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TIPS FOR USING THE APPLICATION EFFECTIVELY

Recommended Computer Settings

Screen Resolutions

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

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

Web Browser

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

Pop-Up Blockers

Modern computer security technology and usability features development have led to pop-up blocking. Although this new feature of Internet browsers, toolbars and other 3rd
party managing software blocks hazardous and annoying pop-ups, sites like the North Carolina POPS require pop-ups to be able to function. If your pop-up blocker is enabled,
then there is a possibility that North Carolina POPS may not function or appear properly. You should either disable the pop-up blocker while using the NC POPS (while
remembering to enable it, if desired, when not using the North Carolina POPS) or create exceptions for the pop-up blocker. Although enabling and disabling the pop-up
blocker may be cumbersome, it may be easier than making exceptions to the pop-up blocker.

To create exceptions for the pop-up blocker, open your internet browser window. If using Internet Explorer, click the top toolbar option “Tools” and then go to “Internet
Options”. After the Internet Options window is available, you will want to click on the “Privacy” tab at the top of the window. You will notice while on the “Privacy” tab at the
bottom will be a section on Pop-Up Blockers. If you “Block pop-ups” checkbox is checked, click on the “Settings” button to allow for exceptions. You can now add the NC
POPS links to the “Allowed Sites” list which the pop-up blocker will ignore when trying to block pop-ups from the North Carolina POPS. You will want to add
https://kitservices2 kithost.net/ for the Live system and http://demo.kithost.net/ for the Training system. Once these sites are added to your “Allowed Sites” list, the pop-up
blocker should no longer prevent pages from loading and appearing while you are using the North Carolina POPS.

*Note: These are instructions for Internet Explorer 7.0 and may be different for other Internet Explorer versions.
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Application Navigating

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

Menu Information

The Menu for the service is located across the top of the screen. Some Menu categories may be broken down into submenu categories to choose from. The Menu categories

list the main modules that are within the application. When a Menu category is selected a list of submenu categories will be displayed on the Landing Page as links to access
the modules. (For more information on Landing Pages, see the Landing Page section.)

1. Menu Constant (unchanging). Available at all times.

2. Landing Page Varies depending on which Menu category is selected. Displays the Submenu Categories.
3. Submenu Category Varies depending on which Menu category is selected.

4. Listing Page Varies depending on which Submenu Category is selected.

Current LME: Catawba Change L ME Selection Swanson, Heidi (502) Logout Current LME: Catawba Change LME Selection Swanson, Heidi (502) Logout

|5k [ P &t | 5 PR Tl

Assessment  Capacity  Planning  Implementation  Evaluation M d L= .rI xLL Assessment Capacity Planning  Implementation  Evaluation !::: d I .rI l[L
Repors K ledge-base L iati Support Repors ki ledge-base C icati dministrati Support

= | Settingsa [ grate ' [1C = | settingsa

Home = Adrministration

* Organization : TS 5T P —— 4. Listing
Organization Module 2. Landlng Show Al Advanced Search Page
* Staff Page and Back | FiE: I_. Namew Last mane User ID Sralus
a Select Heidi Swianson hgwansan Active
Staff Module 3. Submenu Select hary Jones mjones Active
* Admin Time Category list Select Robert Gardner rgardner Aclive
e — Select Taylor Gardner tgardner Active
i lime hoduls Select Bl Fran hill Active

* Change Password 1
Change Password Module

(This is a sample screenshot displaying a Listing Page (4))
(This is a screenshot displaying the Menu (1), a Landing Page (2) and a Submenu Category list (3))
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The top of the menu provides links to the Home (Home) page and to (Log
Out) of the application. The Provider ID number is listed as well as the user
currently logged into the application.

Bread Crumb Trail

A “Bread Crumb Trail” is provided to indicate where you currently are in the
application. The links provided in the Bread Crumb Trail also allows you to move
backwards in the application.

North Carolina LME User Manual

Current LME: Catawba Change L ME Selection Swanson, Heidi {(502) Logout

o i

Link to Home

> < =y =w
A35E59 page aning Implementation  Evaluation : y B (= ? |'I_ﬂ @}]
U reports K ledge-h” < icati Admini/ gn  Support
ser = ‘ttings 4
currently .
Haone » Assessment . Pr0V|de|' ID
E logged in
Data Sources number .
Data Source Module Link to LOg
* Problem Statements Out

Problem Statement Wadule

¥ Show SiteMap

Current LME: Catawba Change L ME Selection Swanson, Heidi {502) Logout

= : T
mE ] | ] a5
Assessment Capacity  Flanning  Implementation  Evaluation ‘:j .E ‘\_,;rrl |£I I’.LL

Reports  Knowledgs-base L icati dministrati Support
! Bread Crumb o
Haore » Assessment Tra”

* Data Sources
Data Source Module

Settings «

* Problem Statements
Problem Statement Wadule

¥ Show SiteMap

6 © KIT Solutions® 2010



Understanding the Landing Page

When first entering a module you may see a list of the entire categories associated with that module. This is called a “Landing Page”. The Landing Page of a module provides

a description of what can be done in that module as well as listing each category as a link to the Listing Page and entry forms. (For more information on the Listing Pages, see the Using
the Listing Page section.) No data is entered on the Landing Page.

Current LME: Albemarle Change | ME Selection Swanson, Heidi {(502) Logout

[ [ &) PR = i
Assessment Capacity Planning  Implementation  Evaluation I::: | '-:,---'rI |M tlu
Reports K ledge-base L icati dministrati Support

Ac | trIa = Settings «
To opena Category: Home = Administration

. . . Organization
L] C“Ck on the Landmg Page SmeenU Category ||nk. Organization Module Submenu

Staff Category link
Staff Module

Admin Time
Adrmin Tirme Module

Change Password
Change Passward Module

(This is a screenshot displaying a Landing Page)
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Using the Listing Page

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

Understanding the Grid View
The Grid View displays the data in tables. Specific pieces of data will be displayed within the Grid based on the fields within the entry/edit form.

Current LME: Albemarle Change | ME Selection Swanson, Heidi (502) Logout

. . . L. . . . Assesament Capacity Planning  Implementation  Evaluation A |2 &LH
1. When first viewing a Listing Page, all of the data is available for Searching. e B e ) st S
Click the select (Select) link to the left of the data you would like to edit/view. : — & settings 4
2. You will be taken to the entry/edit screen. This page will be in edit mode (all Grid View
data fields will be open for data entry). Make any changes needed to the form. il © ©ulvarced dea _
Click the (Save) button to save the changes. Hack | — R—— —— w—
Select tdary Jones mjones Active
Select Rohert Gardner rgardner Active
Select Taylar Gardner toardner Active
Select Bill Fran hill Active
1
(This is a sample screenshot displaying a Listing Page)
Tips

e Clicking on the field name in a Category field (e.g., Eistiames") will allow you to sort through your files in ascending or descending order.

e The Page numbers (e.g. 12345) beneath the grids allows to you move from page to page within the specific listing page. There is a maximum of 8 items in a grid, so once you exceed
8, the application automatically updates the grid to page 2. To get to a desired page click on the number and you will go to that specified page.
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Advanced Search

osnonn I

Tirst Namew Last Name User ID Status
Select B Swansan hswansaon Active
o Click the =270 (Show All) radio button to see a list of all data that has been Select Jones miones Active
Select ShOW A” Gardner rgardner Active
enterEd- Select [E=V[] ¢ Gardner tgardner Active
Select Bill Fran hill Active

(This is a sample screenshot of a Data Grid displaying the Advanced Search tab.)

osvoun I

Eirst Na v Last Name User ID Status
Select Heidi Swansan hswansan Active
) . Select Mary Jones mjones Active
e To filter a search, click the - (Advance Search) tab located at the top of ~ zelect robi Advanced Gardner rgardner Active
the Grid Select Taye  Search tab Gardner tgardner Active
e Gria. Select Bill Fran hill Active

(This is a sample screenshot of the Advanced Search displaying the Choose From All option

selected.)
e Once you have selected the Advanced Search feature, you will need to select a O ®
Category from the dropdown list. Then select an option from the three search Filters
filter fields. Once the three search filter fields have been selected, click the Category |[EET, <
(Go) button to see the search results. — B 3

e The three search filter fields are used in the following methods: - o . .
(This is a sample screenshot of Advanced Search displaying the Or Select a Filter option selected.)

1. The first search filter will display the search categories to choose from.

2. The second search filter allows you to specify how you wish to search.

3. The third search filter is the search criteria. This field will change based
on the second search filter selected.
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Current LME: Alamance-Caswell-Rockingham Bodell, Charlie (LME1) Logout

Edit Forms ;
. . . . .. ) ) ) Evaluation |k | R =
The Edit Form contains the fields for entering and editing data. The buttons for AEECIIET SRana RETNNG: JORRTeran - el L 4 g ;DJ
saving, cancelling, deleting, printing, and in some cases, adding and editing, are St 5G| [ settings 2
available. (See the Data Fields and Button section for additional details on the function of these P —
bUHOI’lS.) s Permission
Login Information
e Ifyou clicked the 2 ' (Add) button to enter new information into a form, the Ad_d T | —
Edit Form data fields will be blank. =t
. . . . . Delete General Information
e When selecting the Select (Select) link to view existing data, the Edit form data — T
fields will display the data entered/selected previously. These fields may be _ ————— _—
e . Print First Name [_ | Last Name | lones 1
modified, if needed. — —
Help Title |Fiscal Agent

(This is a sample screenshot displaying an Edit Form.)

