
have not been identified on the basis of individual risk (e.g. school curriculum, after school
program, parenting class)

Universal Indirect: Interventions support population-based programs and strategies,
including the provision of information.

Selective  Strategies target subset of the total population that is deemed to be at risk.
Indicated Strategies are designed to prevent the onset of substance abuse in individuals who do not

meet DSM-1V criteria for addiction, but who are showing early danger signs.

15.

Select the implementation type from the Implementation Type* drop down
menu.
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Description

Replication Implementation of a best practice or promising approach with no modifications.

Adaptation Implementation of a best practice or promising approach with modifications to curriculum,

delivery, or target population.

Innovation A program that is not a best practice or promising approach on the WestCAPT website.

Other

Anything else.

Western Center for Applied Prevention Technologies (WestCAPT) — http://casat.unr.edu/westcapt/

16.

17.

18.

19.

20.
21.

22.

Unless the program will not have any service activities for 30+ days, select
Active in the Status™ drop down menu.
Type the total number of sessions the program will have in the Number of
Sessions™ text field.
Type the total number of hours of direct service for this program in the Total
Hours* text field.
*Example: If there are twenty occurrences of half hour sessions, then the total humber of
hours would be ten.
Select yes or no in the Mentoring* drop down menu.
*Note: If you do not select Yes in the Mentoring™ drop down menu, this program will not
be available in the mentoring form.
Select yes or no in the CTIl Research* drop down menu.
If you have Assessment Instruments to add select those from the Assessment
Instruments drop down menu. In order to add the selection in the drop down
menu to the data field below, click the Apply button.
*Note: If you erroneously added an Assessment Instrument and want to remove it, select
that Assessment Instrument in the data field and click the arrow pointing up to remove it.
**Note: Once the Assessment Instrument has been selected in the drop down menu, click
the Info button to preview the survey instrument administered to the target audience to
review drop down menu choice.
Click Save in the task pane to commit your changes.
*Note: If you do not want to save your changes, click Cancel.
*Note: You can only add Matching Funds after saving the program. After you save the
program, add Matching Funds.
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Hare = Planning > Programs

Save
O ()
Cancel
Status WWaiting Submission Moteg Wiew Program Motes
Help
Objective
Science-based «|[ %] Apply Info
Program Name o
Description
0
Funding Sources v

(Partial Screen Shot)

Adding Matching Funds

Adding Matching Funds can only be done after a program has been saved.

Log-in to the PBPS.

Click Planning in the Menu.

Click Programs in the Sub-Menu.

Click Add in the Task Pane.

Scroll down to the bottom of the page and across from Matching Funds click
the Add button.

Type the name of the Matching Funds in the Matching Funds text field. Type
the dollar amount in the Matching Amount ($).

7. Click Save in the task pane to commit your changes.
*Note: If you do not want to save your changes, click Cancel.
*Note: By saving the Matching Funds the Matching Amount ($) data field below the
Funding Amount ($) in the top half of the form which was and will continue to be locked
from editing.

ahobhpE

o
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Matching Funds

visible="falze"

Cancel

Matching Funds Matching Amount (F)

Creating a Group and Adding it to a Program

In the PBPS, group management was designed to make Recurring Services (see Services) easy to track and
record. To each Recurring Service, a program and group must be associated. Each group is composed of
designated participants upon which the service will be performed. So, when you associate a Recurring Service
with a group, all the members of that group are associated with the Recurring Service. Groups can be
modified on the fly - a participant can be added at any time or removed only if the service has not
commenced. When adding a new participant to the PBPS you may assign them to particular groups.

Log-in to the PBPS.

Click Planning in the Menu.

Click Programs in the Sub-Menu.

Click the radio button next to Show All.

Find the program to which you would like to add a group and click the Select
button.

Click the Add, Edit or View Groups button at the top of the page.

ghwNPRE

o
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Horme = Planning = Programs

Add
Edit
Delete Status Waiting Submission Motes iew Program NNotes

search Submit

Print

Help

Objective

Science-based

Program Name

Description | Across Ages is a school and community-based drug L
prevention program for youth 3 to 13 years, that seeks to
strengthen the bonds between adults and youth and provide
opportunities for positive community involverment. The unigue %

Funding Sources

7. Click Add in the Task Pane.

8. Type a unique and descriptive Group Name in the Group Name> text field.
*Note: No two groups may share the same name.

9. If desired, select participants from the Participant List and click the buttons to
add or remove participants from the Participant List. You do not have to add

participants to the group at this time.
*Note: Clicking the single arrow < or > will move only the selected participant into or out of
your group. If you want every participant in the participant list added use the << button. If
you want every participant removed from your group, use the >> button.
**Note: If you want a participant who has not yet been added to the PBPS (not present in
the Participant List) to be added to this group and subsequently the Recurring Service, you
may do so when you add the Participant to the PBPS.
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Home > Planning = Programs

Group
Program Name®
Add o
Description® |Community Counseling Services provides an opportunity for the sixth graders inthe %
Edit Othello School District to have experiential education. The skills taught are hd
Delete Group Name*
Back Existing Groups | HW LYLE N
Print Selected Participant ~
Group
Help

Paricipant List

Group Is
Completed:*

10. Click Save in the task pane to commit your changes.
*Note: If you do not want to save your changes, click Cancel.
*Note: Notice how the newly created group now appears in the Existing Groups drop down
menu.

Horme > Planning = Programs

Group
Program Name*
Add .
Description® |Community Counseling Services provides an opportunity for the sixth graders inthe &
Edit Othello School District to have experiential education. The skills taught are hd
Delete Group Name*
Back Existing Groups | HW LYLE L
Print Selected Participant S
Group
Help

Paticipant List

Group Is
Completed:”

Editing Group Already Added to a Program
1. Log-in to the PBPS.
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Click Planning in the Menu.

Click Program in the Sub-Menu.

Click the radio button next to Show All.

Find the program to which you would like to add a service and click the Select

button.

Click the Add, Edit or View Groups button.

Click Edit in the Task Pane.

Click the arrow buttons to move the participants from the Selected Participant

Group and the Participant List.
*Note: Clicking the single arrow < or > will move only the selected participant into or out of
your group. If you want every participant in the participant list added use the << button. If
you want every participant removed from your group, use the >> button.
**Note: If you want a participant who has not yet been added to the PBPS (not present in
the Participant List) to be added to this group and subsequently the Recurring Service, you

may do so when you add the Participant to the PBPS.
***Note: Groups do not need to be populated to be attached to Recurring Services.

9. Click Save in the task pane to commit your changes.
*Note: If you do not want to save your changes, click Cancel.

ahOd

®NO

Group
Save
Program Name*
Description® |Community Counseling Services pravides an opportunity for the sixth graders in the
Cancel Othello School District to have experiential education. The skills taught are v
Group Name* |Hyy LYLE
Selected Participant |371208630, 101 A
Group | lastname, first name
lastname, first name
Help lastname, first name v
Participant List |lasthame, first name »
lastname, first name
lastname, first name
lastname, first name v

Group Is  [](Check this box only when the serices for the group are completed])
Completed:*

Program Reporting Status Page

To View programs at the Program Status Page:
1. Click Planning in the Menu.
2. Click Program Status link in the Sub-Menu.
3. Find the program and the month of which you desire to check the status.
a. If the corresponding cell has a check, then the program is Active.
b. If the corresponding cell doesn’t have a check, then the program is
Inactive.
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Home = Planning > Programs > Program Status

County/Tribe:
Cancel

Fiscal Year:

Check = Active | No Check = Inactive

2008
Aug Sep Oct Nov Dec
1) 123 [Add Note ] O O =
2) ACROSS AGES [Add Note ] I ] ("] il
3) Coping with Work and Family Stress [ Add Note ¥ Ll Ll ]
4) Counter-Advertising [Add Note ] " & ] [ ]
5) DARE to Be You [Add Note ] O | | O =
6) Family Effectiveness Training [ Add Note ] ] [] [ ] a L1
7 Family Matters [Add Note ] O O O O O
| Compliant? || Yes || Yes || || || ||
‘ RPM Compliance Override [ Add Note ] ‘ H H ” H H
| Svc. Reporting on Inactive Prog.? [ Add Note ” Yes ” Yes || ” ” ”

Changing the Status of a Program

Click Planning in the Menu.

Click the Program Status in the Sub-Menu.

Click Edit in the Task Pane

Find the program and the month of which you desire to check the status and
click the check box to mark with a check (Active) or remove the Check

(Inactive).
*Note: If you cannot make or release a check mark on the page, you have skipped step 3. You must
click Edit in the task pane before you can make changes to the grid.

5. Click Save in the Task Pane.

PONPE

Adding a Note

You can add a note to the grid for your tracking purposes or as communications to your
RPM.

**Example, say your iteration of Project Alert was scheduled to begin on Mar 30 and meet every
Thursday there after for 12 sessions. However, the session did not begin that night due to a conflict in
meeting location and had to be pushed back until April 6. In order to communicate that to your RPM and
justify why it was that the program was marked Active, but no services were recorded, you could create a
Note. In that note you could explain the reason why the program did not start and therefore why you
changed the status from Active to Inactive for the month of March.

When a note is added to a program, a small green N appears in the column of the month chosen in the note

creation. This way, you can easily see the notes that are attached to the program and month. For instructions

on how to view the note, see Viewing an Existing Note.

1. Click Planning in the Menu.
2. Click the Program Status in the Sub-Menu.
3. Click [Add Note] next to the desired program.

*Note: A pop-up window will appear. If you have pop-ups disabled, you will not see the note window:
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3 http://demo.kithost.net - pProgr'a'r'rilSI:'

[ Save |

Program: * |F'r0ject ALERT j

Vear:*  [2008 =l

Momnth: * |January =l

Notes: * |

fid

e e e 7

Select the appropriate year from the Year: drop down menu.
Select the appropriate Month from the Month: drop down menu.
Type your message to your RPM in the Notes: text field.

Click the Save button.

*Note: The window will close upon the click of Save or Cancel.

*Note: A small green N will appear in the column of the month chose in the note creation after you
click save.

No gk

I_N
I_'N

Viewing and/or editing an Existing Note

1. Click Planning in the Menu.
2. Click the Program Status in the Sub-Menu.
3. Click the small green ‘N’ of the desired program and month to view the note.

I_N
I_'N

*Note: A pop-up window will appear. If you have pop-ups disabled, you will not
see the note window:

*Note: You can modify and save the note by making changes and clicking the
save button, after which the window will close

3 http://demo.kithost.net - pPrl:ngr'ai"ri_Sl:'= ey ] |
[ Save |
Program: * |F'roject ALERT j
Year:* | 2008 =l
Month: * |January =1
Notes: * =]
.-
Boee T Wm0
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Viewing the Compliance of a Program

Click Planning in the Menu.

Click the Program Status in the Sub-Menu.

Scroll down to the bottom of the page to view the Compliance Row.

RPM Compliance Override — This refers to a program that was initially out of
compliance, but services were eventually entered. The RPM sets the statues to
YES. The Compliant row will still remain NO, since this is locked down at midnight
(or 11:59pm) on the night of the 15" on the following reporting month.

5. Svc. Reporting on Inactive Prog.? — This reflects that a service was reported on
an Inactive program. Although not technically out of compliance, services should
be reported onActive programs only. This is allowed if older services needed to
be entered in at a later date.

PONPE

Here are the rules/definitions for the Compliance Row:
A Program is...
In Compliance if:
a. Status is Active and services are recorded
b. Status is Inactive and services are not recorded

Out of Compliance if:
a. Status is Active and services are not recorded

The preceding is summarized in the following table:

Status Services Compliance
Active Not recorded No
Active Recorded Yes

Inactive Not Recorded Yes
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Services

The PBPS distinguishes services as either being single or recurring. A single service is a service that is a
singular event intended for a particular target population. A recurring service is a service that is performed as
a part of a series (multiple sessions) for the same target population of all the sessions in the series.
*Examples: Single — An assembly at a local school presented by a motivational speaker.
*Examples: Recurring — An eight week series of classes on the effects of drugs held at the local
community center.

*Note: Before proceeding, you must have already created groups. See the section Creating a Group
and Adding it to a Program.

Adding Participants

In the PBPS, the participants are the attendants of services that are used to track certain data (attendance,
progress, demographics, etc.), used to generate reports by DBHR, counties, tribes and service providers.

Click Implementation in the Menu.

Click Participant in the Sub-Menu.

Click Add in the Task Pane.

Enter participant. Categories with yellow boxes are mandatory fields; the blue

boxes are optional information.

Click Yes or No in the Mentoring™ field. You may enter Mentee information in

this menu or in the mentoring module menu.

6. Check the CTI box if the participant is in the Children’s Transition Initiative
program.

7. Select a group from the Available Program—Groups data field.

*Note: If you haven't created a Group to add participants into, go to the Creating a Group and

Adding it to a Program section.

*Note: You may also create a Group first, and then assign the participants to the group after all

participants have been entered into the system. This may save time by not performing the additional
group steps below if you have a large amount of participants to enter.

8. Click the Up Arrow () button to assign selected group.
*Note: If you make a mistake, click the erroneous Assigned Program—Group and click the Down
Arrow (~~) button to remove group assignment.

9. Click Save or Cancel in the Task Pane.

PONPE

a

ﬂ & Ssettings »
Horme = Implermentation = Participants

Save
If the participart has slready been registered in the mentor module, vou do you not need to register them here. They already are available to be

Cancel  addedto groups.
Participant Information

First Name Middle Initial
Last Name Sex v
Birth Date Gender
Race w
Help .. )
Ethnicity w Marital Status v
Status | Active |+ Local ID Max. 20

characters
Mentoring | Select Cne | CICTI Mentaring
Free/Reduced Lunch | UnknawniMao Answer [+

(Partial Screen Shot)
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Editing Participants

ahwNPRE

Click Implementation in the Menu.
Click Participant in the Sub-Menu.
Click Edit in the Task Pane

Make changes to the form.

Click Save or Cancel in the Task Pane.

Deleting Participants

*Note: You may not delete a participant that is already used in a service or in a Mentoring program.

oOALONE

Click Implementation in the Menu.

Click Participant in the Sub-Menu.

Click Search in the Task Pane

Click the Select button for the appropriate participant.
Click the Delete button in the Task Pane.

Confirm the delete request.

Encrypting Participants’ Names

By encrypting the participant name, the PBPS strips the name from the participant record and assigns an
unidentifiable number (which becomes their ID) that is used to manage the participant within the PBPS.
Encryption is important in order ensure client confidentiality and to handle the participants who withhold their

name.
PBPS.

oOALONE

You can only encrypt a participant’s name after the participant has been added and saved into the

*NOTE: ONCE A PARTICIPANT’S NAME IS ENCRYPTED,
IT CANNOT BE UNDONE (IT IS PERMANENT).

