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INTRODUCTION

The COMET application is a web-based system designed to help your Coalition use SAMHSA's Strategic Prevention Framework (SPF) for managing your DFC grant. COMET
enables grantees to enter and submit their bi-annual progress report along with other tools requiring for reporting. In addition, grantees will be able to view and print their

submitted data, download their data and utilize their data through trends and analysis reports.
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TIPS FOR USING THE APPLICATION EFFECTIVELY

Recommended Computer Settings

Screen Resolution

You will get the best screen layout if you set your PC monitor settings to 1024 x 768 pixels or larger. If your screen resolution is smaller (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.

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 icon at the bottom of the window to make the change effective.

Web Browser

The web browser supported by COMET is Microsoft Internet Explorer (IE). Currently Mozilla Firefox, Netscape, AOL, MSN and other browsers may not be supported by
COMET. 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 lead to pop-up blocking. Although this new feature of internet browsers, toolbars and other 3rd
party managing software blocks hazardous and annoying pop-ups, sites like COMET require pop-ups to be able to function. If your pop-up blocker is enabled, then there is a
possibility that by COMET may not function or appear properly. You should either disable the pop-up blocker while using by the COMET (while remembering to enable it, if
desired, when not in COMET) or create exceptions for the pop-up blocker. This is cumbersome, but may be easier than making exceptions to the pop-up blocker.

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

*Note: These are instructions for Internet Explorer 7.0 and may be different for other Internet Explorer versions.
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Application Navigating
COMET is set up in such a fashion that moving from top to bottom of each page and section to section on the menu is the only approach to using the application. You must

start at Home and complete the Coalition Classification Tool, then move to Assessment, filling in all the information for that area (all pages and sub-menus), before moving on
to Capacity. Continuing in this manner will ensure that all of the sections of the system have enough information to function correctly. If certain sections have not been

&

completed, you will have difficulty completing other sections. You also must save each screen before moving onto the next section by clicking on the = (Save) button
located at the bottom of the page.

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
A% The Cursor Points to desired location
T-'i—... 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
o The Control (Ctrl) key Enables blocked material to open (due to pop-up blocker)
f Use the MOUSE by pointing and clicking to move the cursor Moves the cursor by pointing and clicking
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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 Pages 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.

Home QSNEEERGESTInIAtVEsEEN \View My Data Download My Data  Utilize My Data

Home Enter and Submit My Dat

Menu

Enter and Submit My Data

Use this section to enter and submit data for your Progress Reports.

2. Landing Page and 3. —

Submenu Category Link
View My Data

Progress Reports
Choose areporting perio

Core Outcomes Survey Submission
Core Quicomes Survey Submission

(This is a screenshot displaying the Menu (1), a Landing Page (2) and a Submenu Category list (3))

COMET User Manual

Home QREiEEREETNINENEER \Vicw My Data  Download My Data  Utilize My Data

Home Enter and Submit My Data Core Outcomes Survey Submission

Core Outcomes Survey Submission

List

Submit Core Outcomes Survey for Approval

4. Listing Page

Show entries

search: [
10

-
- 3 : ‘

KIT Survey Tara Montgomery 3-19-2012 Submitted

Showing 1to 1 of 1 entries

(This is a sample screenshot displaying a Listing Page (4))
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Welcome Charlie! Log out MY ACCOUNT

Prevention Resources Data Submissions Reporting Services Media & Tools

User currently loaaed in

Home QEUGELCETLGAUTENECN ‘Vicw My Data  Download My Data  Utilize My Dat] .
The top of the menu provides links to the Heme (Home) page and to (Log Link to Loa Out
Out) of the application. The user currently logged into the application is also Link to Home Paae
displayed. The menu at the top of the screen will allow you to navigate to other Enter and Submit My Data
areas within the Prevention Management Reporting and Training System site. Use this section to enter and submit data for your Progress Reports.

Progress Report:
Choose areporting perlad to access the data entry tools for your Progress Report.

Core Outcomes Survey Submission
Core Ouicomes Survey Submission

Home QESNEERLETaIdiVEsEEN \View My Data Download My Data  Utilize My Data

Home Enter and Submit M\;Wungw Submission

Bread Crumb Trail '
Core Outcomes S Bread Crumb Trail

A “Bread Crumb Trail” is provided to indicate where you currently are in the system. st
The links provided in the Bread Crumb Trail also allows you to move backwards in Subrmil Core Outcomes Surey for Agprova
the application. e

_ - -

KIT Suvey Tara Montgomery 3-19-2012 ‘Submitted

Showing 1to 1 of 1 entries
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Landing Pages

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 Listing Page section.) No data is entered on the Landing Page.

To open a category:
e Click on the Landing Page Submenu Category link.

COMET User Manual

FOIGGE Enter and Submit My Data

Home Enter and Submit My Data

Enter and Submit My Data

Use this section to enter and submit data for your Progress Reports.

Pl e Submenu Cateaorv link

Choose a reporting period to access the uara enmy WoTS 107 jOUT FTOGTESS REPUIT

Core Qutcomes Survey Submission
Core Outcomes Survey Submission

(This is a screenshot displaying a Landing Page.)

View My Data Download My Data  Utilize My Data

View My Data

OKIT Solutions® 2013



Listing Pages

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

Those Listing Pages that do not have an #44 (Add) button automatically list the information you are working on. To add information to these forms, click the link next to the
appropriate name listed in the table. No data is entered on a Listing Page.