Computer Keys

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

Key Description Function
\3 The Cursor Points to desired location
= The TAB key Moves the cursor to the next data field
& Hold down the SHIFT key and then press the TAB key Moves the cursor to the previous data field
= The Control (Ctrl) key Enables blocked material to open (due to pop-up blocker)
Use the MOUSE by pointing and clicking to move the cursor Moves the cursor by pointing and clicking

North Carolina LME User Manual 10 © KIT Solutions® 2010



Data Fields and Buttons
In the North Carolina POPS there are several fields, boxes and buttons that are used to collect and store data.

Type Preview/Description
Text Field (aka Text Box) (fill in the blank)
Dropdown List (aka Pull Down Menu) Please Select L (select one)
Radio Buttons @® Selected © Not Selected
Check Boxes Selected L1 Not Selected
First Name A yellow box around a field denotes a required field
Site Map Displays all of the modules and Submenu Categories of the NC

POPS

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

Tips

o Allthe fields within a yellow box are required fields. These must have a value entered before the record can be saved.
e You can type an identifying letter of an item in a dropdown list and the first selected beginning with that letter will appear in the box.
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Current LME: Alamance-Caswell- Rockingham Bodell, Charlie (LME1) Logout

A =

Assesstnent Capacity  Planning  Implementation e %ﬁ !_&I
SiteMap Repors  Knonledgebase G
Home £ & | settingsa
The SiteMap displays a list of the modules and links that are available within the Horne
application. If you click on an available link, you are taken directly to the Listing page. I
; La!_lnch "G.ettlng. S.tarted"_Hg\gThls tool W|I_I
*  Toview the SiteMap, click on the link entitled Y Show SiteMap (show SiteMap). ~ £vents guide youthrough some il steps of usng
¥ Lalendar
Show
SiteMap link
¥ Show SiteMajr
(This is a partial screenshot of the Home page.)
+ Hide SiteMap
Data | ‘urces Coalitions Choose Targeted Partici its Individual ahysis eb Sources
Probld Coalition Factors Falicy Assessment Senvice Events Calendar
Stater| Organizati Zoals0l Single Service Sate and Drug Free CountywTribe Ewents Manager
Coalition Programs Recurring Senice  Schoals DASA Report
Multiple-Classroom Inzt i [u] Support Site
Hide SiteMap | Semice Outcome Statf
. ittees Synar Service Ehl Instruments fdmin Time
link Hion Data Collection £b Insh t: Change Password
e Once the SiteMap is open, click on the * Hide SiteMap (Hjde SiteMap) link to teina HSE pase
close the table. [

Eegister Mentee
Mentor Mateh

Mentor Senvice

Group-Suppaort
Avctivities
Group-hatch
Activities
Mentoring Sunevs
Mateh Closure

(This is a sample screenshot of the SiteMap on the Home Page.)
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Edit Form Buttons

Information is entered and edited on the computer screen through data entry/edit forms. The table below summarizes the buttons used to enter/edit information located to the
left of each form. This is referred to as the “left toolbar”.

Search Searches for information on the criteria (e.g. staff name) that you specify
Add Must be pressed first to add new information to a form
Edit Allows the Edit Form fields to be “open” for modifications
Save Adds the information on a form to the NC POPS database
Print Prints the information currently on the form
Help Displays the Expert Help screen
Back Returns you to previous screen

Delete Removes the information currently on a form from the database

Cancel Cancels the Add or Edit without saving any information entered

North Carolina LME User Manual 13
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Additional Buttons
Each page within the North Carolina POPS offers additional help to the user. Click on one of the icons to receive the help needed.

= Prints the information currently on the form.
& The Chat feature enables users to get immediate assistance from the Customer Support department through an instant messaging system.

Below are some additional buttons that may appear within a form.

Export Downloads the selected file into the desired format.

Opens the information in the enter/edit form for viewing or modifications

Expands the list of available items.
Closes the list of available items.
a Returns selected item to list of available items.
) Opens an Excel spreadsheet displaying the information on the Listing Page
[ Opens a Word document displaying the information on the Listing Page
Settings 4 Changes the text size by clicking on the radio button in front of the desired test size. (For more information, see the Settings section)
o Denotes a Note with more information regarding a field
@ Identifies potential errors in text and provides suggestions to correct the errors.
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Check Spelling

A Spell Check feature helps eliminate spelling errors. The Spell Check feature will
look at any words written within a text box or field and give alternative spelling

options to choose from.

When the @ (Check Spelling) button has been selected, a new window opens

displaying the Check Spelling Page.

Option

Change to: |error

Suggestions |error v

gnore

lgnore All

Change
Change All

Close

North Carolina LME User Manual

<2 http://demo.kithost.net - Untitled Page - Microsoft Internet Explorer

Problem |[Motindictionany:
Problem Word |errer
Change to: |error

Suggestions |error v

Context this is 3 test to =ee if wou get an with useing the
feature

[ lgnare ] [ lgnare All ] [ Change ] [ Change All ] [ Cloge ]

(This is a sample screenshot of the Check Spelling page.)

Description

When the (Change) button is clicked, the value in the Change to box will replace the highlighted misspelled
word and the Spell Checker will continue to the next word. You may type in this field if an appropriate suggestion is not
present in the Suggestions dropdown.

A dropdown list of spelling suggestions for the misspelled word.

If the word is misspelled but not available as an option in the Suggestions dropdown, you may type the correct spelling
in the Change to box.

Disregards the misspelling in the highlighted word only and continues to the next word.

The next occurrence of the misspelled word will be highlighted for correction.

Disregards the misspelling in the highlighted word and all future occurrences of the word.

You will no longer be prompted to fix the spelling. An example when to use this is if your name was highlighted as
misspelled.

Changes the spelling of the highlighted word to the selected Change to word.
Changes the spelling of the highlighted word to the selected Change to word and all other occurrences of the word.
Closes the Check Spelling window.
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Settings

You can alter the size of the text on a form by using the = sewns=« | (Settings) option

O sman Provides the smallest text size
@ Medium Provides a medium(default) text size

O Large Provides the largest text size

1. Click the ' s=me=2  (Settings) button.
. Select the Text Size by selecting the appropriate radio button.
3. Click the ==t (Set) button.

*Note: Click the - €an¢¢! | (Cancel) button to cancel the changes.

Chat Feature

The Chat feature enables users to get inmediate assistance from the Customer
Support department.

When the & (Chat) button has been selected, a new window opens prompting
to run the LogMeInRescue application. You must run this application in order to uti
the chat feature.

Tips

. Clicking on one of the o (Radio) button changes the text size from smallest to largest.

File Download - Security Warning

Do you want to run or save this file?

Mame: Support-LogMelnRescue. exe
Type: Application, 752 KB

From: secure.logmeinrescue,com

Fun ] [ Save ] [ Cancel

you
lize

YWhile files from the Internet can be useful, thiz file type can
o potentially karm your computer. [F you do not trugt the gource, do not
run of save thiz zoftware. What's the risk?

(This is a sample screenshot of the Run the LogMelnRescue message.)

e You will need to install the LogMeln applet in order to connect with Support. This is a free download.

e The installation may take a few minutes.

North Carolina LME User Manual
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LOGIN PROCEDURE

Connect to the Internet using an Internet browser. In the Address field, type in the following address and press enter:

Live Data: https://kitservices2.kithost.net/ncprevent2010/

Type the login name provided by your acting administrator in the User ID field.
Type the password in the Password field.

Type the provider number in the Organization ID field.

Click the (Login) button.

> ow e

Demo Data: http://demo.kithost.net/ncprevent2010/

Login fo get starfed!

This is the DEMO Version
Click here to go to the LIVE Version

User ID | |

Password |
Organization ID |
Login

| forgot my Password!

\ To log out of the application, click the ERELE (Log Off) link in the upper right hand corner.

W lk, .

Loain button

(Login Screen)

£ &

Server Maintenance
Maintenance

on: Thursday, 10/23/2008 10P
EST

Server Maintenance

Marmal Maintenance

on: Sunday, 10/192008 10PM to
4AM EST

Server Maintenance

Maormal Maintenance

on: Sunday, 11/16/2008 10PM to
4AM EST

Server Maintenance

Mormal Maintenance

an: Sunday, 12/14/2008 10PM ta
1AM EST

Settings 4

b s

*Notes: Announcements pertaining to scheduled maintenance are displayed on the Login screen.

On the Login screen, you can select the Live version of the application or you can select the DEMO version which allows for entering data on a practice. To obtain DEMO login information, contact

KIT Support.