Click Implementation in the Menu.

Click Participant in the Sub-Menu.

Click Search in the Task Pane.

Click the Select button for the appropriate participant.
Click the Encrypt Participant Name button.

Click OK at the dialog box that appears.

*Note: This is your last opportunity to abort. If you click OK, then the changes cannot be reversed.
**Note: After clicking OK and after the form refreshes, notice how the First Name and the Last
Name are randomly generated number.

***Note: The birth date does not become encrypted.
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Home = Implementation > Participants

Add
Edit
Delete

Search

Help

Encrypt Participant Name

Farticipant Information

First Name Middle Initial
Last Name Gender
Birth Date

Race Ethnicity

Marital Status

Status Local ID Ma. 20 characters

Mentoring

Free/Reduced Lunch

Adding a New Single Service

PONPE

o o

10.
11.

12.

13.

Click Implementation in the Menu.
Click Singe Service in the Sub-Menu.
Click Add in the Task Pane.

Select a program from the Program Name* drop down menu.

*Note: the Program Description will automatically be filled in based on the chosen Program.

*Note: The Objective Name and Objective Description will automatically be filled in based on the
chosen Program.

Enter the actual date of the service (mm/dd/yy) in the Service Date™ field.
Select the School District location where the event will take place in the Service
Location®* drop down menu.

Select the actual Service Location either from the & Category and

Locations drop down menus and continue, or click on & and Step-1.)
To provide a different Address and click Validate to match address against
Google’s address dictionary, or Step-2.) If you receive the message “Address
was not found. Correct address and click Validate again or click Accept” the
address doesn’t match address Google’s address dictionary, but if you know the
address to be true (and it may be a new address not updated in Google’s
dictionary), click the Accept button to continue.

Select the CSAP Category from the CSAP Category drop down menu.

Select the Service Code from the Service Code* drop down menu.
*Note: the Count Method will automatically be filled in based on the chosen Service Code.

Select the Service Population* from the Service Population® drop down menu.
Enter the number of units being counted (that appear in the Count Method data
field) in the Count™* text field.

Enter the length of the Single Service (hours in decimal form) in the Session

Length™ text field.
*Note: The Session Length should not include planning time.

2 Hours 15 Minutes = 2.25 Hours
2 Hours 30 Minutes = 2.50 Hours
2 Hours 45 Minutes = 2.75 Hours

Enter a descriptive name of the group in the Group Name™ text field.
*Note: After the Single Service form is saved, the Group Name will appear in future Single Service
forms under the drop down menu Choose Existing Groups.
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14.Type the service description in the Service Description* text field.
15. Select an appropriate Benchmark™. If none are appropriate select NOT STATE
BENCHMARK.
16. Click Save or Cancel in the Task Pane.
*Note: After saving the Single Service, the Staff Service Time form will appear.
= Settings «
Horne = Implementalion = Single Senice

(i

Add dantify Sarvice
Edit Pragram Hame |[OUR Farmiily =
Delete Program .Fa'nl hy based group
Description
Search
Primt

Ohjective Name | improve sttitudes about femily management skilla (e, vee of diffarant fon
Hiel s
P Objective |Improsae attitudes ahout family managamant skills i & | usa of diffrrent
Description foimie of punishiment and discipling and monilanng approaches) moldng
familias by implamanting a cumiculum bassd program

O] . OBy (9] QO School . OBy A O

Category IPLEI\E_Y' Step 1 - Provide Address

Sub Category |iv Name iNicq\arE. Boysen Community Center
Locations [ ALELXANDER GRAHAM BELL ELEMENTARY ¥| | Stiest|12277 South Bay Rd |
Name ALELXANDER GRAHAM BELL ELEMENTARY City 'O\ymnT = | State [wa | Zip 98506 |
Strest 11212 NE 112TH
City WKIRKLAND State wa Zip 98033

Validate

Step 2 - Select Address From List
Address was not found. Correct address and click Validate again or click Accept

Accept
CSAP Catsgory -
Sarvioe Code | STHIT Speaking Engagomants i
Count Mathod | Spaaking sngagamants arna countad in e dala 5el a5 single pravermion

sardcas Usa Serica Typa Coda STHIT Record the serdce pogpslation

Service Population A5 Parerm e/'F aridlisg -
Cowunt |36 Soasion Langth a4 40
Hourn
Droup Mame Crasrmgion Farmily Canng Fhght

Emralmng Growps

Seivice Desciiplion | Faoelisa come Togsiher Toe infermalon shaiing slsoul wseym Lo makos (s
Farmily wirid miroeges  Family cous ssloim el Taodiele tivis ifasasiamg

Hanchmark et Simie Plane memark

Single Service Staff Service Time Reporting

1. Record the Service time for each staff member that contributed to this service.
You do not need to click on Add or Edit, just type the Direct and Indirect Staff
Service Time in the columns to the right. There may not be Indirect Staff

Service Time for each individual.
*Note:

2 Hours 15 Minutes = 2.25 Hours
2 Hours 30 Minutes = 2.50 Hours
2 Hours 45 Minutes = 2.75 Hours
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**Note: Direct Service Time is the same as the session length.
***Note: Indirect Service Time is the time that went into planning, preparing, coordinating, and
reporting the service; basically the total time minus the session length.

2. Click the Save button when finished, and you will automatically go to the
Service Demographics reporting screen.
= Settings «

Examples
225 0= 2 Hours and 15 Minutes

Save

Cancel  25is 2 Hours and 30 Minutes

Help 2.75 1= 2 Hours and 45 Minutes

Staff Service Time

Account Administratar o o
Brian Jones [t} o
hary Jones o i}
Laurie Scott 1] a
John Smith 1] a
Tiffary Williams a u]

Single Service Demographics Time Reporting

1. Record the Service Demographics for each Single Service entry. You do not
need to click on Add or Edit, just enter the demographic information in each
category. The total for each demographic category must match the count on the
Single Service Screen.

Single Service Demographics

Save

Cancel

Your count of 26 on the Single Service page must be the same total for each category
below.

American Native |10 Azlan
Black |5 HIP Islamder
Vhite |10 [ Multi-Racial
Other
Male 12 Female 14
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Wl . 511
1214 [14 1 15417 [10
1820 |2 i 2125 |
2644 | 45564 |

65+ |

Hispanic | - Hon-Hispanic 1"25_

2. Click the Save button when finished.

3. Click the Return to Service button if you wish to add another Single Service.
*Note: Since the service has been added to the PBPS, you can now duplicate the service for future
repetitions by clicking the Copy Service button so that you do not enter each service entry again.
You will be forced to give a new Servcice Date* and Session Length*, while having an opportunity
to change the other fields as well.

Using the Copy Service Button

Click the Implementation tab in the Menu Bar.
Click the Single Service in the Sub-Menu
Click Search in the Task Pane
Click Select to choose the entry to copy
Click the Copy Service tab
Complete entries in:
a. Service Date
b. Session Length
c. Count if Changed
Click Save
Continue Staff Service Time and Single Service Demographics entry.

oOhWONE

® N

Deleting a Single Service

Click the Implementation tab in the Menu bar.
Click the Single Service in the Sub-Menu.
Click Search in the Task Pane.

Click the Select to choose the service to delete.
Click the Delete button in the Task Pane.
Confirm the Delete request.

oOALONE
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Creating a Group and Adding it to a Program

In the PBPS, group management was designed to make Recurring Services easy to track and record. To each
Recurring Service, a program and group must be associated. Each group is composed of designated
participants upon which the service will be performed. So, when you associate a Recurring Service with a
group, all the participants of that group are associated with the Recurring Service. Groups can be modified on
the fly - a participant can be added at any time or removed only if the service has not commenced. When
adding a new participant to the PBPS you may assign them to particular groups.

1. Click Planning in the Menu.
2. Click the Program link in the Sub-Menu
3. Click the Select button to the program to which you would like to add a group.
4. Click the Add, Edit or View Groups button.
Add, Edit or View Groups
Program: 1 of 21 a
Add
Edit
Status Used In Ssnace Hotes View Program Notes
Search
Print
Help
Objective =

EScience-based

Program Name

Description |Project ALERT is a achoal-besed, social resistance approach
Lo diug abuss prevenlion. The cuirculum speciically langsls
cigareties, alcohol. and manjuana use

Funding Sources

Fund Amount | Match & Amount

5. Click Add in the Task Pane.
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[ Settings «

{araup
Program Name*

Descriplion” |Projact ALERT is & schookbasad, secial resistance approach to drug Ll
sbuse pravantion. Tha curriculum spacrically targets cigarettes, alcohal, =)

Group Nama®

Salected Panicipant

Group
My i W] (R
Parbicipant List Beolt_ James =
Sham, Tim
Shamps, Tim
Srmrh. Tim o
DATASNTREY  [T]vay will HOT e able to anler mone sepaces data later Ta un an Outearms Repor, alan

COMSLETED

e ek et check the All Surveys Ertared” boo balow,

ALLSUAVETE [T Thig enaliles you torum &0 Outcome Fepart. You will =till be able to enter more senicas
FMTEREL-ROR T S fata later

QRCUP.~

Type a unique and descriptive Group Name in the Group Name™ text field.
*Note: No two groups may share the same name.

Select participants from the Participant List and click the buttons to add or
remove participants from the Participant List. You do not have to add participants
to the group at this time.

*Note: Clicking the single arrow up or down will move only the selected participant into or out of

your group. If you want every participant in the participant list added use the double up arrow. If you
want every participant removed from your group, use the double down arrow.

*Note: If you want a participant who has not yet been added to the PBPS (not present in
the Participant List) to be added to this group, you may do so after you add the
Participant in the Participant Screen.

Click Save or Cancel in the Task Pane.

*Note: Notice below how the newly created group now appears in the Selected
Participant Group drop down menu.
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L Sattings 4
Ciraup
Progrerm Huame
bl =l . = e - - =
Description®  Project ALERT i a school based. social resistance approach to dreg -~
Edit ahuims pravantinn Tha cumculiem apacifically tangata chlgrrsiias abenhnl =
Dol Garanip Hama®
Back Existing Croups  L2O2000 test group -
Frimt Selocted Participani -
GEroup
Help >
Particigusnl Lisl

DATA EMTRY
COMPLETED -
TROUS CLOSED:"

ALL SUHYEYH
ENTERED FOR THIS
ERHILE

9. Check the box, Data Entry Completed — Group Closed, only if you have
completed the program and the last service session has been entered. When you
check this box the Group will not display on the Groups drop down for the
program you are using; i.e. no need to see Groups in a list if you are finished
with them. ALSQO, check this box if you wish to run an Outcome Report.

10. Check the box, All Surveys Entered For This Group, if you wish to run an
Outcome Report but haven’'t completed providing program services for this
Group. You will still be able to continue entering services for this Group.
Example: Perhaps this is a long term program and you wish to conduct a Post
Test survey half way through the program, and then finish with a Follow-Up
survey upon completion of the program.

Adding a New Recurring Service Series

By adding a new recurring service series, you also add the first session. Subsequent sessions use the
information entered in the steps below and therefore require less time to input than the first session.
*Note: You must have a Program Group with participants created before proceeding. Refer to the
previous section, Creating a Group and Adding it to a Program.

1. Click Implementation in the Menu.

2. Click Recurring Service in the Sub-Menu.
3. Click Add in the Task Pane.
4

Select a program from the Program Name* drop down menu.
*Note: The Program Description will automatically be filled in based on the chosen Program.
**Note: The Objective and Objective Description may also be filled in based on the chosen Program.

5. Select the group name from the Group™ drop down menu.

6. Enter the actual date of service (mm/dd/yy) in the Service Date™ field.

7. Select the School District location where the service will take place in the
Service Location* drop down menu.

8. Select the actual Service Location either from the & Category and

Locations drop down menus and continue, or click on & and Step-1.)
To provide a different Address and click Validate to match address against
Google’s address dictionary, or Step-2.) If you receive the message “Address
was not found. Correct address and click Validate again or click Accept” the
address doesn’t match address Google’s address dictionary, but if you know the
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address to be true (and it may be a new address not updated in Google’s
dictionary), click the Accept button to continue.
9. Select the CSAP Category from the CSAP Category™ drop down menu.
10. Select the Service Code from the Service Code™* drop down menu.
11. Select the Service Population* from the Service Population® drop down menu.
12. Enter the length of the Recurring Service (hours in decimal form) in the Session

Length™ text field.
*Note: The Session Length should not include planning time.

2 Hours 15 Minutes = 2.25 Hours
2 Hours 30 Minutes = 2.50 Hours
2 Hours 45 Minutes = 2.75 Hours

13. Enter a service description in the Service Description™ text field.
14. Select an appropriate Benchmark. If none are appropriate select NOT STATE
BENCHMARK.

15. Click Save or Cancel in the Task Pane.
*Note: After saving the Recurring Service, the Staff Service Time form will automatically display.

16. Check the box, Data Entry Completed — Group Closed, only if you have
completed the program and the last service session has been entered. When you
check this box the Group will not display on the Groups drop down for the
program you are using; i.e. no need to see Groups in a list if you are finished
with them. ALSQ, check this box if you wish to run an Outcome Report.

17.Check the box, All Surveys Entered For This Group, if you wish to run an
Outcome Report but haven’'t completed providing program services for this
Group. You will still be able to continue entering services for this Group.
Example: Perhaps this is a long term program and you wish to conduct a Post
Test survey half way through the program, and then finish with a Follow-Up
survey upon completion of the program.

o  Seftings
> |mplemantation > Recurming Service

Copy Service Staff Time Attendance Print Data Collection Form
Add
: Senice Humber
Edit
Program Hame
Delete
Program PFroject ALERT is & school-based, socisl resistance approach to dnig
Search Description  abuse prevention.  The cumculum specifically targets cigarettes. alcoho
and manjuana use
Primt "
Help Group

Ubjective Hame

Objective
Description

Service Date Service Location
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=) ‘ O By Addres: o Q© Schr O (5]

Step 1 - Provide Address

Category Public
Sub Category | ¥ Name |Nicolai E. Boysen Community Center

Locations [ ALELXANDER GRAHAM BELL ELEMENTARY | | Street[12277 South Bay Rd
Name ALELYANDER GRAHAM BELL ELEMENTARY city [Olympia State [wia | Zip [98506

Street 11212 MNE 112TH Validate

City KIRKLAND State VWA Zip 98033
Step 2 - Select Address From List
Address was not found. Correct address and click Validate again or click Accept

Accept
CSAP Category
Somwice Codo
Service Population |SP14 Middledr High School Students [*]
Session Length '2 Length in Hours

Service Description |Good turnout of participants and everyone engaged in conversations.

| 923

Benchmark :_-Nut State Benchmark

DATAENTRY [Ty will MOT be able to enter more senvices data later. To run an Outcome Report, also

COMPLETED — ; =
b G check the "All Surveys Entered’ box below.