Tips
e The User ID IS NOT case sensitive.
e The Password IS case sensitive.

e Login information is provided by the Acting Administrator.

North Carolina LME User Manual
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Forgot Password?

& settings 2

Login to get started! |

If you are unable to log into the NC POPS due to forgetting your User ID or et . Server Maintenance 1
) o ) o ; . . is is the DEMO Version RS
Password, you can retrieve this information by clicking the link entitled “| forgot my Click here to go to the LIVE Version on- Salurday, 71 22008
PaSSWOI'd"’ aniide |:I Forg()t Server Maintenance
Password Password Mormal Mairtenance

- . on: Saturday, 81672008
Organization 1D | link
Server Maintenance
Login Mormal Maintenance
on: Saturday, 91 32008

| forgot my Password!

Server Maintenance

1. Type the login name provided by your acting administrator in the User ID* field. Request By Email
2. Clickthe s (Send It!) button. Email | |
*Note: Click the ¢ance! | (Cancel) button to cancel the request.
Send It! Send It! Cancel
*Note: You will receive an email with your login information as long as the email address entered button

matches the email address provided in the Staff module. (Forgot Password? Screen)

Tips
e You must be previously registered for Forgot Password feature to work.

North Carolina LME User Manual 18 © KIT Solutions® 2010



HOME

The Home page provides the organization with important messages, upcoming events and links to News regarding prevention.

Current LME: Alamance-Caswell-Rockingham Change | ME Selection Bodell, Charlie (504) Logout

Agsessment Capacity Planning  Implementation  Evaluation !sﬂ ,[d f\t;,_J
Reports ki -base C icati
Message L & | settings s
Messages Hofie Title

LME List | Alamance-Cag OCKINGam ¥

The Message section on the Home page is used post announcements.

1 1 H e H 3 ;unc. -';;;a.m .I:a; " He is tool wi
e Toopen a Message, click on the @ (plus sign) next to the Message title. The ~ [5.10/6/2008 Kick-Off Reception il ol oLt o A stés ALy

. . . . - . Frasid Ilh h t tweark and celebrate at a kick-off t 1 -
@ (plus sign) will become a & (minus sign). To close the description, click on e i s e SRR R RS R KIT Prevention Senice.

the & (minus sign).

My Calendar B

* Medication-Assisted Treatment for

Opioid Addiction in Opigid Treatment

Programs Inservice Training Based on
TIP 43

Detoxification and Substance Abuse

Treatment Training Manual Based an
TIF 45

Last Month's Observances and
Carmpaighs

\ *Note: Messages displaying on the Home page are entered at the state level.

(This is a partial screenshot of the Home page displaying an open Message.)

Current LME: Catawba Swanson, Heidi (LME3) Logout

Events . :
The Events link entitles you to see a full month’s display of events. pssessment Capashy Planning Implemertation =" B (8 o9 8l

£ &  settings s

e To view entered Events, click on the link entitled My Calendar to see a full

H H H
month’s display of Events. "
My Calendar Getting Started
*Note: The Events are added to the Home page from the Communications module. See Events link P e M
Manager for instructions. M J C.al.e.nn_;lar KIT Prevention Service.

(This is a partial screenshot of the Home page.)
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Current LME: Alamance-Caswell-Rockingham Bodell, Charlie (LME1) Logout

Getting Started s — —
Assessment Capacty Planning mplementaton oo U .[ﬂ [ &
Bepots  Knowledge-base C icati dministrat Suppod

e To view a guide through the initial steps of using the NC POPS application,

L& Settings
click on the Launch “Getting Started” Help link.

Hame
e A new window will open displaying some basic information about the NC POPS _ Getting -
application. —— Started link '_I;:_'n.ch. "Getting S{aned"_ﬂe_mhis tool wil
e To close the window, click on the [X] (X) in the upper right hand corner or click ~ Event T Brovertion Bomo oo oruse
. by Calendar
the Close (Close) link.
¥ Show SiteMap
North Carolina LME User Manual 20
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ASSESSMENT

The Assessment module allows the Local Management Entity (LME) to view the available data sources and problem statements of their specified organizations.

Data Sources
This section provides sources of secondary data to assist the user in the needs assessment process.

Current LME: Alamance-Caswell-Rockingham Bodell, Charlie tLME1. ;f. 1

Assessment  Capacity Planning  Implementation |ﬁl |d E-_,l:’-rl |@ ‘E @
1. Click Assessment from the Menu. Assessment & & settingss
. . Horne = A t
2. Click Data Sources from the Assessment Landing Page. e Data Source
Data Source Maodule |Ink

* Problem Statements
Frablem Statement Maodule

¥ Show SiteMap
(This is a screenshot of the Assessment Landing Page.)

Current LME: Alamance-Caswell-Rockingham Bodell, Charlie (LME® ,' ot |

3. Browse the Data Source list for the website or document you would like to view. SRR IS
. . . Jata o0 ( & &  settingsa
4. Click the Data Source link to open the website or document. g b Dt Souress
5. A new window will open displaying the website or document selected. B g
6. To close the new window, click the E3 (X) in the upper right corner. e e it e
COC (Wander’ Data SOUrce CDC (Wander)
Criminal Justice Statistics Center (CJSC) ||nk Criminal Justice Statistics Center { CISC)
Department af Public Instructions: School Crrre oo Department of Public Instructions: School Crime and wiolence
EPI Data with GIS Mapping Epidermiological Indicator Data displayed on a map
(This is a partial screenshot of the Data Sources Listing Page.)
North Carolina LME User Manual 21 © KIT Solutions® 2010



Tips

e Ifyou have a pop-up blocker on your computer, hold the CTRL (control) key on your keyboard down while selecting the link used to view the website or document.
e The left side of the table displays the Data Sources link and the right side of the table is the description of the Data Source.

e Clicking on the field name in a Category field (e.g., '2atassurce~’) wil| allow you to sort through the Data Sources in ascending or descending order.

North Carolina LME User Manual 22 © KIT Solutions® 2010



Problem Statements
This section allows you to view the problem statements of specified providers.

Current LME: Alamance-Caswell-Rockingham Bodell, Charlie {LME1 ; ut|

Repors ki ledge-base C icati dministrati TiansferTool  Support

1. Click Assessment from the Menu. Assessment & U settingsa
2. Click Problem Statements from the Assessment Landing Page. e

* Data Sources Problem
Data Source Module

. Statements
Problem Statements link

Prablem Statement Module

Y Show SiteMap
(This is a screenshot of the Assessment Landing Page.)

Current LME: Alamance-Caswell-Rockingham Bodell, Charlie (LME1) '

3. The LME field is automatically populated.
4. Select the provider from the Organizations dropdown list.

*Note: All is the defaulted view. If viewing a particular provider, select the provider from the dropdown list.

Reports K ledge-baze C icati dministrati TransferTool  Support

5. Select the Fiscal Year from the dropdown list. Problem Statements & O setingss
*Note: All is the defaulted view. If viewing a particular Fiscal Year, select the year from the dropdown list. Home > Assessment = Problem Staterments
. . Problem Statement &
6. To select the Problem Statements use the® arrows to display the available e ——
statements. ra——
*Note: Al is the defaulted view. Organizations: [Trinng 200 _ o]
. . . . Fiscal Year: |All |
a. Click on the =elect (Select) link to view a particular Problem Statement. A
*Note: Click the 122" (Clear) link to clear the current selection. Smg‘;‘:&:‘: Al Bilear
7- C“Ck the View (VIeW) bUttOﬂ tO generate the report igcurddir_lratu the Slunfiy ?i% Uflstdudenﬁhiﬂ Eradi5|5-1k2 haveltri?jd alﬁuhlu\ :15| times in a 30 day ?1
Peno ere |5 &8 lack of knowledde o & harmful rsks invalved with alcohol use amaong 1=3[=1n
a. The information will display on the screen. (See the Reports section to print or T T Sy e s s S
save a report.) has been influenced by alcohol VieW button
View

(This is a sample screenshot of the Problem Statements page.)
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The following table summarizes the arrow buttons:

Button Function

o

E3 Minimizes list of options
¥ Expands list of options
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CAPACITY

This module is currently under construction.
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PLANNING

The Planning module allows LMEs to view the Risk and Protective Factors, the Goals and Objectives and the Programs that have been entered for specified providers.

Choose Targeted Factors

This section allows you to view the risk and protective factors of specified providers. The risk and protective factors come from your prevention planning coalition

Current LME: Alamance Caswell Rockingham Bodell, Charlie {LME1)} ut

e 3 —— — ==

| mu: | N i

Assessment  Capacity  Planning  Implementation |ﬁl |d W= ; ‘ﬂ =] |‘.LL
Reports  Knowledge-base C i dminist: TransferTool  Support

: n i £ &  settingsa
1. Click Planning from the Menu. Horme > Planning

3 Choose
. . . Choose Targeted Factors
2. Click Choose Targeted Factors from the Planning Landing Page. Targeted Factors Module Targeted

* Goals/Objectives Factors link

Goals and Objectives Module

°* Programs

Programs Module

¥ Show SiteMap
(This is a screenshot of the Planning Landing Page.)