ALL BURVEYS [T This gnables you ta run an Outcome Report. You will still be able to enter more senices
ENTERED FOR THIS At akir
GROUP: )

Recurring Service Staff Service Time Reporting

1. Record the Service time for each staff member that contributed to this service. You do not
need to click on Add or Edit, just type the Direct and Indirect Staff Service Time in the
columns to the right. There may not be Indirect Staff Service Time for each individual.

*Note:

2 Hours 15 Minutes = 2.25 Hours
2 Hours 30 Minutes = 2.50 Hours
2 Hours 45 Minutes = 2.75 Hours

*Note: Direct Service Time is the same as the session length.
*Note: Indirect Service Time is the time that went into planning, preparing, coordinating,
and reporting the service; basically the total time minus the session length.

2. Click the Save button when finished, and you will automatically go to the

Attendance reporting screen.
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Staff Service Time

Save
Cancel

Help

Examples

2.25is 2 Hours and 15 Minutes
2.5 iz 2 Hours and 30 Minutes

2.75i=s 2 Hours and 45 Minutes

Staff Service Time

]
=]

Kim Movak

Michael Trainer

R || pa

Jodi Beichner

Recurring Service Attendance Reporting

Edit

Print

You do not need to click on Add or Edit, just make changes if necessary and click
Save. Attendance defaults to YES, and Completion defaults to Ongoing.

You may add existing Participants from your Group list with the Add Existing
Participant To Attendance drop down.

The SET ATTENDANCE TO: and SET COMPLETION TO: buttons allow complete
toggling of the Attendance and Completion status that is displayed. Example; an
after school drop-in program may have more participants that do not attend
routinely, than those that do attend. This feature allows you to set the
Attendance to NO for all participants and only change the YES cells that did
attend, thus saving time.

Select the Yes or No in the Attendance drop down menu for changes if any.
Select Ongoing, Complete, or Withdrew in the Completion drop down menu if
changes are needed.

Click Save or Cancel in the Task Pane.

If you want to add a participant, click Register Participant button.

Click the Return to Service button if you wish to add additional service entries.

Return to Service Register New Participant
Allendance
Program.Group: Project ALERT--8/20/2008 test group

Add existing participant to Attendance Tabls:

1 Andrew Baysen Yes angoing Active
2 Ericka M Boysen Yes Ongoing Artivg
3 Micale M Baysen Yes Ongeing Activa
4 Heidi Dodd fes Ongoing Active
5 Bl Stahl Yes dngoing At
i Barry Whila Yes Ongeing Activa

Using the Copy Service Button

1.

Click the Implementation tab in the Menu Bar.
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Click the Recurring Service in the Sub-Menu
Click Search in the Task Pane
Click Select to choose the entry to copy
Click the Copy Service tab
Complete entries in:
a. Service Date
b. Session Length
c. Count if Changed
Click Save
Continue Staff Service Time and Single Service Demographics entry.

Deleting a Recurring Service

ooRrONE

Click the Implementation tab in the Menu bar.
Click the Recurring Service in the Sub-Menu.
Click Search in the Task Pane.

Click the Select to choose the service to delete.
Click the Delete button in the Task Pane.
Confirm the Delete request.

Community Based Coordination (CBC)

The CBC portion of the PBPS was designed to record activities (that are not Services) performed by County
Prevention Specialists that build the capacity and/or resources in a community. An example of this is
prevention specialist who needs to document their time writing grants to earn money for the community.
CBCs are required to report to DBHR for at least one category each and every quarter.

Creating a CBC Group

ON oh®NE

Log-in to the PBPS.

Click Implementation in the Menu.

Click Community Coordination in the Sub-Menu.

Click the CBC Group button.

Click Add in the Task Pane.

Type a unique group name in the Group Name™ text field.
*Note: No two groups may share the same name.

Select a service population from the Service Population* drop down menu.

Click Save in the task pane to commit your changes.

*Note: If you do not want to save your changes, click Cancel.
*Note: The newly saved group will appear in the CBC group table.

Click Return in the task pane to go to the CBC form.
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Harre = Irmplernentation = Carmmunity Coordination

CBC Group Copy CBC
CEC

Reporting Quarter* | 2005 Jul-Sep  +

Organization®

Reporting Category | Funding L
Search
Print Service Code® | 5TCO1 Accessing Services and Funding
Help - " - - ; - :
Count Method | Accessing serices and funding activities are counted in the data as single prevention #
services. Record the serice population. b
Reporting Date™
Template
CBC Group™ | COPS-Fed. Office of Justice v

(Partial Screen Shot)

Quarterly Reporting — Community Capacity

*Note: You must create CBC groups before you can report quarterly.

Log-in to the PBPS.

Click Implementation in the Menu.

Click Community Coordination in the Sub-Menu.

Select the appropriate reporting period from the Reporting Quarter® drop down
menu.

Select Community Capacity from the Reporting Category™ drop down menu.

Select the appropriate service code from the Service Code* drop down menu.
*Note: See Index of Services.

Click Add in the Task Pane.
Select the appropriate group from the CBC Group®™ drop down menu.
Type in the number of units being counted (that appear in the Count Method
data field) in the Count* text field.

*Note: the Count Method will automatically be filled in based on the chosen Service Code.
10. Type the length of time (hours in decimal form) spent in performing this category
task in the Total Length™ text field.

*Note:

PP

©CeN o0

2 Hours 15 Minutes = 2.25 Hours
2 Hours 30 Minutes = 2.50 Hours
2 Hours 45 Minutes = 2.75 Hours

11. Type a description of the service in the Service Description text field.
12.Type a description of the benefits of the session in the Describe the benefits or
value of this work text field.

13. Click Save in the task pane to commit your changes.
*Note: If you do not want to save your changes, click Cancel.
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Horme = Implermentation = Community Coordination

CBC Group Copy CBC
CBC

Reporting Quarter* | 2005 Jul-Sep v
Organization®

Reporting Category | Community Capacity hd

Search
Service Code” ~
Help - - - — - - -
Count Method |Accessing services and funding activities are counted in the data as single prevention #
services, Record the service population. v
Reporting Date*
Template
CBC Group® v

(Partial Screen Shot)

Quarterly Reporting — Environmental Strategies
*Note: You must create CBC groups before you can report quarterly.

1. Log-in to the PBPS.

2. Click Implementation in the Menu.

3. Click Community Coordination in the Sub-Menu.

4. Select the appropriate reporting period from the Reporting Quarter® drop down
menu.

5. Select Environmental Strategies from the Reporting Category* drop down
menu.

6. Select the appropriate service code from the Service Code* drop down menu.

*Note: See Index of Services.

7. Click Add in the Task Pane.

8. Select the appropriate group from the CBC Group®™ drop down menu.

9. Type in the number of units being counted (that appear in the Count Method

data field) in the Count* text field.
*Note: the Count Method will automatically be filled in based on the chosen Service Code.

10. Type the length of time (hours in decimal form) spent in performing this category

task in the Total Length™ text field.
*Note:

2 Hours 15 Minutes = 2.25 Hours
2 Hours 30 Minutes = 2.50 Hours
2 Hours 45 Minutes = 2.75 Hours

11.Type a description of the service in the Service Description text field.
12.Type a description of the benefits of the session in the Describe the benefits or
value of this work text field.

13. Click Save in the task pane to commit your changes.
*Note: If you do not want to save your changes, click Cancel.
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=] Settings 2

Home = [mplementation = Comrmunity Coordination

CBC Group Copy CBC
CEC

Reporting Quarter” | 2007 Apr-Jun |+

Edit Organization®

Delete Reporting Category | Community Capacity 7

Search Service Code* | 3TCOS Cammunity Team Activities A
Help

Count Method |Community team activities are counted in the data set as single
prevention services and are recorded as the number of sponsored events.

Reporting Date*

(Partial Screen Shots)

Quarterly Reporting — Funding

*Note: You must create CBC groups before you can report quarterly.

Log-in to the PBPS.

Click Implementation in the Menu.

Click Community Coordination in the Sub-Menu.

Select the appropriate reporting period from the Reporting Quarter® drop down
menu.

Select Community Capacity from the Reporting Category* drop down menu.

Select the appropriate service code from the Service Code* drop down menu.
*Note: See Index of Services.

Click Add in the Task Pane.
Select the appropriate group from the CBC Group®™ drop down menu.
Type in the number of units being counted (that appear in the Count Method
data field) in the Count* text field.

*Note: the Count Method will automatically be filled in based on the chosen Service Code.
10. Type the length of time (hours in decimal form) spent in performing this category
task in the Total Length™ text field.

*Note:

PONPE

©CoN o0

2 Hours 15 Minutes = 2.25 Hours
2 Hours 30 Minutes = 2.50 Hours
2 Hours 45 Minutes = 2.75 Hours

11. Type a description of the service in the Service Description text field.

12.Type a description of the benefits of the session in the Describe the benefits or
value of this work text field.

13. Click Save in the task pane to commit your changes.
*Note: If you do not want to save your changes, click Cancel.

14.Type the title of the grant or donation in the Grant/Donation Title text field.

15. Type the amount of funding received by the above specified grant or donation in
the Grant/Donation $ Received text field.

16. Type the amount of funding that your country/tribe is contributing to this
program in the $ Value Matched text field.

17.Check the checkbox next to Is your agency the Fiscal Agent? if it is true.

18. Type a description of the funding source in the Grant/Donation Partner text
field.
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Horre = lmplernentation = Cormrmunity Coordination

CBC Group Copy CBC
CEC

Reporting Quarter” | 2005 Jul-Sep +
Organization®*

Reporting Category | Funding v
Search

Service Code® v

Help ] - - _— ; ; ;
Count Method | Accessing services and funding activities are counted in the data as single prevention #

services. Record the sewvice population. hd

Reporting Date”
Template

CBC Group® v

(Partial Screen Shot)

Quarterly Reporting — Media

*Note: You must create CBC groups before you can report quarterly.

Log-in to the PBPS.
Click Implementation in the Menu.
Click Community Coordination in the Sub-Menu.
Select the appropriate reporting period from the Reporting Quarter® drop down
menu.
Select Community Capacity from the Reporting Category™ drop down menu.
Select the appropriate service code from the Service Code* drop down menu.
*Note: See Index of Services.
Click Add in the Task Pane.
Select the appropriate group from the CBC Group®™ drop down menu.
Type in the number of units being counted (that appear in the Count Method
data field) in the Count* text field.
*Note: the Count Method will automatically be filled in based on the chosen Service Code.
10. Type the length of time (hours in decimal form) spent in performing this category

task in the Total Length™ text field.
*Note:

hoNPE

©eN o0

2 Hours 15 Minutes = 2.25 Hours
2 Hours 30 Minutes = 2.50 Hours
2 Hours 45 Minutes = 2.75 Hours

11.Type a description of the service in the Service Description text field.

12. Type a description of the benefits of the session in the Describe the benefits or
value of this work text field.

13. Type the media type used in the Type of Media Used text field.

14. Type the number of days the media campaign ran in the Number of Days text
field.

15. Type the estimated number of people the media campaign reached in the
Number of Days text field.

16. Type the number of days the media campaign ran in the Number of People
Reached text field.

Page 50 of 97



PBPS User Manual

17.Type the estimated cost of the media campaign in the Estimated $ Value text
field.

18. Click Save in the task pane to commit your changes.
*Note: If you do not want to save your changes, click Cancel.

Horme = Implernentation = Community Coordination

CBC Group Copy CBC
CEC
Repeorting Quarter* | 2005 Jul-Sep v
Organization®
Reporting Category | Media 4
Search
Service Code” v
Help ; ; ; _ . . -
Count Method |Accessing services and funding activities are counted in the data as single prevention #
services, Record the service population. v
Reporting Date*
Template
CBC Group* v

(Partial Screen Shot)

Copy CBC Button

Once the CBC has been added to the PBPS, you can now duplicate the CBC for future repetitions by clicking
the Copy CBC button so that you do not enter the CBC again into the PBPS. You will be forced to change the
CBC Group¥*, while having an opportunity to change the other fields as well.

*Note: This is very similar to the Single Service “Copy Service Button” (See Services).

1. Log-in to the PBPS.

2. Click Implementation in the Menu.

3. Click Community Coordination in the Sub-Menu.

4. Select the appropriate reporting period from the Reporting Quarter® drop down
menu.

5. Select the appropriate reporting category from the Reporting Category™ drop
down menu.

6. Select the appropriate service code from the Service Code®* drop down menu.

*Note: See Index of Services.

7. Click the Copy CBC button.

8. Make changes to the form.

9. Click Save in the task pane to commit your changes.
*Note: If you do not want to save your changes, click Cancel.

- OR -

1. Log-in to the PBPS.

2. Click Implementation in the Menu.

3. Click Community Coordination in the Sub-Menu.

4. Click Search in the Task Pane.

5. Click Show All or select the search criteria.

6. Click the Select button for the desired quarter.
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7. Click the Copy CBC button.
8. Make changes to the form.

9. Click Save in the task pane to commit your changes.
*Note: If you do not want to save your changes, click Cancel.

Mentoring

Before any mentoring services can be recorded, you must
. Register Mentors
. Register Mentees (if they are not already participants in the PBPS.)
*Note: If the Mentee is already a registered participant, then you need to select Yes in the
Mentoring™ drop down menu in the participant screen. See Editing Participants)
. Create the Mentor/Mentee Match

Mentoring Services are divided into three categories.

Type Description

Mentor Services Records any one-to-one services, including the actual Mentor-Mentee match time,
or program staff time with the Mentee, Mentor or Mentee’s family.

Group-Support Records any supportive activities that occur with groups of Mentors or Mentees,

Activities such as group orientations, trainings, or mentor support groups.

Group-Match Records other types of group activities, usually with groups of Mentors and Mentees

Activities together, such as group recreational activities.

Registering Mentors

Click Implementation tab in the Menu.
Click Register Mentors link in the Sub-Menu.
Click Add in the Task Pane.

Make changes to the form.
*Note: Mentoring research has shown that mentoring is more effective when the Mentors receive
mentor training prior to being matched to their mentee.

5. Click Save or Cancel in the Task Pane.

PoNPE

= settings o
Horre = [mplernentation = Mentoring = Register Mentor
- hentor Information
General Information

Cancel Salutation Bl

First Narne

Pre-Match Training
OYes Ohlo

Last Mame

Statug® | Active v

[ Background Checked?

Help Demeographic Information

Birth Date Sex
Race

Ethnicity Iadl
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Registering Mentees

Mentees should be registered in the Register Mentee screen only if they are not already registered participants
in the PBPS. All mentees are participants, but not all participants are mentees. Please check the Participant
List (using the search feature) to confirm the mentee is not already registered as a participant.

*Note: If the mentee is already a registered participant, then you need to select Yes in the Mentoring> drop
down menu in the participant screen. See Editing Participants.)

Click Implementation in the Menu.
Click Register Mentee in the Sub-Menu.
Click Add in the Task Pane.
Make changes to the form.
Select a group from the Available Program-Groups data field.
*Note: The programs that appear in the Assigned Program-Groups data field are those programs
that have selected Yes to the Mentoring™ drop down menu in the program screen.
**Note: If your program does not appear here, then you need to select Yes in the Mentoring™ drop
down menu in the program screen (see Adding Innovative/Other Programs). If you are a Direct
Services Provider and Yes is not labeled in the program screen, see your County Prevention
Specialists.
6. Click the Up Arrow () button to assign selected group.
*Note: If you make a mistake, click the erroneous Assigned Program-Group and click the Down
Arrow (~~) button to remove group assignment.
7. Click Save or Cancel in the Task Pane.

ahObE

e ,
Assessment Capacity Planning Implementation Evaluation _:::| _d o d =]

Knowledge-base Communicstion Administrstion Supoort

| & settings

Home = |mplementation = Mentoring = Register Mentee

Encrypt Participant Name

Mentee Information

Add : : i T
First Name | Middle Initial
Edit =
Last Name | me Sex
Delete = :
Birth Date | Gender
Search E E =
Race
Ethnicity Marital Status
Help ; =
Status t Local ID | Max. 20
characters
Mentoring

Free/Reduced Lunch
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Contact Information
Address | |

Emergency Contact Information

Mame | |

Programs

Assigned Program--Groups

Counter-Advertising—8/2/2007 test

ACROSS AGES-Groupi

Project ALERT--Bills 6-17-2007 test group

Coping with Waork and Family Stress--Bills test for 6-18 class

MNote: Ag=igning a mentee to Program-Group pair will net limit the programs that mentee can be a part of in the mentoring module!
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Creating the Mentor/Mentee Match

A unique id number is given to each mentor/mentee match (including rematches). A mentee can only
have one mentor while a mentor can have multiple mentees. If a mentor/mentee match does not work
you must close a match before the mentee can be re-matched to a new mentor. In all matches, the
primary reference point is the mentor (and the secondary is the mentee).

*Note: If you are trying to search for a match, you will need to select the mentor first, and then the
matched mentees will appear.

Click Implementation in the Menu.
Click Mentor Match in the Sub-Menu.
Click Add in the Task Pane.

Select a program from the Program®* drop down menu.
*Note: The Program* drop down menu is populated by programs that have the category
“Mentoring”. This setting is apart of the Adding Innovative/Other Programs or Adding Best/Promising

Programs.
**Note: The Program Description will be automatically filled in by the PBPS based on the Program
chosen.

5. Select a mentor from the Mentor Name* drop down menu.

6. Select a mentee from the Mentee Name* drop down menu.
*Note: Only the available (not yet matched) menetees will appear in the mentee drop down menu.
*Note: If your mentee does not appear here, then you need to select Yes in the Mentoring™ drop
down menu in the Participant screen (see Editing Participants).

7. Select from the Existing Group you created when you registered your mentee,
or enter a New Group name if none was created.

8. Type the date the mentee (and, if applicable, mentees family) received training
in the Mentee pre-Match Orientation™.

9. Type the date the mentor and mentee met for the first time in the Date of first
Match Meeting>.

10. Click the Yes radio button for Re-Match®* if the mentee is being Re-Matched.

11.Click Save or Cancel in the Task Pane.

12.Click if you wish to continue assigning matches.

PP

= Settings =

Naxt Match ==

Home = Implementation > Mentoring = Mentar Match

I ento Mantaa Matck

Add Frogram
Program Description |The Life Skills =
|Training unnersal
Delete $EEnriins giiLib | 1
Mentor Hame
Search
Match ID 1044
Print
Mentee Name
Help
Mew Group |
Cir

Existing Group
Match Closed

Mentes pra-Match [
Orientation Date

Date of first Match
fleeting

He-Match?
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Adding the Initial Mentor Service

The Mentor Service screen is set up to capture all individual service data related to the match. This could
include case management work with the mentees family, or problem-solving meetings between program staff
and the mentor without the mentee, or other similar variations, that might not include actual match contact
time. The Mentor Service Time fields are mandatory fields and must be filled in, but zero (0) is an option when
not applicable.

o howbpE

10.

11

12.

13.
14.

e ]
Assessment Capacity Planning Implementation Ewvaluation :':.:l 1 Ay

Click Implementation in the Menu.

Click Mentor Service in the Sub-Menu.

Click Add in the Task Pane.

Select the program from the Program™ drop down menu.

*Note: the Program Description will automatically be filled in based on the chosen Program.
Click Filter by Group and select the group you assigned with your program
when you created your Mentees.

Select the mentor in the Mentor Name™ drop down menu.

*Note: Expect a screens shift with the Task Pane staying at the top after you select your Mentor
Name.

Select the mentee in the Mentee Name®™ drop down menu.

*Note: The Mentee Name® drop down menu is populated by all the mentees that are attached to
the mentor.

Type the service date in the Service Date* text field.

Check the check box next to Parent/Guardian™ if a parent or guardian
attended the service.

Type the direct time spent by mentor with the mentee in the Match Contact
Time text field. If no direct time was spent, type O (zero).

. Type the indirect time spent by the mentor in the Indirect Mentor Time text

field. If no indirect time was spent, type O (zero).
*Examples: time spent driving to match meeting, time spent with the program staff, etc.

Type the time spent by the program staff in the Program Staff Time text field.
If no program staff time was spent, type O (zero).

Enter a service description in the Service Description text field.

Click Save or Cancel in the Task Pane.

Reports  Knowledgebase Communication Administration Supoort

= Settings 2

Home = Implementation > Mentoring > Mentor Semnvice

Save

Mentor Service

Program Region 3 Mentoring |

Cancel

Help

|training
Program Description

Filter By Group et |
Mentor Name Flint, Maxwell &
Mentee Mame Sharp, Tim ~|  Match ID: 1068

Senvice Date

Parent/Guardian ||

Match Contact Time . | Hrs.
Indirect Mentor Time . | Hrs.
Program Staff Time | Hrs

Senvice Description
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Adding the Subsequent Mentor Services

PR

©NoO

11.

12.

13.
14.

15.
16.

Click Implementation in the Menu.

Click Mentor Service in the Sub-Menu.

Select the Mentoring Program in the Program drop down menu.

Click Filter by Group and select the group you assigned with your program
when you created your Mentees.

Select the mentor of the match in the Mentor Name* drop down menu.
Select the mentee of the match in the Mentee Name> drop down menu.
Click Add in the Task Pane

Type the service date in the Service Date* text field.

Check the check box next to Parent/Guardian™* if a parent or guardian
attended the service.

. Type the direct time spent by mentor with the mentee in the Match Contact

Time™ text field. If no direct time was spent, type O (zero).
Type the indirect time spent by the mentor in the Indirect Mentor Time™* text

field. If no indirect time was spent, type O (zero).
*Examples: time spent driving to match meeting, time spent with the program staff, etc.

Type the time spent by the program staff in the Program Staff Time™ text field.
If no program staff time was spent, type 0 (zero).
Enter a service description in the Service Description™ text field.

Make changes to the rest of the form.
*Note: The following fields will only need to be entered in this initial setup of the mentor service. IN
subsequent service additions with this match, you will not have to fill out this information.

Click Save or Cancel in the Task Pane.

Click if you wish to continue assigning matches.
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Implementation

Home = |mplementation = Mentoring > Mentor Service

Save

Cancel

Help

Mentor Senvice

Program

Program Description
Filter By Group
Mentor Name
Mentee Name
Senice Date
Parent/Guardian
Match Contact Time
Indirect Mentar Time

Program Staff Time

Senvice Description

Region 3 Mentoring

training

b |
Flint, Maxwell  +
Shap, Tm
[E|

Evaluation

Match 1D:

Hrs.
| Hrs.

Hrs

ase Communication Adm

& Settings

1068

Viewing, Editing, & Deleting Existing Mentor Services

oOALONE

Button
Edit

Delete

Change Details

Click Implementation in the Menu.
Click Mentor Service in the Sub-Menu.
Select the Mentoring Program in the Program drop down menu.
Select the mentor of the match in the Mentor Name drop down.
Select the mentee of the match in the Mentee Name drop down.
Click one of the following buttons:

Description
Change Contact Time, Indirect Time, Program Staff Time, and
Parent/Guardian

Deletes the Record

Objective, Obj. Description, Service Location, CSAP Category, Service Code,

Service Population, and Benchmark of all the services of the match.

7. Make changes to the form.
8. Click Save or Cancel in the Task Pane.
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Implementation

Reports Knowledgebese Communicstion Administretion
& Settings «
Home > Implementation > Mentaring > Mentor Semice
Next Match >> Copy Service
Mentar Service
Add P —— -
Pragram | Region 3 Mentoring |
;tra.illa.i'ng
Program Description '
Print Filter By Group | B
Help Mentor Name | Flint, Maxwell v
Mentee Name | Sharp, Tim ¥|  Match ID: 1068
Match Contact Time | Hrs.
211/2008 2 25 5 No after school activiies |Edit || Delete || Change Details |
21712008 0 0 25 No spoke with mentar [ Delete “ Change Details ]
20612008 ] 0 25 Mo spoke with mentee [ Delete “ Change Details J
21212008 15 25 0 Yes 2nd meeting | Delete |[ Change Details |
126/2008 1 25 0 Nao fstmeeting  [Edit|[ Delete || Change Details |
1421/2008 0 0 25 Mo contacted mentor | Edit [ Delete “ Change Details ]

R )
Evaluation |55 A

Adding a New Group-Support Activity

Group support activities are group events that offer support for mentors or mentees or mentees’ families.
Such events are Mentee Orientations, Mentor Trainings, or Group Support Meetings. Time spent between a
mentor and mentee is not a Group-Support Activity.

N o hrwdbE

10.
11.

12.

Click Implementation in the Menu.
Click Group-Support Activities in the Sub-Menu.
Click Add in the Task Pane.

Select a program from the Program™ drop down menu.
*Note: The Program Description will automatically be filled in based on the chosen Program.

Select and objective from the Objective™ drop down menu.
*Note: An Objective Description will automatically be filled in based on the chosen Objective.

Enter the date (mm/dd/yy) of service in the Service Date™ field.
Select the school district in which the event will take place in the Event

Location by School District* drop down menu.
*Note: If multiple school districts are served by one event, use the district that has the most
attendants.

Select the CSAP Category from the CSAP Category drop down menu.
*Note: If you select the Information Dissemination CSAP Category, a Type drop down menu will
appear after the screen refreshes.

Select the Service Code* from the Service Code drop down menu.

Select the Service Population from the Service Population® drop down menu.
Enter the number of units being counted (that appear in the Count Method data
field) in the Count text field.

Enter the length of the activity (hours in decimal form) in the Session Length*
text field.
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*Note: The Session Length should not include planning time.

2 Hours 15 Minutes = 2.25 Hours
2 Hours 30 Minutes = 2.50 Hours
2 Hours 45 Minutes = 2.75 Hours

13. Check the check box next to Parent/Guardian™ if a parent or guardian
attended the service.

14. Type the service description in the Service Description™ text field.

15. If applicable, select a benchmark that will be used to gauge the progress of the
service in the Benchmark* drop down menu.

16. Select the attending mentees from the Available Mentees list and click the

buttons to add mentees to the Select Mentees list.

*Note: Clicking the Remove All button will remove all the Selected Mentees from the Selected
Mentees list. Clicking the Remove One button will remove only the highlighted selected mentee
from the Selected Mentees list. Clicking the Add One button will add the highlighted Available
Mentee in the Available Mentees list will be added to the Selected Mentees list. Clicking the Add All
button will add all the Available Mentees into the Selected Mentees list.

17.Click Save or Cancel in the Task Pane.

= Settings 2

Home = [mplermentation = Mentoring = Group-Support Activities

Save Group-Support Activities Event Information

Program | |+
Cancel —

Program Description
Objective v

Obj. Description

Service Date
Help

Event Location by v
School District*

CEAF Category | Fducation v

Sevice Code® '_STEE&E Paar LGEIdBI'.-HEII_F_rB.’ F'rq_g_{_ams {one tme basis) b

Count Method | Peer leadar/helper programs are counted in the data s=t as recuring |
pravantion sanrdces. Semvice Type Code=5TEDS. ] |

Sarvice Population® | SP2Y Law Erforcement/Criminal Justice b
Count® ¢

Sescion Length®
Hrs.

Parent/Guardian® [

Service Description®
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Benchmark®

Mot State Benchmark

Salected Mentors™ |[NERSTE MR

Remove All || T | [Add| [ Add Al |

furailable Mentors | Mawwell Flintar

Selected Mentaes®

1Billy Jones
annie smith
1EBetty WWhite

Remove All || Remove | [Add| [ Add Al |

Available Mentees |bob jo

18lben Junes
Tim sharps
13usan Hilbert

Adding a New Group-Match Activity

Group Match-Activities are coordinated by prevention specialists that gather a group of mentors and their
mentees to attend recreational activities. Water park trips and laser tag outings are examples of Group-Match
Activities.

No o ANPE

10.

11.

Click Implementation in the Menu.

Click Group-Match Activities in the Sub-Menu.

Click Add in the Task Pane.

Select a program from the Program® drop down menu.

*Note: the Program Description will automatically be filled in based on the chosen Program.
Select and objective from the Objective® drop down menu.

*Note: An Objective Description will automatically be filled in based on the chosen Objective.
Type the date (mm/dd/yy) of service in the Service Date™ field.

Select the school district in which the event will take place in the Event
Location by School District* drop down menu.

*Note: If multiple school districts are served by one event, use the district that has the most
attendants.

Select the CSAP Category from the CSAP Category drop down menu.

*Note: If you select the Information Dissemination CSAP Category, a Type drop down menu will
appear after the screen refreshes.