Current LME: Alamance-Caswell-Rockingham Bodell, Charlie ILME1 :?. g

3. The LME field is automatically populated.  Caroilir n
4. Select the provider from the Organizations dropdown list. Asssssimert Capacity Planning Inplementation | |2 i

*Note: All is the defaulted view. If viewing a particular provider, select the provider from the dropdown list. ] _ kL bE LR
5. Select the Fiscal Year from the dropdown list. PN S A [1B]] etinge-
*Note: All is the defaulted view. If viewing a particular Fiscal Year, select the yearfrom the dropdown list. ﬂ S UD?E LR
i i . Risk And Protective Factors &
6. Click the Ve (View) button to generate the report. LME: | Alsrames Caomal Rockingha
a. The information will display on the screen. (See the Reports section to print or Organizations: | Al ] View button
save a report.) Fiscal Year: [All [v]
View

(This is a sample screenshot of the Choose Targeted Factors page.)
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The following table summarizes the arrow buttons:

Button Function

o

E3 Minimizes list of options
¥ Expands list of options
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Goals/Objectives

The Goals and Objectives area allows you to view the goals that have been set throughout the fiscal year and the objectives that will link to the programs and the activities.

Current LME: Alamance-Caswell-Rockingham Bodell, Charlie (LME1)

M A = (o A B
Assessment  Capacity Planning  Implementation |.‘£| |d ‘-,—nrl |£| i‘ |’-
Reports K basa icati ini

TransterTool  Support

VieWing Goals £ &  settingsa

Home = Planning

* Choose Targeted Factors
Targeted Factors Module

1. Click Planning from the Menu.
2. Click Goals/Objectives from the Planning Landing Page.

* Goals/Objectives Goal/
Goals and Objectives Module Objectives
* Programs link

Programs Module
¥ Show SiteMap

(This is a screenshot of the Planning Landing Page.)
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Current LME: Alamance-Caswell-Rockingham Bodell, Charlie (LME1 -. gout

3. The LME field is automatically populated.
4. Select the provider from the Organization dropdown list.

. . . . . . . . 2 E : f" [ i | il | =] T2
*Note: All is the defaulted view. If viewing a particular provider, select the provider from the dropdown list. Assessment  Capacity Planning  Implementation & Ul i e .J.LI-J
Repors K base © i inistrati Transter-Tool  Support

5. Select the Fiscal Year from the dropdown list.

. . o . ) ) E &  settingsa
*Note: All is the defaulted view. If viewing a particular fiscal year, select the year from the dropdown list.

Home = Planning > Goals/Objectives

6. To select the Problem Statements use the & arrows to display the available Objectives
Statements. Goals &
*Note: All is the defaulted view. LME: | Alamance-Caswell-Rock
a. Click on the select (Select) link to view a particular Problem Statement. Organizations: |Training 200 [v]
*Note: Click the Clear (Clear) link to clear the current selection. Fiscal Year: !_;‘EE'_
7. To select the Goals use the & arrows to display the available Goals. Problem ]
*Note: All is the defaulted view. Statements: ﬁ'l‘ Bear _—
a. Click on the Select (Select) link to view a particular Goal. herod Thara 2 ack af knewladge o1 hamniul nake miehed i acoh ues ameng — Selact
*Note: Click the M (Clear) link to clear the current selection. :ﬁg‘gisecngynéi.umy has been showing an increase in crime among teens - a large portion of this crime Select
. - . has been influenced by alcohol e
8. Click the "Y=¥ (View) button to generate the report. o ’
oals: .
a. The information will display on the screen. (See the Reports section to print or By 07302008 decreace 20 day uso loholamang Ages 163 VIEW DUIION | ciea

measured by YRBSS
save a report.)

(This is a sample screenshot of the Goals/Objectives page.)

The following table summarizes the arrow buttons:

Button Function

&l

[&] Minimizes list of options

¥ Expands list of options
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Viewing Objectives

1.

10.

12. To return to the Goals Listing Page, click the ' s== (Goals) button.

From the Goals/Objectives Landing Page, click on the = objectives

button.
The LME field is automatically populated.

Select the provider from the Organizations dropdown list.
*Note: All is the defaulted view. If viewing a particular provider, select the provider from the dropdown list.

Select the Fiscal Year from the dropdown list.

*Note: All is the defaulted view. If viewing a particular Fiscal Year, select the year from the dropdown list.

To select the Problem Statements use the @ arrows to display the available

Statements.
*Note: All is the defaulted view.

a. Click on the =elect (Select) link to view a particular Problem Statement.

*Note: Click the Cl2ar (Clear) link to clear the current selection.

To select the Goals use the @ arrows to display the available Goals.

*Note: All is the defaulted view.

a. Click onthe Select (Select) link to view a particular Goal.

*Note: Click the Clear (Clear) link to clear the current selection.

To select the Objectives use the ® arrows to display the available Objectives.

*Note: All is the defaulted view.

a. Click onthe &elect (Select) link to view a particular Objective.
11. Click the 'V'** (View) button to generate the report.
a. The information will display on the screen. (See the Reports section to print or

save a report.)

The following table summarizes the arrow buttons:

Button Function

—

A] Minimizes list of options

—

¥] Expands list of options

North Carolina LME User Manual

(Objectives)

North Carelitia Preveriion C

Repors K baze C TransferTool  Support

& | & Settings 4

Assessment  Capacity  Planning  Implementation

Goals

LME:
Organizations: |Tra|mng 200 ':i

Fiscal Year: [All [+

Problem
Statements: Al EClear
All Select
According to the Survey 25% of students in grades 5-12 have tried alcohal 1-5 times in a 30 day
period. There is a lack of knowledge of the harmful risks involved with alcohol use among Select

adolescents.
Allegheny county has been showing an increase in crime among teens - a large portion of this crime

has been influenced by alcohaol Select
Goals:

By 07/30,.2009 decrease 30 day use alcohol among Ages 15-24 from 35% to 15% as (¥IClear
measured by ¥RESS.

Objectives:
All (BN ear
All 1 Select
By 07/30i2008, decrease IIP: age of first use of alcohol among Age VIeW button =3 Selact
measured hy YRBESS.

View
(This is a sample screenshot of the Objectives Page.)
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Programs

The Program module allows you to view the program information that the providers have entered.

Viewing Programs

1. Click Planning from the Menu.
2. Click Programs from the Planning Landing Page.

3. Click the ' ===" ' (Search) button from the left toolbar to locate the Program you

would like to view. (For additional instructions on searching, see the Advanced Search
section.)

4. The selected Program will be displayed.

Current LME: Alamance-Caswell-Rockingham Bodell, Charlie ILME1 :'T'_

3 e i &t
12 o = 51 [2W
i inistration  TransferTool  Support

E &

settings 2
Horme = Planning
* Choose Targeted Factors
Targeted Factors Module

* Goals/Objectives
Goals and Ohjectives Maodule

°* Programs

Programs Module

Programs
link
¥ Show SiteMap

(This is a screenshot of the Planning Landing Page.)

£ | B Settings «

Home = Planning = Programs

Save Fractices Proyrans

Paolicies

Add Objective |By 7/30/2008, decrease IP: age of first use of alcohol amaong ages 15-17 from 35% 1o 25% as r
Edit
Delete Evidence-based
Search
= Apply Info
Help Program Name Focus on Families

Description |Facus an Families (FOF) is a program that combines parent
skills training and home-based case management services {o
reduce parent's risk for relapse and children's risk for
substance use while enhancing protection. The intervention

(This is a sample screenshot of the Programs page. This is a partial screenshot.)

Tips

e To view a specific provider's Programs, use the Reports section.

North Carolina LME User Manual
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REPORTS

The Reports section of North Carolina POPS has several categories of reports available for use.

Administration — This section contains provider and staff contact information as well as staff time.

Assessment — This section contains reports specific to the problem statements.
Implementation — This section contains reports that draw data involving the services attached with various activities, programs and which staff members are participating with
the various services.

Planning - This section contains reports on the problem statements and goals and objectives associated with specific providers.

e G icati dministrati TransferTool  Support

Opening a Report \ __ - =1 G e
1. Click Reports from the Menu. Horne > Reports
2. Click on the © radio button to the left of the desired Report Type on the Reports iy
Listing Page. S SEP‘W Radio button
€& o
O Planning

¥ Show SiteMap
(This is a screenshot of the Reports Listing Page.)
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Current LME: Eastpointe Administrator, Admin (LM

e 2 = e = =
Assessment  Capacity  Planning  Implementation |@ !a‘" e =] [=]] |l
Reports K base G icati in TransterTool  Support

£ &  settings s

Home » Reports

& Administration

O Azzassment
3. Click the (Select) button to the right of the Report Name. Repor: Type o
valuation
O mplementation
O Planning
Report Na i I

Provider Profile Report :
Staff Administrative Time
Staff Contact Report @
Staff Hours Report

Select button

¥ Show SiteMap

(This is a screenshot of the Reports Listing Page.)

Assessment  Capacity  Planning  Implementation ] |ﬂ ',-:nj |@ @ @J
Repors K base © icati dminist TransferTosl  Support
Reports £ &  settingsa
4. Select the appropriate report options you desire (parameters). Home > Reports
5. Click the ' shewRerert = (Show Report) button. Select New Report
Repart Mame Prablem Staterment Report
LMWE | 1 - Alamance-Caswell-Rockingham M
Organization |AII o Show Report
[¥] Save these selections for other reparts button
Output To: @ Wyindow O PDF O Excel Show Report

(This is a screenshot of the Reports Filter page.)
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Tips
e Ifyou have a pop-up blocker on your computer, hold the CTRL (control) key down on your keyboard while selecting any button used to view the reports.

e When the [ Save these selections for other reports (Save these selections for other reports) checkbox is selected, your report selections will be saved. When the = seiestiewrerer  (Select
New Report) button is clicked, you will no longer have to re-enter all selections. The previous selections remain and may be kept or modified as you need.

Using Reports that require Additional Data

Some reports will load immediately when the | shewReeet ' (Show Report) button is
clicked on. Others require additional information to be entered first, such as date

Assessment  Capacity  Planning | J A U L ﬂ &LU
range Se|ect NeW Repors K base C i istrati TransterTool  Suppert
Report L &  settingsa
. ) . Home = Reports button
1. Select the appropriate report selections you desire (parameters). [ selecthiew Report
a. You can also leave the Time Period as Select One and enter a Begin Report Hame Problem Statement Repor )
Date and End Date on the mm/dd/yyyy format. L L1 - Alamance Caswel Rockinghamgl] | - Show Report
. Organization | Al s button
2. Select the LME from the dropdown list. :

. . . [¥] Save these selections for other reports
*Note: Your organization name is the defaulted view.

3. Select the Organization from the dropdown list. " :
*Note: All is the defaulted view, (This is a sample screenshot of the Reports Filter page.)

Click the - shewRepert ' (Show Report) button to generate the report.
A new window will open with displaying the selected report.
To close the window, click the E3 (X) in the upper right corner.

To return to the Reports Listing Page, click the | selectNewReport | (Select New
Report) button and you will return to the Reports Landing Page.

Output To: @ Window (O PDF O Excel Show Report

N o o os

Tips

e When the [45aue these selections for other reports (Save these selections for other reports) checkbox is selected, your report selections will be saved. When the ~— seiestiewreror — (Select
New Report) button is clicked, you will no longer have to re-enter all selections. The previous selections remain and may be kept or modified as you need.
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Printing or Saving Reports

Show Report

Once you have clicked the (Show Report) button, you will then see a
print preview screen. This screen is used to only view the data (you cannot print or
save from this screen). If you would then like to print or save the report, click the
(Export) button to view that file as a PDF.

1. Once you have clicked the (Export) button a message box will appear
asking if you would like to open or save the report.

2. Click Open to open the report immediately. The report will open in a new
window.

3. Click the print button = or "= to print the report.

*Note: You do not have to save the report to print.

4. Click the disk button =l or ‘A to save the report.

Tips

e LME: 3 -- Catawba

Format; | Adohe( pdf) ~ | | Export

Services by Activity Report

B Provider: 502 -- NC Organization

Report Period: 7/1/2008 to 6/30/2009

Export button

Date Printed: 12/17/2008 11:49:00 Ah

¢ If you have a pop-up blocker on your computer, hold the ctrl key down while selecting any button used to view the reports.

North Carolina LME User Manual

Service Date |Program Name |Group Name Service Service Code Population Length Service Description
Type
12/1172008  |ACROSS AGES |pitt test Single Printed Material High School Students 0.25  [pitt test
Diggemination
12/3/2008  |KIDS KARE test Single Printed Material High School Students 200 [test
Dissernination
TMA22008  |Adolescent GroupSuppaortActivitie| Single Small Group Youth/Minors 300 [test
Alcohol s 11/26/2008_2:29:5 Sessions (one
Prevention Trial |2 PM time basis)
1141172008  |Focus on GroupSupportActivitie| Single Small Group Parents/Families 200 |activity
Families s_11/26/2008_2:26:5 Sessions (one
OFM time basis)
(This is a sample screenshot of a Report.)
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KNOWLEDGE BASE

The Knowledge Base module is a warehouse of documents and web source information designed to provide pertinent data.

Web Sources

The Web Sources section of Knowledge Base is useful for finding a wealth of prevention websites.

1. Click Knowledge Base from the Menu.
2. Click Web Sources from the Knowledge Base Landing Page.

Select a category from the Choose Category dropdown list.
Browse the Web Sources List for the website you would like to visit.
Click on the website address link of the Web Source.

A new window will open displaying the Web Source you chose.

N o ok~ w

North Carolina LME User Manual

To close the new window, click on the E3 (X) in the upper right hand corner.

Current LME: Alamance-Caswell-Rockingham Bodell, Charlie ILME1. )

TransterTool  Support

Assessment  Capacity  Planning  Implementation | Enm :._,:JrI |1|

£ &  settingsa

Home > Knowledge-base

* Web Sources

Wyeb Sources Module Web Sources

link
¥ Show SiteMap
(This is a screenshot of the Knowledge Base Landing Page.)

Current LME: Alamance-Caswell-Rockingham Bodell, Charlie (LME1 '. ut-

;. . | | 5 = (0] F=5 =
Assessment  Capacity  Planning  Implementation !::: = ey [2] =] l
Reports I base ©C TransterTeol  Support

£ & Settingsa
Home > Knowledge-hase = Web Sources

Login Information

Choose Category: |L_ME Websﬁes |VI

‘Web Source’ Web Address

Alamance-Caswell-Rockingham

Help

http i acmbddza orgl

Albemarle Mental Health Center hitp . albemarlemh e.org/

CenterPaoint Human services hittp S, cphs. orgf

Crossroads Behavioral Healthcare hbtp . cphs. orgd Web .SOUrce
Curnberland County Mental Health hitp fwnn cementalhe alth.omg! llnk

Eastern Carolina Behavioral Health hitp . ecbhime.org!

(This is a partial screenshot of the Web Sources page.)
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Tips

e Ifyou have a pop-up blocker on your computer, hold the CTRL (control) key down on your keyboard while selecting any button used to view the reports.
e The left side of the column displays the Web Sources and the right side of the column is the Web Address link for the Web Source.
e Clicking on the field name in a Category field (e.g., Weksaucei?) will allow you to sort through the Web Sources in ascending or descending order.
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COMMUNICATION

The Communication module is where events that are prevention related are entered.

Events Calendar

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

Current LME: Alamance-Caswell-Rockingham

Bodell, Charlie (LME1) Logout

Assessment  Capacity  Planning  Implementation iéE_El |d ’-,I—'J-rl ‘E E M
Reports  Ki ledge-base ©C ti dministrati Transfer-Tool  Suppart
( 1N 11ca ) k& Settings 2
1. Click Communication from the Menu. Fame > Communication
. C . * Message Board
2. Click Events Calendar from the Communication Landing Page. . oy

Messaging Module

* Events Calendar Events
Full Calendar of Events

Calendar link
* Events Manager

Ewents Manager Module
¥ Show SiteMap

(This is a screenshot of the Communication Landing Page.)

North Carolina LME User Manual 38 © KIT Solutions® 2010



Current LME: Alamance-Caswell-Rockingham Bodell, Charlie (LME _:_

Reports K ledge-baze © icati dministrati TransferTool  Support

& & Settings 4
Home > Communication > Events Calendar

Event details

Details for  Sep 8, 2009
Title: MC POPS Online Training
Date: 09/08/2009

Event Info: NG POPS Online Training - Conducted by KIT - this happens once per month
Event URL: hitp-/ikitusers kithost net/Support/Default aspx?tabid=0597

Event Creator: Service Provider

3. Anew screen will appear displaying the Calendar. e SeEiRRRElty _ October
Sun Mon Tue wed Thu Fri Sat
4. To view Event details for a particular day, click on the calendar date. 1 2 3 4 8
5. Switch to the previous or upcoming month by selecting the month link located to g 7 5 — & i 5
the right or left of the month’s name. s
13 14 15 16 7 18 18
20 21 22 23 24 25 %
27 ] 29 30
Creator Key
State = .
Service Provider = .
LME = .

Centers for Prevention Resources

(This is a sample screenshot of the Events Calendar.)
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Events Manager

The Events Manager allows you to enter events that display in the Events Calendar. Only prevention related events should be placed on the Calendar.

Current LME: Alamance-Caswell-Rockingham Bodell, Charlie ILME1'

Assessment Capacity  Planning  Implementation |§_ﬁ] |a ‘.,'.-a_rl ‘E E E_m
Adding an Event Communicatiol & @& setingsa
1. Click Communication from the Menu. e
Message Board
2. Click Events Manager from the Communication Landing Page. Messaging Mod.le
. * Events Calendar
3. Click 4% (Add) button from the left toolbar. “Full Calendar of Events Events
* Events Manager Manager link

Events Manager Module

¥ Show SiteMap

(This is a screenshot of the Communication Landing Page.)