Select the Service Code from the Service Code™ drop down menu.

*Note: See Index of Services.

Enter the length of the Single Service (hours in decimal form) in the Session
Length™* text field.

*Note: The Session Length should not include planning time.

2 Hours 15 Minutes = 2.25 Hours
2 Hours 30 Minutes = 2.50 Hours
2 Hours 45 Minutes = 2.75 Hours

Check the check box next to Parent/Guardian™ if the mentees parent(s) or
guardian(s) attended the service.
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12. Type the service description in the Service Description* text field.

13. If applicable, select a benchmark that will be used to gauge the progress of the
service in the Benchmark®™ drop down menu.

14. Select the attending mentees from the Available Mentees list and click the

buttons to add mentees to the Select Mentees list.

*Note: Clicking the Remove All button will remove all the Selected Mentees from the Selected
Mentees list. Clicking the Remove One button will remove only the highlighted selected mentee
from the Selected Mentees list. Clicking the Add One button will add the highlighted Available
Mentee in the Available Mentees list will be added to the Selected Mentees list. Clicking the Add All
button will add all the Available Mentees into the Selected Mentees list.

15. Click Save or Cancel in the Task Pane.

£l

Communication Administration Support

Assessment Capacity Planning Implementation Evaluation m

& Settings
Home = Implementation > Mentoring > Group-Match Activities

Save

Cancel

Help

Group-Match Activities Event Infarmation

Program :_-Regian 3 Mentoring v

Program Description gt_ra'ining

Dective
f!]ecrease_miscnnduct among middle-school students at Jefferson Middle School after hours programs |

Obj. Description fI.Zfl.ecrease m.iscunt-iuc.{ amang m-imd-d_le—schunul students a.t“..J.éﬁ-ersun f;u';li-da_le "
|School after hours programs s

Page 62 of 97



PBPS User Manual

Service Date | 8/22/2008 |

Event Location by | SULTAM V|
School District®
CSAP Category | Education v

Service Code® | STEOES Small Group Sessions (one time basis) »
Count Method |Small group sessions are counted in the data set as recurring prevention  #*
senvices. Service Type Code=STEDG. o

Service Population® |SP25 Youth/Minors M

Count® |2 |

Session Length* |3 |

Hrs.

Parent/Guardian™

Service Description® |Bowling Challenge

Benchmark®

Mot State Benchmark

Selected Matches™ || ENE I RE TG00 R e = L L= =

[ Remave All ][ Remove ][Add][ﬁl.dd All ]
Filter By Group

Available Matches || 1Betty White (Mentor) — 13usan Hilbert (Mentee)
1Billy Jones (Mentor) - 1Albert Jones (Mentee)
annie smith (Mentor) - bob jo (Menteg)

Maxwell Flinter (Mentor) -- Tim Sharps (Mentee)
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Mentoring Surveys

The Mentoring surveys available in the PBPS are designed to capture data related to quality mentoring
programs as defined by the National Mentoring Center http://www.nwrel.org/mentoring/. Below is a sample of
surveys not necessarily required by DBHR, but refer to your contract to determine which surveys are required:

Type Description

Mentee Risk Profile This is a pilot tool designed for CTI to be completed by program staff to
(NEW) Pre/Post determine if a mentee faces multiple risks.

Mentee Pre-test To be completed by the Mentee prior to the delivery of services, along with

the DBHR required Pre-Test (PPG). This Pre-Test will be compared later to a
Post-Test at the end of the match.

Mentor Support To be completed by the Mentor midway in the match relationship, ideally 6

Tracking months after initial match. This tool is designed to check the quality of the
match support from the mentors perspective and inform program staff
accordingly.

Mentee Post-Test To be completed by the mentee upon the closure of the match, or at 12
month intervals if the match continues long-term, along with the DBHR
required Post-Test (PPG). Responses are compared with the Mentee Pre-Test
to assess changes.

School Success To be completed along the same time points as the Mentee Pre- (baseline),

Report Follow-up, Interim and Post-Test Surveys; the School Success Report is
designed to capture changes in the Mentees school behavior during their
involvement in the program.

Click Implementation in the Menu.

Click Mentoring Surveys in the Sub-Menu.

Select the program from the Select Program drop down menu.

Select the desired survey from the Mentoring Survey drop down menu.

Select the mentor from the Select Mentor drop down menu.

Select the mentee from the Select Mentee drop down menu.

Type the date (mm/dd/yy) in the Survey Date text field.

Check the Confidential box if you want to administer the survey to a participant
on the computer or lab setting.

*Note: After you click new and once the survey has been completed by pressing
done, the PBPS will automatically Log Out so that the participant cannot view any
other parts of the PBPS.

9. Click New in the task pane.
*Note: The PPG survey will be displayed.
10. Answer the questions with the participant’s responses.

*Note: Navigate through the survey using the buttons at the top and bottom of the form. If the
navigation buttons are not active, then there is only one page of the form.

11.Press Enter or click DONE when complete.

12.Click OK when asked to save the survey if you would like to save the changes.
Click Cancel when asked to save the survey if you would like to abort the
changes.

PN hBNE

Page 64 of 97



PBPS User Manual

Horme = Implernentation = Mentoring = Mentoring Surveys

MWentoring Surveys
Select Program™ |
Mentoring Survey® 0%
Print
Select Mentor® | +

Select Mentee®™ | «

Survey Date®

[ confidential (Check only if testing students in a lab setting!)

Match Closure

Mentor/Mentee matches that come to an end should be documented in the PBPS. Since the PBPS will not

allow one mentee to be matched to more than one mentor (simultaneously), you will have to enter the match
closure in the PBPS before creating a new mentor/mentee match with that mentee. Once the match is closed,
you will not be able to input any data for that match. You should enter all data into a match before closing it.

1. Click Implementation in the Menu.

2. Click Match Closure in the Sub-Menu.

3. Click Add in the Task Pane.

4. Select the program from the Select Program™ drop down menu.

5. Select the mentor from the Mentor Name™ drop down menu.

6. Select the mentee from the Mentee Name* drop down menu.

7. Type the last contact date between the mentor/mentee in the Date of Last
Match Meeting™ text field.

8. Click the radio button next to the reason to indicate the Reason for Match
Closure®*.

9. Click the radio button next to the persons to indicate who attended the Closure
Meeting™.

10. Finish the remaining services categories by clicking the radio buttons to indicate
other services the mentee received during the match, if any.

11. If there were other services provided to the mentee, type a description in the
Other™ text field and click the Yes radio button.

12.Click Save or Cancel in the Task Pane.
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Hame = Implementation = Mentoring = Match Closure

Save
Add
Edit

Delete
Search
Print

Help

Mateh Closure

Praogram™

fentor Mame

tateh 10
Mentee Name

Date of Last Match meeting

Reasan for Match Closure

End Of Commitrment Circurnstantial Terrmination

Closure Meeting™

Mentor™

Yes Mo
Youth®

Yes Mo
Caregiver®

Yes Mo

fMatch Length:

Cid the mentee receive any of the following serdces in addition te mentoring during the match?”.

Clas=sroom training using a structured curmicalum®
CYea O Mo

Formal acadarmic tutoring*
O Yes O No

Cine on one or group couns=eling by a irained professional®

Oyves O MNo

Structured parenting cumculum for mentee's family?™
O Y¥ea O No

Othert |

O Ye= (B MNo

Oihar® |

TrYes Mo

Othar |

3 Yas (& MNo

<= Previous Match

&

Settings

Mext Match ==
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Mentoring Program Design

1. The following survey is to be completed by the service provider before the
mentoring sessions begin. This may be a requirement of your contract so refer to

your contract for guidance.

[al: [ — 7 =l
Assessment Capacity Planning |mplementation Evaluation ﬂ !d iv':-\.J 3 [.lm

Reports  Knowledge-base Communication Administration Support

mee| | Settings 2

falll Wesilild

Home > Implementation = Mentoring = Mentoring Program Design

Mentaring

Program | Region 3 Mentoring o

Save

Cancel 1. Select (one) which of the following program best describes your mentoring program design?

D 8. One-to-one community mentoring program. Youth are matched with one adult with the expectation that the two will

Edit
meet on 8 routine basis and engege in 2 rangs of community-based activities.

{:} b. One-to-one school-based mentoring program. Youth are matched with one adult with the expectation that the twe will
mest on a routine basis and engage in a range of adtivities confined to the school setting.

HEIp O c. Cross-age peer mentoring program. Younger youth are matched with one clder youth with the expectstion that the two
will meet on a routine basis and engage in a range of adtivities confined to the school setting.

G‘ d. Other mentoring program. IF This cption is selected - must provide namstive desoription. Mone of the options sbove is 8
close enough match to what you are deing to adequately categorize your program. Please explain your mentoring strategy to
be consistent with the desoiptions above:

2. Complete the following questions about your overall program design

a} Target Mumber of on-going matches for the program {Program Capacity)

b} b) Expectation for the frequency of contacts per month

c} Expectation for match centsct time {total hours per month)

d) d) Mumber of staff directly overseging the matches

|
(Al # 2 fields required)
3. Which of the following services are provided to youth enrolled in the mentoring program?

D Mentor and youth engage in structured individual activities
D Menter and youth engage in structured group activities
DCIaEErDDm training using a structured curriculum

D Formal academic tutoring in addition to that prowvided in the mentoring relationship
D One on one or group counseling by a trained professional
D Mentee Family Training/Parent Education

DD‘H‘tEr

(Required, as many as apply)
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There are five types of reports that are available in the PBPS.

Monitor/Analysis

Service Reports performed by Service Providers to review services offered.

County

Special reports specifically requested by certain counties that are offered to all
counties/tribes in hopes that they may be beneficial to all.

DBHR

Reports that DBHR needed that are offered to all counties/tribes in hopes that they may
be beneficial to all.

Instrument

Pre-Tests and Post-Tests available for download, copy, and administration to
participants.

QOutcome Results of the Pre-Tests and Post-Tests taken by participants.

Monitor/Analysis

HOONOGO AWM R

=
=

12.

13.

0.
. Select the service code from the Service Code drop down menu.

Log-in to the PBPS.

Click Reports in the Menu.

Click Monitor/Analysis in the Sub-Menu.

Select the region from the Region List drop down menu.

Select the organization from the Organization List drop down menu.
Select the biennium from the Biennium drop down menu.

Select the federal category from the Federal Category drop down menu.
Select the target population from the Target Population drop down menu.
Select the location from the Location drop down menu.

Select the objective from the Objective drop down menu.

*Note: See Index of Services.
Click the radio button next to choose either Single Events or Recurring
Events.
Click the Show Report button.

*Note: A new window will appear housing the report. See Using the Reporting Window.

= Settings 2

Home = Reports » MonitorAnalysis

Show Report
Analysis

Region List | All A
Organization List | [+
Biennium | |+

Beginning Date {mmiddiyyyy

Ending Date (mmidddyyyy)

Federal Categaory | [¥

Target Population | [+
Location | [+
Objective | [+

Service Code | [w

® Single Events O Recurring Events
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Service, County, DBHR Report, or Outcomes

1.
2.
3.

Log-in to the PBPS.

Click Reports in the Menu.

Click the desired type of report (Service, County, DBHR Report, or

Outcomes) in the Sub-Menu.
*Note: The Service, DBHR Report and Outcome Reports have similar forms. The specific
data in each form is not the same, but all the questions/specifications are. After selecting
the category from the Choose Category drop down menu, the form will refresh and reveal
more options.

Select the desired topic from the Topic drop down menu.
Click the Show Report button when finished entering the specifications of the

report.
*Note: A new window will appear housing the report. See Using the Reporting Window.

) settings 4

Home = Reports » Service

Show Report

Topic | by Activity 7
Fiscal Year | 7/1/2007 - 6/30/2009 | v
Begin Date |7/1/2007
End Date |5/30,/2009
Region List | Region 1 |+
Organization List | Training Organization 777 |

Location | Al v

Using the Reporting Window

If you are viewing a large report (multiple pages) it may be quickest and easiest to view after it has
been exported into a PDF or similar format and then viewed in the appropriate application.

Use the navigation buttons to view different pages of a multiage report.
If you would like to export the report to view in another program, click the drop
down menu in the upper left corner of the screen and select the export format.

Click the Download button to export.
*Note: Once the file is exported, you can view and print the report. You can only print
exported files.

Page 69 of 97



PBPS User Manual

PDF w | Download
W S 7= [ R VAR 5 [Main Report [+| B [100% (%] i ontects
1
Date ]
Service Report By Activity
Report Period: 7/1/2007 to 6/30/2009
Region: 1
County/Tribe:  Training Organization 777
Provider Training Organization 777 m
SV Date | Program Name Group Name SV Type SV Code Service ID Count
07/16:2007 | Club Live None Single | STAOL: Alcohol and Drug-free Dances Null 13
and Parties (one time basis)
09/1272007 | Project SUCCESS PN-JCE-MWE RO002 |8TAOS: Community Drop-in Center Project SUCCESS- 4
Activities (racurring basis, -PN-ICR-MWF
09/06/2007 | Project SUCCESS PN-JCE-MWE RO001 [STA0S: Community Drop-in Center Project SUCCESS- 4
Activities (recurring basis, -PN-JCR-MWF
09/17/2007 | Project SUCCESS PN-MPI-TR R002 |STAO3: Community Drop-in Center Project SUCCESS- 3
Activities (racurring basis’ -PN-MPITR
09/11/2007 | Project SUCCESS PN-MPI-TR. R001 |STAOS: Community Drop-in Center Project SUCCESS- 3
Activities (recurring basis -PN-MPI-TR
05/03/2008 | Project SUCCESS Success Single | STCOL: Accessing Services and Null 20
Funding
10:01/2007 | Sarahs Stars Fall(7-08 R001 |STAOQS: Community Drop-in Center Sarahs Stars—Fall07-08 9
Activities (racurring basis,
122172007 | Say No to Fights Families that Cars Single | STNO3: Printed Material Development Null 10

At the beginning and end of each service, the participants may be given a pre-test and post-test to monitor
the success of the curriculum. These test results are entered into the PBPS and reports are generated by the
PBPS. The reports can be viewed in the Reports portion of the PBPS.

*Note: Pre and Post tests are required for each participant of which you would like to evaluate.

Individual Assessments

This evaluation marks the progress of attitude and habits of each participant in a particular group.

BOONOOAWNE

12.
13.

0.

Log-in to the PBPS.

Click Evaluation in the Menu.

Click Individual Assessment from the Sub-Menu.

Select the program from the Program drop down menu.
Select the group from the Group drop down menu.