Current LME: Alamance-Caswell-Rockingham Bodell, Charlie (LME1

4. Enter atitle to be displayed on the Events Calendar in the Event Title field.

Assessment  Capacity  Planning  Implementation Eﬁl |d “_,;-_rl |@ E @
5. Enter a brief description of the event in the Event Description field. =1
6. If awebsite is associated with the event, enter it in the Event URL (website) Home > Communication > Events Manager
field e Message Information
Event Title |
7. Select who will be able to view the event using the View in System dropdown Sl F———
||St- Edit
Delete
Search

Event URL (website) |

HEly View in System: | Prevention Only_|"

(This is a partial screenshot of the Events Manager Edit Form.)
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8. Select the Event Date(s) from the calendar by clicking on the day(s) the event is Event Dates) Clok saoh day foadd i evert

August Septeraber 2009 October 0971012009 Remaove

to take place. TR —— Remove link
a. The month is defaulted to the current month and year. 7 h o e -
b. To select an Event date within the current month, click on a specific date. 2 2 e amw Efe",icgﬁte
c¢. Toremove a date, click on the Remove (Remove) link to the right of the A
date.

) . ) ] (This is a sample screenshot of the Events Manager Edit Form.)
d. To select an upcoming month, click on the month in the right corner of

the calendar until you get to the desired month, then proceed to select
the day(s).

9. Click the = == (Save) button from the left toolbar.

*Note: To exit the screen without saving any of the details, click the ¢! ' (Cancel) button.
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Editing an Event

1. From the Events Manager screen, click the ' s=<h  (Search) button from the left
toolbar to locate an event that has already been entered into the application (See
Advanced Search for further details).

2. Once the desired event is displayed, click the Select (Select) link to the left of the
event title.

3. Click the

Edit

(Edit) button from the left toolbar.

4. The Event will appear in the edit mode.
5. Make any changes needed to the event.
6. Click (Save) button from the left toolbar.

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

Save
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Current LME: Alamance-Caswell-Rockingham Bodell, Charlie ILME1. -..—-,

I = i e
ASSESSIMENt  Capacity  Planning  Implementation hﬁl |d = ] i |.'.L|g
Reports ki base © TransterTool  Support
- & | |& settings 4
Select link
Help @ ho;

| O Advanced Search
Back L Tvem Titlew Event Date Entry Date
SelectMorth Carolina POPS Kick-Off Reception 09/30/2008 09/28/2009
SelectMarth Carolina POPS Kick-Off Reception 10/01/2008 087282009
SelectMarth Carolina POPE Kick-Off Reception 10/02/2008 097282009

¥ Show SiteMap
(This is a sample screenshot of the Events Manager Listing Page.)

Current LME: Alamance-Caswell-Rockingham Bodell, Charlie ILME1. g

&
Assessment  Capacity  Planning  Implementation i.ﬂ] |d E\_,I—-JirI EI El @}]
Repots K dge-base  © ti dministiation  TransferTool  Support
/ & 3 (] € & |E Settings a
Home = Communication Save bunon
Save l-'l&ié'l—'l‘:l“—' MITOTTIITatroTT
= Event Title N:o_nh Carolina FOIPIS ch_k_-:O_ﬁ_.R_eceptlon
Cancel Event Description A reception that introduces the new Morth Caraling POPS application.
Delete
Search Event URL (website)
Help

View in System: 1F'reventmn Only_|v

Event Date(s) Click each day to add this event
August September 2009 October 0%/20/2009 Remove

5 10i01/2009 Remaove
Sun Mon Tue Wed Thu Fri Sat P T ym—

30! I} 1 2 3 445
6 7 8 8 1mDMni12
13 14 15 18 17 18 19
0 2 2 A3 MABxE
¥ ® 28 3 1 23
4 5 B 7 8 310

(This is a sample screenshot of the Events Manager Edit Form.)
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Deleting an Event

1. From the Events Manager screen, click the ' s=<h (Search) button from the left
toolbar to locate an event that has already been entered into the application (See

Advanced Search for further details).
2. From the Listing Page, select the Event that you want to delete by clicking the
select (Select) link to the left of the event title.

3. Click the ' *==*= ' (Delete) button from the left toolbar.

4. You will receive a message that the Record deleted successfully.
*Note: To exit the screen without saving any of the details, click the | e=<= ' (Cancel) button.
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N F=N 7 ] 2

Assessment  Capacity  Planning  Implementation | H REa) =] |.‘H-]
Fepors K ase inistration  TransferTool  Support

£ &b settings «

Select link

O Advanced Search

Help 0 Show AV J
ol

Back - EeemtTitlev Event Date Entry Date
SelectMaorth Carolina POPS Kick-Off Reception 09/302008 09/28/2009
SelectMorth Carolina POPS Kick-0ff Reception 10/01i2008 08/28/2009
SelectMotth Caralina POPS Kick-Off Reception 10/02i2008 0972872009

¥ Show SiteMap
(This is a partial screenshot of the Events Manager Listing Page.)

Current LME: Alamance-Caswell-Rockingham Bodell, Charlie (LME1 ,‘.' [

TiansferTool  Support

_* i~ [ &
|2 ™) | &)

Assessment  Capacity  Planning  Implementation

Repors K aze O
: & &  settingsa
Home = Communication > Events Manager
s Message Information
Event Title ||,
Add L
= Event Descrintion [~ .o tion t Carolina POP
Edit
Delete button
Delete
Search Event URL (wabsite) |
Help View in System: Frevention Cinly
Event Date(s) 09/30/2009
10/071/2009
10/02/2009
(This is a sample screenshot of the Events Manager Edit Form.)
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ADMINISTRATION

The Administration module is designed to complete administrative tasks within the application, such as updating organization information, staff registration, and changing a
password.

Organization
The LME ID was created by the state and the contact information may be updated. Review the general information for accuracy.

Viewing the Organization Information

ok e

o

Click Administration from the Menu.

Click Organization from the Administration Landing Page.
Click the = &t (Edit) button from the left toolbar.

The organization information will display in edit mode.

Make any changes to the General Information.
*Note: You will not be able to modify the ID, Name or Status of the organization.

In the Primary Contact Information section, select one of the staff members to

serve as a contact person for NC POPS from the Choose Contact dropdown list.

The rest of the information will be loaded for you based on what was entered in
the Staff module.

*Note: All active Staff in the Choose Contact dropdown list were entered in the Staff module (see the Staff section to add
additional Staff members).

Click = == (Save) button on the left toolbar.

*Note: To exit the screen without saving any details, click the €= (Cancel) button.

Tips

Choose Contact | Please Select % | 1y et this inclividual's information, go to the Staff form)

First Mame
Last Mame
Work Phane

Email

(This is a screenshot of the Organization Page displaying the Primary Contact Information fields.)

The Organization information is preloaded into NC POPS. If the Name is incorrect, submit a request through the online support site (click Support for further details) and request to have the

name changed. Please ensure that you provide the correct name.
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Staff
The Staff module is designed to register any staff members that should have access to the data entered within the application.

Current LME: Alamance-Caswell-Rockingham Bodell, Charlie (LME 1L gout’

F OV MU j_g‘f

Assessment  Capacity  Planning  Implementation igﬁ Id = r‘ iﬂ _J:i‘ @}J
. 2 11 & | | & Settings 4
Adding a Staff Member g Rl Fiasadn
1. Click Administration from the Menu. o)
2. Click Staff from Administration Landing Page. * Staff Staff link

Staff Module

3. Click the = 44 ' (Add) button from the left toolbar.

Admin Time
Admin Time Module

Change Password
Change Password Module

° Data Export
Data Export Module

(This is a screenshot of the Administration Landing Page.)

4. Enter the staff member’s Login Information.
a. The User ID* will be the login name used by the staff member.
b. The Password* field is where a temporary password is created for the

staff member and can be any combination of alpha or numeric Staff D ol omngs
characters. This password will be used along with the User ID to 10g iNt0  tiome > Agmristiation > star
the NC POPS. Once a user logs in, he/she can use the Change save
Password module to change the password to one of their liking. el —-ogininfarmation
c. Select the site the staff member will have access to by selecting the Ed o UST 'DAls_:| i
appropriate Allowed to Access Site* radio button. Delers I

(This is a partial screenshot of the Staff Edit Form displaying the Login Information fields.)

Tips
e Passwords can be any combination of letters, numbers, and/or characters.
e Passwords are case sensitive.
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5. Enter the staff member's General Information.

® 20 o

Select the staff member’s salutation from the Salutation dropdown list.
Enter the staff member’s first name in the First Name field.
Enter the staff member’s last name in the Last Name field.
Select the staff member’s title from the Title* drop down list.
The Status is defaulted to Active.
I Active: the staff member is currently with your organization (can
be viewed on other screens and reports).
ii. Inactive: the staff member is no longer with your organization
(will no longer appear on other screens and reports).
Enter the staff member’s start date in the Start Date field using the
mm/dd/yyyy format.
Enter the staff member’s percentage of full time equivalent in the FTE
field.

*Note: This is a percentage of the amount of work staff member performs.

6. Enter the staff member’'s Contact Information.

a.
b.

Tips

Enter the staff member's Email address.

Enter the staff member’s telephone number in the Work Phone field.
*Note: The Work Phone must be filled out in three fields. The last field is an optional field is the Work
Phone includes an extension number.

Salutation w
First Name Last Name
Title w

Status | Active v

Second Language b
Start Date { mimidefyyyy )
FTE Y

County | Pleaze Select v

NC Substance Abuse Professional Practice Board Certified? [

Background Checked? (]

(This is a partial screenshot of the Staff page displaying the General Information fields.)

Email
Work Phone .
Work Address
City
State Tip
Alternative Address
Fax

Secand Phone

(This is a partial screenshot of the Staff page displaying the Contact Information fields.)

e Setting the Status to Inactive is used to keep staff members in the database for history purposes but removed from all of the staff lists on forms. When a staff member leaves your
organization you will not be able to delete the staff member, but you can change the Status to Inactive to remove their name from forms and preventing the staff member from
entering the application.

North Carolina LME User Manual
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7. Enter the staff member's Demographic Information.

a. Enter |n the Staff member's Blrth Date as mm/dd/yyyy Enter the hirth date or choose an age range and & hirth date will be generated
I.  You can also use the Age Range dropdown list directly to the Birth Date or Age Range v

right of the Birth Date field. Once you click on the drop down Race
arrow, a list will appear showing different age ranges. Select v
an age range and the application will automatically fill in a birth Ethnicity 3
date within the age range (the date is estimated from today’s
date).

b. Select the staff member’s race from the Race dropdown list. Degres v

c. Select the staff member’s ethnicity from the Ethnicity dropdown list. Vocational Education

8. Enter the staff member’s Education Information, if known. Field of Study ( 50 characters max )

9. Click the == (Save) button from the left toolbar.

*Note: To exit the screen without saving any details, click the &= (Cancel) button. (This is a partial screenshot displaying Demographic and Education Information fields.)
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Permissions

You can tailor a specific user’s access level to areas of the KIT Prevention Service. The permissions are defaulted to a normal access for a particular user, but anyone that

has access to the Staff area can modify access levels for any user in the application.

Permission

1. Once you have saved a new staff entry, click the (Permissions)

button to set the permission.
2. Click = Ea* = (Edit) button from the left toolbar.

3. Set the permission level for each module according to the level of permission the

staff member should have.

a. No Permission: Staff can login but there will be no access to a particular
module.

b. Read Only: Staff can only view information.

Read and Write: Staff can add new information, view and edit existing
information.

d. Full Control: Staff can add new information, view, edit and delete existing

information.

4. Once you have set the staff permissions for the staff member, click the = ==

(Save) button from the left toolbar.
*Note: To exit the screen without saving any details, click the ¢+ | (Cancel) button.

5. Click the = B2k (Back) button to return to the Staff page.

North Carolina LME User Manual

Current LME: Alamance-Caswell-Rockingham Bodell, Charlie ILMEi'V It ut

Assessment  Capacity  Planning  Implementation

Reports  Knowled inistration  TransferTool  Suppert

base C
£ &  settings s
Home = Administration > Staff Pel‘miSSion
Save button Permission
Add Login Information
UserID chiodel Password |~
Edit

(This is a sample screenshot of the Staff Edit Form.)

Current LME: Alamance-Caswell-Rockingham Bodell, Charlie ILME1- g ut|

Assessment  Capacity  Planning  Implementation |ﬁ ld 5‘,'::7rI M
Reports K base @ i Transfer-Taol  Support
s & |& Settings 2
Save button
IE ~ssessinent -~
cancer Oresees Ry ]
- | Probler Statement | Read Only e
il ~ |MoPermission
Help Capacity i ek
Back Coalition Organization i:Read Cnly |ﬂ
Registration ) -
Coalition Mermber iwig
Registration %
(This is a partial screenshot of the Permissions page.)
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Current LME: Alamance-Caswell-Rockingham Bodell, Charlie ILME1' 1« i

Editing a Staff Member : .
. . . Search Assessment  Capacity  Planning  Implementation |EEE |/: ;rl EI EI M}]
1. From the Staff Registration screen, click the (Search) button from the ey (Baunedgebased Eomuun itaton TsferTast) Euspok
left toolbar to locate the staff member that has already been entered into the Staff & & settingsa
system (See Advanced Search for further details).
Help 5o Selectlink |

2. From the Listing Page, select the Staff Member that you want to edit by clicking | ©Showhil

the M (Select) ||nk Bath .Sel_ect.n)hl.(e” y Jun:g;e. . Imle.;'lgIe:.Aclivé
SelectMar Jones mjones Active
3. Click = B = (Edit) button from the left toolbar. soagdfor - Garcner wb'argn;ricgve

(This is a sample screenshot of the Staff Listing Page.)

Current LME: Alamance-Caswell-Rockingham Bodell, Charlie (LMET L[ k-

stration  TransferTool  Support

Assessment  Capacity  Planning  Implementation |EEE |/: L=

Staff & | |& Settings «
Home > Administration > 2 Sgye button

Permission

Save
L i X add Login Information
4. The staff member will display in edit mode. : et 10 [ —
. Cancel L=
5. Make any changes needed to the details. ;
Delete General Information

6. Click == (Save) from the left toolbar. T Salutation [wr_[y]

*Note: To exit the screen without saving any changes, click the =< (Cancel) button.

Print First Name |Charlie Last Name |Bodall
Status |me\vl
Second Language | E

StartDate [07082008 | iy )
FTE 100 [v] 4

County [Daigson_[¥]

(This is a sample screenshot of the Staff Edit Form.)
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Deleting a Staff Member

1.

From the Staff Registration screen, click the ' $*" ' (Search) button from the left
toolbar to locate the staff member that has already been entered into the system
(See Advanced Search for further details).

From the Listing Page, select the Staff Member that you want to edit by clicking
the SElect (Select) link.

Click the ' P='== (Delete) button from the left toolbar.

You will get a message, Are you sure you want to permanently delete this record,
Click the (OK) button.

The deleted staff member will not longer display in the list.
*Note: To exit the screen without saving any of the details, click the ' e=<= ' (Cancel) button.
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Help

Back

o

2]

(2]

Current LME: Alamance-Caswell-Rockingham Bodell, Charlie (LME1):

I
)

Assessment  Capacity  Planning  Implementation
Repots K base C TransferTool  Support
£ &  seftingsa
Select link
© Show UAOTETCET Search
i P e AT [
elact M) Jungle mjungle Active
electy 44 Jones mjones Active
eleyAaylor Gardner tgardner Active
ct Chatlie Bodell chodell Active

— |m

(This is a sample screenshot of the Staff Listing Page.)

Current LME: Alamance-Caswell-Rockingham Bodell, Charlie (LME1)

Horme = Administration > Staff

Save
Add
Edit

Delete
Search
Print

Help

50

dministration  Transfer Tool  Suppert
k& Settings «
Permission
Login Information
User 1D :.;u;..j,._il. Password
= Delete button
Salutation | [/
First Name Last Name Fniz)
Title | Coordinator
Status | Aty
Second Language
(This is a sample screenshot of the Staff Edit Form.)
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Admin

The Admin Time module allows you to indicate time spent on prevention that is not directly related to a service. Time spent during trainings, meetings, general planning or
even entering information into North Carolina POPS can be classified as administrative time.

1. Click the Administration from the Menu.
2. Click Admin Time from the Administration Landing Page.

3. Select a staff member from the Staff Name dropdown list.

*Note: The staff names in the dropdown list populate from the data entered in the Staff link.

4. Click the = 24 (Add) button from the left toolbar.
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Current LME: Alamance-Caswell-Rockingham Bodell, Charlie (LME1: gout

3 150 ] e il
Assessment  Capacity  Planning  Implementation | 3 |d bd [=1] =] ‘lLU
Repotts K base C inist TransferTaal  Suppert

£ & settingsa
Home = Administration

* Organization
Crganization Module
® Staff

Admin Time
Staff Madule

| St Mode link
Admin Time
Adrnin Tirme Madule

° Change Password
Change Password Module

° Data Export
Data Export Module

(This is a screenshot of the Administration Landing Page.)

Current LME: Alamance-Caswell-Rockingham Bodell, Charlie ILME1-

= & — ="
Assessment  Capacty  Planning  Implementation u ‘d ,‘.,F_”I |‘L|

frat 1.0
3| Y
Repors K base © Transter Tasl  Support

& & Settingsa

Home > Administration > Admin Time

Tave Exarmples: 2.25 is 2 Hours and 15 Minutes

2.5is 2 Hours and 30 Minutes
Add Add bUtton 2.75 is 2 Hours and 45 Minutes
Print Record Staff Time Staff Name
rin _ .
Staff Name | Bogell, Charlie v} dropdown list
Help

No data exists.