Select the participant from the Participant drop down menu.
Select the instrument from the Instrument drop down menu.
Select the type from the Survey Type drop down menu.
Type the date (mm/dd/yy) in the Survey Date text field.

Click New in the task pane.
*Note: The PPG survey will be displayed.

.Answer the questions with the participant’s response.
*Note: Navigate through the survey using the buttons at the top and bottom of the form.

the navigation buttons are not active, then there is only one page of the form.
Press Enter or click DONE when complete.
Click OK when asked to save the survey if you would like to save the changes.
Click Cancel when asked to save the survey if you would like to abort the
changes.
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Home = Evaluation = Individual Assessment

Print

Meodify Date Save

Program v
Group | v
Participant | +
Instrument | +
Survey Type v
Survey Date

Confidential [

Booster Assessments

Booster Assessments are a special type of assessment designed to collect data from a former participant who

is no longer associated with a Recurring Service choice or circumstance.
occurs years after the service was performed (similar to a follow up survey).

The Booster Assessment normally
The data is entered for that

participant only, not the entire group. The data is associated with the participant by choosing the participant
from his/her former group.

©CONIGOAWN R

[y
o

11.
12.

Log -in to the PBPS.

Click Evaluation in the Menu.

Click Booster Assessment from the Sub-Menu.

Select the program from the Select Program drop down menu.
Select the instrument from the Survey Instrument drop down menu.
Select the participant from the Select Participant drop down menu.
Select the type from the Survey Type drop down menu.

Type the date (mm/dd/yy) in the Survey Date text field.

Click New in the task pane.
*Note: The PPG survey will be displayed.

.Answer the questions with the participant’s response.
*Note: Navigate through the survey using the buttons at the top and bottom of the form.

the navigation buttons are not active, then there is only one page of the form.
Press Enter or click DONE when complete.
Click OK when asked to save the survey if you would like to save the changes.
Click Cancel when asked to save the survey if you would like to abort the
changes.
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Horne = Ewaluation » Booster Assessment

Booster Assessment
New
Select Program

Survey Instrument
Help

Select Participant
Survey Type

Enter Survey Date

Project SUCCESS v

settings

2005-2007 - Reguired Measure - Individual/Peer [Required for 13-17 years old anly] |+

Armanda Garcia

Booster Test |+

W

[ confidential - CHECK ONLY if testing students in a lab setting since the student will be logged off PBPS after
clicking DOMNE on the survey. LEAWYE UNCHECKED if you are entering rultiple surveys as a staff person or you

will be logged of each time if the box is checked.

Knowledge Base

For more information about the prevention field, browse here.

Web Resources

oghrONE

Log-in to the PBPS.
Click Knowledge Base in the Menu.

Click Web Resources in the Sub-Menu.
Select a category from the Choose Category drop down menu.
Click the desired item in the Web Source List.
Click the link next to Web Site to be taken to the selected website.

Home = Knowledge-base = WWeb Sources

Help

Choose Category:

Web Source/\

Manitoring the Future Survey

Mational Household Youth Survey

SAMHSEA Drug abuse Statistics

US Census Bureau WA Quick Facts

Administration

Data Sources

Web Address

bitpfhomy. moniteringth efuture. orgd

bitp e whitehousedmgp olicy. g ow'd ru gfa cbfnhsd 301 . him|

hitp Ahvmn. drugabusestatistics sambsa. gow’

hitp#fquiddacts. census.gowigfds

Editing Organization Information
Log-in to the PBPS.

Click Administration in the Menu.

Click Edit in the Task Pane.

Make changes to the form.

Click Save in the task pane to commit your changes.
*Note: If you do not want to save your changes, click Cancel.

i
1
2.
3. Click Organization in the Sub-Menu.
4
5
6
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Horme = Administration = Organization

Save

Cancel
Name

Status
County

Address |165 Morth 13t Suite 120

Help .
City |Othello
State |y Zip Code 95344

Weh Site

Choose Contact | Account Administrator ¥ | To e this individual's information, oo to the Staff form)

First Narne
Last Narne
York Phone

Ernail

Staff

Creating New User Accounts

Log-in to the PBPS.

Click Administration in the Menu.
Click Staff in the Sub-Menu.

Click Add in the Task Pane.

The table below shows the available fields.
*Note: Red text and Asterisk denote required fields.

PONR

Login General Demographic Education
Information Information Information Information
User ID* Salutation™ Birth Date* Degree
Password* First Name>* Gender* Vocational

Education
Last Name>™ Race* Field of Study
Title*" Ethnicity™
Status™

Second Language

Background Checked?"

Contact
Information

Work Phone*
Work Phone Ext

Email™*
Work Address

j Work City

Work State
Work Zip Code

_Alternate Address
_Second Phone

Fax

i User IDs should use the following convention: LastName,Firstinitial,Middlelnitial (ex: John Q. Smith = SmithJQ)

ii: Refers to job classification. Please see the section on permissions before continuing.

iii: In accordance with RCW 43.20A.710, RCW43.43.832, RCW 74.34 and RCW71A.10.020, all contractors, subcontractors or
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volunteers who have unsupervised access to children or vulnerable adults are required to have a background check, and all
persons convicted of crimes listed in RCW 43.43.830 and RCW 43.43.842 are prohibited from having access to those clients.

Editing User Accounts

Log-in to the PBPS.

Click Administration in the Menu.

Click Staff in the Sub-Menu.

Click Search in the Task Pane.

Click Show All or choose filters from the Advanced Search tab and click GO.
Click the Select button for the appropriate staff member.

Click Edit in the Task Pane.

Make changes to the form.

Click Save in the task pane to commit your changes.
*Note: If you do not want to save your changes, click Cancel.

©CONOIGOAWNE

Home = Administration > Staff

Permission
Add
User ID Password
Edit
Delete
Search Salutation
Print First Name Last Name
Help Title Status

Second Language

Email

Work Phone W

(Partial Screen Shot)

Administrative Time

Recording Administrative Time

Log-in to the PBPS.

Click Administration in the Menu.

Click Admin Time in the Sub-Menu.

Select the staff in the Staff Name drop down menu.

Click Add in the Task Pane.

Type the date (mm/dd/yy) in the Date text field.

Type the duration (hours in decimal form) in the Hours text field.

Nooh~wNRE

2 Hours 15 Minutes = 2.25 Hours
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2 Hours 30 Minutes = 2.50 Hours
2 Hours 45 Minutes = 2.75 Hours

8. Select the type of work in the Category drop down menu.

9. Click Save in the task pane to commit your changes.
*Note: If you do not want to save your changes, click Cancel.

Horne = Administration = Adrmin Time

Examples: 2.25 is 2 Hours and 15 Minutes
25105 2 Hours and 30 Minutes

275105 2 Hours and 45 Minutes

Click "Submit Change' to confirm yaur newy passyword, Your change becomes effective immedistely.

Staff Mame | Beichner, Dave A
Print

Help

Horme = Administration = Adrmin Time

Examples: 2.25 is 2 Hours and 15 Minutes

R 2.5 05 2 Hours and 30 Minutes
275105 2 Hours and 45 Minutes
Cancel
Click "Submit Change' to confirm your newy password, Your change becomes effective immedistely .
Staff Marne
Print Date Hours
Help Category | Collaboration b
Strategy v
Pragrarm v
Description

Editing Recorded Administrative Time

Log-in to the PBPS.

Click Administration in the Menu.

Click Administrative Time in the Sub-Menu.

Select the staff in the Staff Name drop down menu.

Click Edit in the Task Pane.

Click Edit button in the table corresponding to the desired entry to modify.
Type the date (mm/dd/yy) in the Date text field.

Type the duration (hours in decimal form) in the Hours text field.

ONOGOhBNE

Page 75 of 97



PBPS User Manual

2 Hours 15 Minutes = 2.25 Hours
2 Hours 30 Minutes = 2.50 Hours
2 Hours 45 Minutes = 2.75 Hours

9. Select the type of work in the Category drop down menu.
10. Click the Update button in the table to commit your changes. If you do not
want to save any changes made to this form, click the Cancel button in the

table.
*Note: You cannot delete the entry by clicking the Delete button. You will get an error
message.
11. Click Back in the Task Pane.

Delete Recorded Administrative Time

Log-in to the PBPS.

Click Administration in the Menu.

Click Administrative Time in the Sub-Menu.

Select the staff in the Staff Name drop down menu.

Click Edit in the Task Pane.

Click Delete button in the table corresponding to the desired entry to remove.
Click Back in the Task Pane.

NoOARWONRE

Change Password

Log-in to the PBPS.

Click Administration in the Menu.

Click Change Password in the Sub-Menu.

Fill in the appropriate fields.
*Note: if your ‘New Password’ and ‘Re-enter New Password’ are not identical, the system wiill
not accept them and you will be asked to re-enter the two. Take special care when typing
these two fields.

5. When finished, click the Submit button.

*Note: Once the password has been changed, it is effective immediately. So, if you were to

log out of the PBPS following the change, then try to log back in, you would have to use the

new password.

PP

Horre > Administration = Change Password

Submit
Click "Submit Change' to confirm your newy password, Your change becomes effective immedistely.

Help Current Password
New Password

Confirm New
Password

Exporting Data

Counties, Tribes and Providers can export all their data entered into the PBPS in its raw form which will enable
them to create customized evaluations based on desired criteria.
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Refer to the Data Dictionary (see Support) for more information about the exported file format and
conventions. The recommended file export format is Access2000.

Log-in to the PBPS.

Click Administration in the Menu.

Click Data Export in the Sub-Menu.

Select the program format from the Export To: drop down menu.

Select the period from which you would like to export data in the Time Period
drop down menu.

If you would like to narrow the chosen range, type the specific dates within the
period in the Start Date and End Date text fields.

Select desired the data filters.

Click the Generate button.

Click the Download button.

0. Click the Save button.

1

.Choose a place to save the file. Click Save.
*Note: If you do not want to save, click Cancel.

o ghrowonNeE

RBE©O©®OXN

Home = Administration = Data Expoart

Help
Export To: | Access 2000 File w
Time Period | --Please Select Time Period--  »
start Date
End Date
O Modules (® Table Names (O Table Groups Created Files

(O Export All Tables &) Export Selected Tables

[ AdminHaurs [l IndxEthnicity [IMassessment

[ Answers [lindxFactar [IMatchDischarge

[ Assessment [lindxFdSaurce CImMClientAnswer
[JAssTGTRF [JindxFdst [IMentar

[ Attendance ClIndxFiscear [IMentaringAttendance
[]CECRepart [lIndxGender [ IMentartdatch

] Client [l IndxInstrument [ Objective

L] ClientAnswer [lindxLanguage [l Organization
CICPLink [1IndxLacation [l ParentOrganization

(Partial Screen Shot)
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Transfer Tool

Client Transfer Tool

This tool was created to migrate participants from the 03-05 PBPS into the 05-07 PBPS so that the Counties,
Tribes and Providers would not have to re-input all the participants (including all of their information).

Log-in to the PBPS.

Click Transfer Tool in the Menu.

Click Client Status/Transfer Tool in the Sub-Menu.

Click the radio button next to Transfer in Update:*.

Click the radio button next to desired sorting method (Scrolling or Non-Scrolling).
*Note: If you select Individual, it will list all the participants entered into the 03-05
Biennium in your agency (County/Tribe). Selecting Individual may be slower than selecting
Program Group. To transfer participants from a specific program group, select Program
Group. Then, select the program name from the Program:* drop down menu and group
from the Group:* drop down menu.

**Note: You may want to change the amount of rows that are displayed in the table. To do
that, type the desired number of rows to be displayed in the Row Count text field and click
the Set button.

6. Click Edit in the Task Pane.
7. Click the Transfer check box corresponding to the participant that you want
transferred into the 05-07 PBPS.

*Note: You can sort the table by the clicking the column headings of the table.

**Note: If you want to transfer the majority of the participants in the table, you may want
to select Transfer in the Set All Clients To: drop down menu and click the Set All On This
Page button. That way, the entire table will have checks in the Transfer Check boxes. Then
you can uncheck those participants that you do not want to transfer into the 05-07 PBPS.

ahwNPRE

**** PLEASE DO NOT JUST TRANSFER ALL YOUR PARTICIPANTS ****
**** ONLY TRANSFER THOSE THAT WILL CONTINUE PREVENTION IN 05-07 ****
**** THE SPEED OF THE PBPS IS CORRELATED TO THE NUMBER OF PARTICIPANTS IN THE SYSTEM ****

8. Click Save in the task pane to commit your changes.
*Note: If you do not want to save your changes, click Cancel.
9. Click OK at the dialog box that appears to continue, or click Cancel if you do not
want to transfer participants.
*Note: This is your last opportunity to abort. If you click OK, then the changes cannot be

reversed.
**Note: The selected participant(s) will be moved into the 05-07 system. The “Was
Transferred” value will become YES and the row of the participant will be shaded gray.

= Settings 2

Horne = Transfer-Tool = Client Status/Transfer Tool
Client Transfer and Status Update Tool
This tool is used to transfer individual participants only, and not their groups. To transfer

Add groups, use the Group Transfer Tool.
Edit
Delete
Update™ O siatus @ Transfer
Back
Help

@ Scrolling C Mon-scrolling

Row Count |25

Transfer Eirst Name Last Name Birth Date Gender Was Transfered
(Partial Screen Shot)
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Client Status Tool

This tool was created to allow the Counties, Tribes, and Providers to check the active or inactive status of
the participants (including mentees), either sorted by group or an extensive list. This tool will also enable
the user to change the active or inactive status of the participant. Before this tool was created, a
participant, once given inactive status, would not appear in the system (because only active participants
are displayed), but would still be in the system. Providers would then enter the participant again, and
there would be a duplicated. Now, providers can use the Client Status Tool to view all the entered
participants, active or inactive and change their status.

ahrOdNE

Log-in to the PBPS.

Click Transfer Tool in the Menu.

Click Client Status/Transfer Tool in the Sub-Menu.

Click the radio button next to Status in Update:*.

Click the radio button next to desired sorting method (Scrolling or Non-Scrolling).
*Note: If you select Individual, it will list all the participants in your agency (County/Tribe).
Selecting Individual may be slow. If you select Program Group you will need to select a
program from the Program:* drop down menu and group from the Group:* drop down
menu.

**Note: You may want to change the amount of rows that are displayed in the table. To do
that, type the desired number of rows to be displayed in the Row Count text field and click
the Set button.

Click Edit in the Task Pane.

Click the Active Status check box corresponding to the participant of which you

want change the status.

*Note: You can sort the table by the clicking the column headings of the table.