(This is a sample screenshot of the Administrative Time Edit Form.)
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Enter the Date using the mm/dd/yyyy format.

Enter the amount of time the task took in the Hours field.
Select the appropriate Category from the dropdown list.
If desired, enter information into the optional fields.

Click the = =* = (Save) button from the left toolbar.
Note: To exit the screen without saving any of the details, click the | e=<=! ' (Cancel) button.

© o N oo

Note: To enter your time in the Hours field, use the following example: Enter 2.25 when the time
is 2 Hours and 15 Minutes

Editing Admin Time

1. Click Administration from the Menu.

Click Admin Time from Administration Landing Page.
Select a staff member from the Staff Name dropdown list.

A grid will appear displaying all of the Administrative Time associated with the
selected staff member.

5. Click the = B = (Edit) button to the right of the appropriate entry.

> w
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Current LME: Alamance-Caswell-Rockingham Bodell, Charlie {LME1, ;.- 7- uf |

Assessment  Capacity  Planning  Implementation nn =] \.tLU
Reparts  Knowledge-base ti dministration  TransferTool  Support
& || Settings «
Horne = Adrministrs EXampleS f0r
s Save button the Hours Exarnples: 2.25 iz 2 Hours and 15 Minutes
ave
f|e|d 2515 2 Hours and 30 Minutes
2.75 is 2 Hours and 45 Minutes
Cancel
Record Staff Time
Print
Staff Mame  Bodell, Charlie
Help :
Date Howrs
Category | [~]
Strategy | ‘vj
Prograrm |E
Description

(This is a screenshot of the Administrative Time Edit Form.)

Current LME: Alamance-Caswell-Rockingham Bodell, Charlie ILME1. I it |

Home = Adrministration = Admin Time

save

s (i a1
i) |
Repots  Knowledge-base © ti dministiation  TransferTaol  Support
& |E Settings 4

Examples: 2.25 is 2 Hours and 15 Minutes

Staff Name St
= Record Staff Time drOdeWﬂ list
it Staf Name [Bodel, Charte [¥] Edit button
Help
09/12/2009 4.00 Staff Training and Development Edit Delete
1
(This is a sample screenshot of the Administrative Time Listing Page.)
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Current LME: Catawba Change LME Selection Swanson, Heidi {502) Logout

o Sysh

[ T T =l =
Assessment Capacity Planning Implementation Evaluation || 18 5o & B_[D
Repors K e e o I L

£ & settingsa
Home > Administration = Admin Time

Examples: 2.25 is 2 Hours and 15 Minutes
Save Save Button 2.5 is 2 Hours and 30 Minutes

2.75 is 2 Hours and 45 Minutes
- . . Record Staff Time
6. The record will display in edit mode. cancel

Staff Mame
7. Make any changes needed to the details. Print Déts ({00, | hous o |
CI|Ck save (Save) frOm the Ieft t00|bar. e Category !Program Development V|
*Note: To exit the screen without saving any changes, click the ¢+ (Cancel) button.
Strategy | v
Prograrm | v‘

Description |implementation of various programs and activities

1102502008 2.00 Program implementation of various pro.grams and
Development activities

11202008 2.25 Report Review and editing of documentation that is
Writing/Feview being submitted for grants

(This is a sample screenshot of the Administrative Time Edit Form.)
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Swanson, Heidi (502) Logout

Current LME: Catawba Change L ME Selection

[ P — [ [
Assessment Capacity Planning  Implermentation  Evaluation lﬂ !d W rl !ILI } ]
Reports  Knowledge-base C icati dministrati Suppart
£ & settingsa

Deleting Admin Time
1. From the Admin Time screen, select a staff member from the Staff Name
dropdown list.

Home = Adrministration = Admin Time

Evamples: 2.26 is 2 Hours and 15 Minutes
2.5 is 2 Hours and 30 Minutes

Droodown “St arrow 2.75 is 2 Hours and 45 Minutes

2. A grid will appear displaying all of the Admin Time associated with the selected Add Sk cord Siaf Time
Staﬁ: member Frint Staff Name | Swanson, Heidi %
Help
No data exists.
¥ Show SiteMap

(This is a sample screenshot of the Administrative Time Listing Page.)

Swanson, Heidi (502) Logout

Current LME: Catawba Change | ME Selection

=,

Assessment Capacity  Planning  Implementation  Evaluation !‘
Reports K dge‘base C Support
3. Click ®=== (Delete) button to the right of the entry. &||B)|| sewings
i i Home = Administration = Admin Time
4. You will get a message, Are you sure you want to permanently delete this record, — Everiples: 22582 Hors il 15 Miites
Click the (s (OK) button. L
5. The deleted task will not longer display in the list. = — — Record Staff Time
*Note: To exit the screen without saving any of the details, click the | =<1 (Cancel) button. i Staf Name [Swanson, Heidi [ Delete button
Help
T T R
11/28/2008  2.00 Program implementation ofvarious programs and Edit = Déete
Development activities
111252008 225 Report Review and editing of documentation that is Edit  Delete
Wiriting/F eview being submitted for grants
(This is a sample screenshot of the Administrative Time Edit Form.)
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Change Password

The Change Password module allows the user to change the password for the account that is currently logged into the application.

Current LME: Alamance Caswell-Rockingham Bodell, Charlie {LME1 ) Log

1. Click the Administrative from the Menu.
2. Click Change Password from the Administration Landing Page Assessrment ot |
3. Enter the current password into the Current Password field. button
4. Enter the password you would like to use in the New Password field. Home > Adrministy*_—changs Passworc
5. Retype the new password in the Confirm New Password field. 1 e ot o e e o e s et
6. Click the  ***™  (Submit) button from the left toolbar. olp ||| Cuont Paseword|
7. You will receive a message stating the password was successfully changed. Ncwim;v:

Password

(This is a screenshot of the Change Password page.)

Tips

e |tisimportant to remember that passwords are case sensitive.

e Passwords can be any combination of letters, numbers and/or characters.
e Passwords do not expire.

e When entering the password, it will appear encrypted for security.
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SUPPORT

Clicking Support from the Main Menu will open the NC POPS Support Site (this will open in a new window). The NC POPS Support Site offers several features to assist you

with using the application.

1. Toreach the NC POPS Support Site, click Support from the Menu. A new
window will open displaying the Support Site.

2. To submit a problem, question, or suggestion for improvement to KIT Solutions
Customer Support team, click the Contact Support link.

a. Fillin the appropriate fields.
*Note: Fields marked with an asterisk (*) are required.

b. Click the (Submit) button. Your request will be sent to the KIT
Solutions Customer Support team.

e To find this manual in an online version, click the Manuals link. The Manuals
page will open displaying various documents pertinent to the NC POPS.

e To view frequently asked questions regarding the application, click the FAQ link.
e To view a list of helpful documents, click the Library link.

e To see alist of new features, improvements, or announcements for NC POPS,
click the What's New link.

e To view available training videos to show you step-by-step how to use NC POPS,

click the Multimedia Videos link.

e To receive information regarding available online trainings, click the Online
Trainings link.

e To view the Types of Policy programs/Service document, click the Library link.

e If you have received an online training, click on the Service Evaluation link to
open the page for you to fill out the evaluation form.
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Thursday, August 27, 2009 Contact Support | Login
=]
Use this form to contact the KIT Customer Support Team or call 1-888-600-4777.

o

Contact Support B Hours of Operation®

Support is available from
9:00AM to 5:00PM (EST),
Monday-Friday.

*Your Name:
*Email:

Organization Name:

*Organization Number: &
“Phone Number:
“Reason for Contact: Question w
*Description:
Submit
button
(This is a screenshot of the Contact Support page.)
?mh Carolina. &
Home Contact Support Manuals FAQs Library What's New Multimedia Videos Online Trainings Service Evaluation e
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Welcome to the North Carolina KPS Support Site =]

Welcome to the MNorth Carolina KPS Support Site. The purpose of this site is to enhance the support senvices we provide you. You have a number of resources
here to help you resolve problems, report bugs. and suggest improvements to products and semnvices.

= Contact Support: If you need to contact Support to ask a question, report a bug, or make a suggestion. click on the ‘Contact Support’ menu link.

= Manuals: Click the 'Manuals’ menu link to view the online support documents (e.g.. User Manual, etc.) for the NC Prevention System.

= FAQs: To search the "Frequently Asked Questions” section for a list of commonly asked questions that will help you use NC POPS, click the FAQs" menu
link and follow the instructions.

» Library: To view helpful documents for using NC POPS, click the 'Library” menu link.

= What's New: Occasionally check out the "What's New" section to see what has been recently added to the NC Prevention Senice by clicking on the
"What's New" menu link.

= Multimedia Videos: To view training videos that show you step-by-step instructions on how to use NC POPS, click the Multimedia Videos” menu link.

= Online Trainings: Click the "Online Trainings” menu link to receive information regarding Online Trainings.

= Service Evaluation: To evaluate NC POPs, click the "Senice Evaluation” menu link.

(This is a screenshot of the NC POPS Support Site Home page.)

56 © KIT Solutions® 2010