**Note: If you want to make active the majority of the participants in the table, you may
want to select Active in the Set All Clients To: drop down menu and click the Set All On
This Page button. That way, the entire table will have checks in the Active Status check
boxes. Then you can uncheck those participants that you do not want to make active.

Click Save in the task pane to commit your changes.

*Note: If you do not want to save your changes, click Cancel.

Click OK at the dialog box that appears to continue, or click Cancel if you do not

want to make your modification.

=] Settings 2

Home = Transfer-Tool = Client Status/Transfer Tool

Client Transfer and Status Update Toal
This tool is used to transfer individual participants only, and not their groups. To transfer

Add groups, use the Group Transfer Tool.
Delete
Update:* @ status O Transfer
Back
Help

@ Scralling © Mon-scralling

Row Count |25
Active Status First Name Last Name Birth Date Gender
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Mentor Transfer Tool

This tool was created to migrate mentors from the 03-05 PBPS into the 05-07 PBPS so that the Counties,
Tribes and Providers would not have to re-input all the mentors (including all of their information).

Log-in to the PBPS.

Click Transfer Tool in the Menu.

Click Mentor Status/Transfer Tool in the Sub-Menu.

Click the radio button next to Transfer in Update:*.

Click Edit in the Task Pane.

Click the Transfer check box corresponding to the mentor that you want

transferred into the 05-07 PBPS.
*Note: You can sort the table by the clicking the column headings of the table.
**Note: If you want to transfer the majority of the participants in the table, you may want
to select Transfer in the Set All Mentors To: drop down menu and click the Set All On
This Page button. That way, the entire table will have checks in the Transfer Check boxes.
Then you can uncheck those participants that you do not want to transfer into the 05-07
PBPS.

7. Click Save in the task pane to commit your changes.

*Note: If you do not want to save your changes, click Cancel.

8. Click OK at the dialog box that appears to continue, or click Cancel if you do not

want to transfer participants.
*Note: This is your last opportunity to abort. If you click OK, then the changes cannot be
reversed.
**Note: The selected mentor(s) will be moved into the 05-07 system. The “Was
Transferred” value will become YES and the row of the participant will be shaded gray.

ogrONE

= Settings «
Home = Transfer-Tool = Mentor Status/Transfer Tool
Client Transfer and Status Update Toal

Add
Update™ () Status @ Transfer

Delete

Back

Help

® Scrolling O Mon-scrolling
Row Count |25
Transfer First Name Last Name Birth Date Gender Was Transfered

Mentor Status Tool

This tool was created to allow the Counties, Tribes, and Providers to check the active or inactive status of
the mentors, either sorted by group or an extensive list. This tool will also enable the user to change the
active or inactive status of the participant. Before this tool was created, a mentor, once given inactive
status, would not appear in the system (because only active mentors are displayed), but would still be in
the system. Providers would then enter the mentor again, and there would be a duplicated. Now,
providers can use the Mentor Status Tool to view all the entered mentors, active or inactive and change
their status.

Log-in to the PBPS.

Click Transfer Tool in the Menu.

Click Mentor Status/Transfer Tool in the Sub-Menu.
Click the radio button next to Status in Update:*.
Click Edit in the Task Pane.

ahObPE
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6. Click the Active Status check box corresponding to the mentor of which you

want change the status.

*Note: You can sort the table by the clicking the column headings of the table.

**Note: If you want to make active the majority of the participants in the table, you may
want to select Active in the Set All Mentors To: drop down menu and click the Set All On
This Page button. That way, the entire table will have checks in the Active Status check
boxes. Then you can uncheck those mentors that you do not want to transfer into the 05-07

PBPS.

7. Click Save in the task pane to commit your changes.
*Note: If you do not want to save your changes, click Cancel.
8. Click OK at the dialog box that appears to continue, or click Cancel if you do not

want to make your modification.

Home = Transfer-Tool = Mentor Status/Transfer Tool
Client Transfer and Status Update Tool

Add
Update™ @ status O Transfer
Delete
Back

Help
@ Scrolling O Non-scrolling

Row Count |25

Active Status Eirst Name

Program/Transfer Tool

= Settings 4

Last Name Birth Date Gender

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

Log into the PBPS

N Ok 0DdbPE

Click Transfer Tool in the Menu.

Click Program/Transfer Tool from the Sub-menu.

Click the button from the left toolbar.

Select Transfer or Don’t Transfer from the Set All Programs To field.

To indicate that all programs need transferred, click the button.
To indicate that only selected programs need transferred, select the box next to

the individual program in the list.

8. Click the button from the left toolbar.
*Note: To exit this screen without saving any of the changes you have made,

click Cancel.

Once your programs are transferred they will be grayed out and no further
actions can be made to them. If you didn’t move all programs across, you may
return here later if you wish to move more programs across.
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= Settings 2
Horme » Transfer-Tool = ProgramiTransfer Tool
Client Transfer and Status Update Tool

Edit
Help
Row Count |25
- Was
TransferProgram Name [Description Transfered
Training

Training refers to the CPTS dollars that must only be used to support training of staff or providers in Best
Practices or Promising Approaches (evidence based programs) or practices, or to increase capacity to
implement Best Practices or Promising Approaches. ‘Increasing Capacity’ includes grant writing, board,
community organizing, and volunteer recruitment training. Funds shall not be used to support employee
wages, benefits, or program implementation.

Adding a Training Report
Log-in to the PBPS.
Click Capacity in the Menu.
Click Training Report in the Sub-Menu.
Click Add in the Task Pane.
Type the name of the training session in the Title of Training™ text field.
Type the date of the training in the Date of Training™ text field.
*Note: The Date of Training will be used to find and view a particular training event report.
Make changes to the form.
Click Save in the task pane to commit your changes.
*Note: If you do not want to save your changes, click Cancel.

PN ohwNPE
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ﬂ & Ssettings
Horme = Capacity » Training Report
Training Information

Organization | Training Organization 777 |+

Add R
Euxisting Titles | |»
Title of Training
Date of Training
Existing Training | |
Help Dates

General Infarmation
How will this event 300
increase the capacity
of your county to
implement science
based programming?

Howe will the training 300
support the goals and
ohjectives you
identified in your
plan?

Viewing an Existing Training Report
1. Log-in to the PBPS.

2. Click Capacity in the Menu.

3. Click Training Report in the Sub-Menu.
*Note: All existing training reports are cataloged in either the Existing Titles drop down
menu or the Existing Training Dates drop down menu.

4. Select which organization’s training reports you would like to view from the
Organization® drop down menu.

5. Select an existing training series from the Existing Titles drop down menu.

6. Select a particular training event from the Existing Training Dates drop down

menu.
*Note: The screen will refresh and display the training report. If you would like to modify
the report, click Edit in the Task Pane. If you would like to add a new report, click Add in
the Task Pane.

Support

In Support, you will find additional information about how to contact Kit Solutions, Inc®, the Washington State
PBPS, an online version of this manual, Request Reports, or view frequently asked questions.

To get to the Data Dictionary, click Manual and then WA Data Dictionary.
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ashington .. &

Home Contact Support Manuals FAQ MNewsletters Prevention Links Report Request Temp Provider Crha
Friday, June 27, 2008 Home | Login
Welcome to the Washington Site =]

Welcome to the KIT Selutions - Washington Support Site. The purpose of this site is to enhance the support services we provide you. You
have a number of resources here to help you resolve problems, report bugs. and suggest improvements to products and senices.

s 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.

= Manuals: Click the 'Manuals' link to view the online support documents (e.g.. User Manual, etc.) for the WA KIT Prevention Senvice
(KPS).

» Newsletters: Occasionally check out the What's New' section to see what has been recently added to the WA KIT Prevention Senvice
(KPS).

Prevention Links: If you need information on helpful prevention topics, click on the "Prevention Links" link.

Report Request: If you need to request a report, click on the "Report Request” link.

Temp Provider: To access the Direct Service Provider License Request Form, click the "Temp Provider” link.

FAQ: To search the Frequently Asked Questions’ section for a list of commonly asked questions that will help you use the WA KIT
Prevention Senvice (KPS), click the FAQ" menu link and follow the instructions.

Search

Use the search button to find an existing record. Depending on which form you are in, there may be an option
to search. The search feature is always relative to that form. So say you in the Programs form and you click
search, you will be searching for a program. Once found, you can either view or edit that queried object. The
search button is located in the Task Pane.

Choose from All

1. Log-in to the PBPS.
2. Click Search in the Task Pane.
3. If you would like to search for a particular type of entry, select it from the

Choose Search Category drop down menu.
*Note: The default is All Categories, which is the slowest and most complete search yielding
the most results. For this reason you may want to specify a category to limit the number of
results.
4. If you want a complete list of the records of the specified Search Category, select
Choose From All.
5. Click the Select button to view the program.
*Note: Once viewing the program, you can edit the program clicking Edit from the Task
Pane. You can delete the program if no services have been administered. You can Search
again. You can do something else.

Or Select a Filter

1. Log-in to the PBPS.

2. Click Search in the Task Pane.

3. If you would like to search for a particular type of entry, select it from the

Choose Search Category drop down menu.

*Note: The default is All categories, which is the slowest and most exhaustive search
yielding the most results. For this reason you may want to specify a category to limit the
number of results.
**Note: If you specified a Search Category, then the Filter A is not available (it is the same
as the Search Category).
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Select Or Select a Filter to limit the results of the search.

If you did not specify a Search Category, select a filter from the drop down menu
of the first set of filters (a).

If desired, select a second filter from the drop down menu of the second set of
filters (b).

Type a value into the third filter text field (c) (this is the criteria that you are

searching for).
*Example: If you are searching for a May 25, 2005, use ‘05/25/05’ without the quotes.
**Example: If you are searching for occurrence of a word, put that word into the text field

(©).

Click the Select button to view the program.
*Note: Once viewing the program, you can edit the program clicking Edit from the Task
Pane.

@] O]

Category | All Categories v
Organization |

w b W

Begin Date

Ending Date
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Spell Check

At various times in the PBPS, you will have the opportunity to click the Spell Check
button. The spell check combs through the text data fields and reports anything that

looks like a typo.
*Note: At any time, you can exit the spell check by clicking the Close button.

1.

5.

6.

¢

Click the Spell Check button.
*Note: If there are misspelled words, you will have the opportunity to change them.
**Note: If all the words are spelled correctly, a pop up notification will appear saying the
spell check is complete. Click OK.

Review the “Problem Word”.

If the “Problem Word” is spelled correctly, click Ignore.
*Note: If the problem word is spelled correctly and it is used repeatedly in the form, click
the Ignore All button.

If the “Problem Word” is not spelled correctly, select an alternative from the

Suggestions: drop down menu and click the Change button.
*Note: If the proper word is not displayed in the Suggestions drop down menu go to the
next step.
**Note: If there are multiple identically misspelled words, you can change all of them by
clicking the Change All button.

If the proper word is not displayed in the Suggestions: drop down menu, type
the proper word in the Change To: text field and click the Change button.

A pop up naotification will appear when the spell check is complete. Click OK.
*Note: The spell check window will close automatically when you click OK.

‘demo.kithost.net - Check Spelling - Microsoft Internek Ex

KIT Check Spelling
Problem Rl =il
Problem WordE
Change to: 3
Suggestions: B8

Context:

lgnare All Change All

(&) Done I_ I_ I_ I_ I_ 4 Internet g
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Index Table Printouts

Index of Risk and Protective Factors

Factor
Domain
Community
Community
Community
Community
Community

Community

Community
Community
Community
Community
Family
Family
Family
Family
Family

Family

Peer
Peer
Peer
Peer
Peer
Peer
Peer
School
School
School
School
School

j Protective
~ Protective
__Protective

Factor Name

Support Activities
Community: Healthy Beliefs and Clear Standards
Community: Bonding (opportunity, skills, and recognition)

- Organizing Activities

Availability of Drugs

Community Laws and Norms Favorable to Drug Use, Firearms
& Crimes

Media Portrayals of Violence

Transitions and Mobility

: Low Neighborhood Attachment & Community Disorganization

Extreme Economic Deprivation
Family: Healthy Beliefs and Clear Standards
Family: Bonding (opportunity, skills, and recognition)

~ Family History of Problem Behavior
~ Family Management Problems

Family Conflict
Favorable Parental Attitudes & Involvement in the Problem
Behavior

~ Peer: Bonding (opportunity, skills, and recognition)
~ Peer: Healthy Beliefs and Clear Standards

Social Skills
Friends Who Engage in the Problem Behavior
Favorable Attitudes Toward the Problem Behavior

~ Early Initiation of the Problem Behavior
~ Rebelliousness

School: Healthy Beliefs and Clear Standards
School: Bonding (opportunity, skills, and recognition)

~ Early and Persistent Antisocial Behavior

Academic Failure Beginning in the Late Elementary School
Lack of Commitment to School

Page 87 of 97



Index of Services

Service .
Code Service Type
Alcohol and Drug-free
STAO1 Dances and Parties (one
time basis)
Alcohol-and Drug-free
STAO2 Dances and Parties
(recurring basis)
STAO3 Community Drop-In Centers
STAO4 Community l?lfqp—ln Center
Activities
STAOS Community I.Dl.’o_p—ln Center
Activities
STAO06 Community Services
Youth/Adult Leadership
STAO7 Functions (One-time basis)
Youth/Adult Leadership
STAO8 Functions (Recurring basis)
STCO1 Accessing Se_rwces and
Funding
STCO2 Assessing Community Needs

PBPS User Manual

Count Method

Alcohol and drug-free dances and parties are counted in the data set as a
single prevention service (Service Type Code=STAO01).

Alcohol and drug-free dances and parties are counted in the data set as a
recurring prevention service if they occur on a routine, regular basis
(Service Type Code=STAO02). Record the service population.

The number of community drop-in centers is counted in the data set once
at the beginning of the year as a single prevention service.
Activities conducted at the community drop-in center are counted in the
data set as a single prevention service. Count the number of attendees.
Record the service population.

Activities conducted at the community drop-in center are counted in the
data set as a single prevention service (Use Service Type Code STA04). If
the service meets the definition of recurring, count as a recurring
prevention service (use Service Type Code STAO05). Record the service
population and the demographics.

Community Services are counted in the data set as single prevention
services. Count the number of attendees that participated in the event, not
the recipient of the event (i.e., count the number of youth repairing the
buildings, not the number of buildings repaired). Record the service
population.

Youth/adult leadership services are counted in the data set as a single
prevention service (Service Type Code=STAQ06)

Youth/adult leadership services are counted in the data set as a recurring
prevention service (Service Type Code=STAOQ7) if they occur on a routine
basis. Record the service population.

Accessing services and funding activities are counted in the data as single
prevention services. Record the service population.

Assessing community needs are counted in the data set as the number of

Count
Code
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Service . ' ~ Count
Code Service Type Count Method Code
needs assessments conducted. Count as a single prevention service when
it is completed. Record the service population.

. ' Community and volunteer training services are counted in the data set as a -
Community and Volunteer

STCO3 - single prevention service. Count the number of attendees who completed S
Services L . -
the training. Record the service population.
STCO4 Formal Community Teams Community team services are counted only once in the data set as single s
] _ prevention services when the team is formed. ]
STCOS Community Team Activities Community team activities are counted in the data set as single prevention s

services and are recorded as the number of sponsored events.
Training services are counted in the data set by the agency or individual
who conducted the training. Count as a single prevention service (use
STCO06 Training Services Service Type Code STCO06). If the service meets the definition of recurring, S
count as a recurring prevention service (use Service Type Code STCO7).
Record the service population and demographics.
Training services are counted in the data set by the agency or individual
who conducted the training. Count as a single prevention service (use
STCO7 Training Services Service Type Code STCO06). If the service meets the definition of recurring, R
count as a recurring prevention service (use Service Type Code STCO7).
Record the service population and demographics
Technical assistance services are counted in the data set as single
prevention services (use Service Type Code STC08). If the service meets
the definition or recurring, count as a recurring prevention service (use
Service Type Code STC09). NOTE: Attendance at professional meetings is
not recorded in the data set. Record the service population and the
demographics.

Technical assistance services are counted in the data set as single
prevention services (use Service Type Code STC08). If the service meets
the definition or recurring, count as a recurring prevention service (use
Service Type Code STC09). NOTE: Attendance at professional meetings is
not recorded in the data set. Record the service population and the
demographics.

STCO08 Technical Assistance

STCO09 Technical assistance

STC10 Systematic Planning The count should be one for each plan developed. ' S
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Code Service Type
Children of Substance
STEOL Abusers (COSA) Groups
STEO2 Classroom Educatlonal
Services
STEO3 Education Services for Youth
Groups
STEO4 Parentlng/Famll_y
Management Services
STEO5  Peer Leader/Helper Programs
STEO6 Small Group Sessions
STNO1 Clearinghouse/Information
Resource Center
STNO2 Health Fair
STNO3 Health Promotion
STNO4 Audiovisual Material
Development
STNOS Printed Material
Development
STNO6 Curriculum Development

PBPS User Manual

Count Method

COSA educational groups are counted in the data set as recurring
prevention services. Service Type Code=STEO1.

Classroom educational services are counted in the data set as recurring
prevention services. Service Type Code=STEO2. NOTE: A one-time
presentation should be counted as a speaking engagement.
Education services for youth groups are counted in the data set as
recurring prevention services. Service Type Code=STEOS3.
Parenting/family management services are counted in the data set as
recurring prevention services. Service Type Code=STEO04.

Peer leader/helper programs are counted in the data set as recurring
prevention services. Service Type Code=STEOQ05.

Small group sessions are counted in the data set as recurring prevention
services. Service Type Code=STEO6.

A clearinghouse/information resource center is counted in the data set only '

once usually at the beginning of the reporting year. Categorize as a single
prevention service. Use Service Type Code STNO1. Record the service
population as SP99 (not applicable).

Health fairs are counted in the data set as a single prevention service. Use -

Service Type Code STNO2. Record the service population.

Health promotion services are counted in the data set as single prevention '

services. Service Type Code=STNO3. Record the service population.

Materials development services are counted each time a new document (or

PSA) is developed and is ready for dissemination or use. It is counted as
the number of original documents (or PSAs) developed. Count as a single
prevention service. Record the service population.

Materials development services are counted each time a new document (or

PSA) is developed and is ready for dissemination or use. It is counted as
the number of original documents (or PSAs) developed. Count as a single
prevention service. Record the service population.

Materials development services are counted each time a new document (or

PSA) is developed and is ready for dissemination or use. It is counted as
the number of original documents (or PSAs) developed. Count as a single

Count
Code
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Service .
Code Service Type
STNO7 Newsletter Development
Public Service
STNO8 Announcement (PSA)
Development
STNO9 Resource Directory
Development
STN10 Audpwsugl M:.:\terlal
Dissemination
STN11 Prl'nted Matgrlal
Dissemination
STN12 Curriculum Dissemination
STN13 Newsletter Dissemination
Public Service
STN14 Announcement
Dissemination
STN15 Resqurce pwe_ctory
Dissemination
STN16 Media Campaigns

Dissemination

PBPS User Manual

Count Method

prevention service. Record the service population.

Materials development services are counted each time a new document (or

PSA) is developed and is ready for dissemination or use. It is counted as
the number of original documents (or PSAs) developed. Count as a single
prevention service. Record the service population.

Materials development services are counted each time a new document (or

PSA) is developed and is ready for dissemination or use. It is counted as
the number of original documents (or PSAs) developed. Count as a single
prevention service. Record the service population.

Materials development services are counted each time a new document (or

PSA) is developed and is ready for dissemination or use. It is counted as
the number of original documents (or PSAs) developed. Count as a single
prevention service. Record the service population.

Materials dissemination services are counted in the data set as the quantity '

of items disseminated.

~ Materials dissemination services are counted in the data set as the quantity -

of items disseminated.

Materials dissemination services are counted in the data set as the quantity '

of items disseminated.

Materials dissemination services are counted in the data set as the quantity '

of items disseminated.

PSAs are only counted once-when the PSA airs for the first time. Count as
a single prevention service. Record the service population

 Materials dissemination services are counted in the data set as the quantity -

of items disseminated.

Media campaigns are counted once in the data set when the campaign has -

been distributed to the vendor who will promote it (e.g., when the ads are
printed in the paper or the store owner puts up the signs). Count as a
single prevention service. Use Service Type Code STN16. Record the
service population.

Count
Code
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Code Service Type

STN17 Speaking Engagements

STN1S Telephone I!'lformatlon

Services
Employee Assistance
STPO1 Programs (One-time basis)
STPO2 Employee As:3|§tance _
Programs (Recurring basis)

STPO3 Student ASS|§tance P_rograms
(One-time basis)

STPO4 Student Asss_tance P_rograms
(Recurring basis)

STPO5 DUI/DWI/MIP Programs

STPO6 Prevention Assessr_nent and
Referral Services

STVO1 Environmental Co_n_sultatlon
to Communities

Preventing underage sale of
STVO02 tobacco and tobacco

Products-Synar Amendment

PBPS User Manual

Count Method

Speaking engagements are counted in the data set as single prevention
services. Use Service Type Code STN17. Record the service population.
Telephone information lines are counted in the data set as the total
number of calls received during the month. Count as a single prevention
service. Service Type Code=STN18. Record the service population.
Employee assistance programs are counted in the data set as single
prevention services (Service Type Code=STPO1), or if they occur on a
routine basis, count as a recurring prevention service (Service Type
Code=STPO02). Record the service population.

Employee assistance programs are counted in the data set as single
prevention services (Service Type Code=STPO01), or if they occur on a
routine basis, count as a recurring prevention service (Service Type
Code=STP02). Record the service population.

Student assistance programs are counted in the data set as recurring
prevention services. (Service Type Code=STP03). Record the service
population.

If the service meets the definition of recurring, count as a recurring
prevention service (use Service Type Code STP04).

DUI/DWI/MIP programs are counted in the data set as recurring prevention '

services. Use Service Type Code STPO5. Record the service population as
People Using Substances (Service Population Code SP16).

Prevention assessment and referral services are counted in the data set as

single prevention services. Use Service Type Code STOO06. Record the
service population
Environmental technical assistance to communities is counted in the data
set as a single prevention service. Use Service Type Code STVO1. Record
the service population.

Preventing underage sale of tobacco and tobacco products activities is
counted in the data set as a single prevention service (e.g., conducting
compliance activities). Use Service Type Code STV02. Record the Service
Population. If the service meets the definition of recurring (e.g., 6 week
vendor education), count as a recurring prevention service (use Service
Type Code STVO2R.

Count
Code
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Service .
Code Service Type
Preventing Underage
STVO3 Alcoholic Beverage Sales
STVO4 Establlshlng ATOD-Free
Policies

Changing Environmental

STVO05 Codes, Ordinances,

Regulations and Legislation
STV06 Public Policy Efforts

PBPS User Manual

Count Method Count
Code
Preventing underage alcoholic beverage sales activities is counted in the
data set as a single prevention service. Use Service Type Code STVO03.
Record the service population. If the service meets the definition of S
recurring, count as a recurring prevention services (use Service Type Code
STVO3R).
Establishing ATOD-free policies activities is counted in the data set as a
single prevention service. Use Service Type Code STV04. Record the s

service population. If the service meets the definition or recurring, count as
a recurring prevention services (use Service Type Code STVO4R). ]
Changing environmental codes, ordinances, regulations, or other legislation
is counted in the data set as a single prevention service. Use Service Type
Code STVO5. Record the service population. If the service meets the S
definition of recurring, count as a recurring prevention service (use Service
Type Code STVO5R).
Public policy change activities are counted in the data set when the
campaign is completed. Count as a single prevention service. Use Service S
Type Code STV06. Record the service population.
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Index of Service Population

Service Population Code

SPO1
SPO2
SPO3
SP0O4
SPO5
SPO6
SPO7
SPO8
SP0O9
SP10
SP11
SP12
SP13
SP14
SP15
SP16
SP17
SP18
SP19

SP20

SP21
SP22
SP23
SP24
SP25
SP26
SP27
SP28
SP98
SP99

Service Population Description

Business and Industry
Civic Groups/Coalitions
College Students
(COSAs) Children Substance Abusers
Delinquent/Violent Youth
Economically Disadvantaged Youth/Adults
Older Adults
Government/Elected Officials
Elementary School Students
General Population
Health Professionals
High School Students
Homeless/Runaway Youth
Middle/Jr. High School Students
Parents/Families
People Using Substances
People with Disabilities
People with Mental Health Problems
Physically/Emotionally Abused People
Pregnant Females/Women of Childbearing
Age
Preschool Students
Prevention/Treatment Professionals
Religious Groups
School Dropouts
Teachers/Administrators/Counselors
Youth/Minors
Law Enforcement/Military
Gays/Lesbians
Other
Not Applicable

Page 94 of 97



PBPS User Manual

State Benchmarks

Number Description
_______________________ 1. Reduce alcohol-related motor vehicle crash deaths
2. Reduce illicit drug-related deaths, alcohol, and tobacco
3. Reduce the number of young people in Grades 9 through 12 who reported that they rode, during the previous 30 days,
_______________________ with a driver who had been drinking alcohol
4. Increase the percentage of students reporting that they feel safe in school
5 Reduce the percentage of youth at risk because they do not perceive communities as having strong laws and norms against

substance use

6. Improve bonding and strong attachment to family. (Data for this objective are available for limited communities in the
state, not a representative sample.)

Increase opportunities for pro-social involvement of youth in their community.

Increase rewards for pro-social involvement in the community.

Improve academic achievement for all students.

: 10. Reduce the percentage of students at risk due to low commitment to school.

11. Reduce the number of truant students defined as students who have five unexcused absences in a month or ten unexcused
absences in a year.

: 12. Increase high school completion rate.

~13a. Reduce the proportion of youth reporting use during the past 30 days of alcoholic beverages

13b. Reduce the proportion of youth reporting use during the past 30 days of marijuana

', 13c. Reduce the proportion of youth reporting use during the past 30 days of any illicit drug (includes marijuana)

13d. Reduce the proportion of youth reporting use during the past 30 days of cigarettes

_______________________ 13e. Reduce the proportion of youth reporting use during the past 30 days of smokeless tobacco

~14. Reduce back to 1990 levels, the proportion of youth reporting binge drinking during the past two weeks

~15a. Reduce the proportion of (college age), 18- to 24-year-olds reporting sometime in their lives binge drinking

15b. Reduce the proportion of (college age), 18- to 24-year-olds reporting sometime in their lives use of marijuana

lllllllllllllllllllllll 15c. Reduce the proportion of (college age), 18- to 24-year-olds reporting sometime in their lives use of any illicit drug

- 15d. Reduce the proportion of (college age), 18- to 24-year-olds reporting sometime in their lives use of cigarettes

~16a. Increase abstinence by pregnant women any use in the past month

_______________________ 16b. Increase abstinence by pregnant women binge drinking

~16c. Increase abstinence by pregnant women illicit drugs

16d. Increase abstinence by pregnant women cigarette smoking

17a. Increase the percentage of youth who perceive the harmfulness of smoking one or more packs a day
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Number Description

17b. Increase the percentage of youth who perceive the harmfulness of regular binge drinking

17c. Increase the percentage of youth who perceive the harmfulness of regular marijuana use

: 18a. Increase the average age of first use of all substances to age 16 alcohol

18b. Increase the average age of first use of all substances to age 16 tobacco

18c. Increase the average age of first use of all substances to age 16 marijuana
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Default Permissions for Titles (Job Classifications) in PBPS

Cou_nty Preve_nt!on Contractor Consultant Volunteer Program Intern
Coordinator Specialist Aide

Administration

Organization Full Full Read Read Read Read Read

Staff Info Full Full None None None none None

Admin Time Full Full Write Write Write Write Write
Evaluation

Individual Assessment Full Full Full Full None Read None

Program Full Full Read Read None None None
Activities

Data Collection Forms Full Full Write Write Write Write Write

Participant Full Full None None None None None

Single Service Full Full Write Write Write Write Write

Recurring Service Full Full Write Write Write Write Write
Planning

Factor Planning Full Full Read Read Read Read None

Goal/Objective Full Full Read Read Read Read None

Coalition

Org Registration Full Full Full Full Full None None

Member Registration Full Full Full Full Full None None

Meetings Full Full Full Full Full None None

Coalition Report Full Full Full Full Full None None

Assessment Full Full Full Full Full Full Full
Reports

Monitor/Analysis Full Full Full Full Full Full Full

Service Full Full Full Full Full Full Full

Administration Full Full Full Full Full Full Full

DBHR Review Full Full Full Full Full Full Full

CBC/CPTS Full Full Write Write Write Write Write

None The user has No Access to forms. The menu buttons will appear but will not function (“grayed” out).

Read The user will only be able to view the data. Consequently the user will not be able to add, edit or delete anything
Write The user will be able to view the data and add or edit the forms. The user cannot delete the forms

Full The user has full administration rights to the forms. Thus this person can view, add, edit, and delete the forms.
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