There are two types of Listing Pages:
1. Grid View
2. Single Form View

Home QRENEERLSTRIAUVEsEIEN \View My Data Download My Data  Utilize My Data

Home Enter and Submit My Data Core Outcomes Survey Submission

The Grid View displays the data in tables. Specific pieces of data will be displayed Core Oiteormes Siivey Subijssion

within the Grid based on the fields within the entry/edit form. "

Submit Care Outcomes Survey for Approval
e When first viewing a Listing Page, all of the data is available for Searching. Click e Grid View
the link to the left of the data you would like to edit/view.
e You will be taken to the entry/edit screen. This page will be in edit mode (all data _— -
fields will be open for data entry). Make any changes needed to the form. Click T Sunes T 3192012 Subrited
the == (Save) button to save the changes. i e
(This is a sample screenshot displaying a “Grid View” Listing Page.)
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Needs Assessment - 10/1/2011 - 7/31/2012

Needs Assessment

Single Form View

The Single Form View is used when the data entered is updated periodically. Only @ Geographic Setting Served: inner City
one form is available and edited. The Single Form View displays the fields on the -
Edit Form. 3 [l
] Frontier
i . . Community Setting Served: ] Single School District
e The form can be edited at any time, but you must click the =~ == (Save) button T ene Sonool et
tO Update the data ] Multiple Schools
City
[ Multiple Cities
] Town
(This is a screenshot displaying a Single Form View Listing Page.)
Membership - 10/1/2011 - 7/31/2012
Membership
Edit Forms | - 1]
The Edit Form contains the fields for entering and editing data. et
Last Name:
e Ifyou clicked the #d¢ (Add) button to enter new information into a form, the Edit e - -
. . ype: Olndlwdual ODrganlzatlon
Form data fields will be blank.
o When clicking the link to select and view existing data, the Edit Form data fields Sector: 5
will display the data entered/selected previously. These fields may be modified,
|f needed Status: oActive ~Inactive

Add

(This is a screenshot displaying a blank Edit Form.)
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Data Fields & Buttons
In COMET there are several fields, boxes, and buttons that are used to collect, store, print, organize and delete data. Here are some examples:

Type Preview/Description
Text Field

(aka ‘Text Box)

Dropdown List

(aka ‘Pull Down Menu’)

K5 Ay
Multiple Selector Box :

8 b
Radio Buttons © selected © Not Selected
Check Boxes Selected | Not Selected

Activity Name™

Required Field

Help Icon

ke

Enter data into COMET 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 go from the current
field to the previous field by holding the “Shift” key and pressing “Tab” (Shift + Tab). You can also navigate through the fields by using the mouse.

If a required field does not have data entered into it and you try to save the form, you will receive a message that informs you of the field vacant of data and you will not be able
to save that form until that field has data. Some or all of the fields may be required in order to save the form. Those fields that are required are bold and with an asterisk next
to the field name.

Tips
e You must click the (Save) button before moving on to the next section in the system.

e To select multiple data at one time from a Multiple Selector Box or List Box, hold the control (Ctrl) key on the keyboard and left click the mouse on any of the data options that you'd
like to include in your entry.

e Type an identifying letter of an item in a dropdown list to appear in the box.
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Edit Form Buttons

Information is entered and edited through the Edit Forms. The table below summarizes the buttons used to enter/edit information into an Edit Form.

Add Allows the Edit Form fields to be “open” for adding new information to an Edit Form
Edit Allows the Edit Form fields to be “open” for modifications to existing information
Delete Removes the information currently on an Edit Form from the COMET database
Save Adds the information on an Edit Form to the COMET database
Save & Exit Adds the information on an Edit Form to the COMET database and returns you to a Landing Page
Save & Continue Adds the information on an Edit Form to the COMET database and takes you to the next page within the Edit Form
Cancel Cancels the data entry without saving

Additional Feature Buttons

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

Submit Forwards the approved information to the appropriate parties for further consideration

Upload Uploads a document to the Edit Form

Allows you to locate a document currently saved on your computer for upload

Previous Returns you to a previous page on the Edit Form

COMET User Manual 13
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LOGIN PROCEDURE

Connect to the Internet using your Internet browser (e.g., Internet Explorer). In the Address (Location) box, type in the following address and press enter:
https://www.pmrts.samhsa.gov/pmrts

Home CoadUs Helo

PreventionManagement (seach  Gol
‘Reporting & Training System

Prevention Resources Data Submissi Reporting Sernvices Media & Tools

Loain Link

To access COMET, you will login through SAMHSA/CSAP’s Performance
Management Reporting and Training System website.

i Login H 1 1
1. Click the X3 Login) link located on the top right hand corner of the screen. Latest News Calendar
February, 2011
Qbarna Quit Srmoking, First Lady Says
Wk Su Mo Tu We Th Fr Sa The Prevention
Australian Panel Recommends Warning Labels for Altotol Management Reporting
4 30 31 1 2 3 4 § and Training System
llinois: People of Colar More Likelyto Face Prison for Dug Crimes “ (PMRTS) has a new look!
6 7T 8 8 10 11 12
Big Tobacco Stalls Statements in Federal Lawsuit & R Gh bE O P en LG As of Friday, January 28th,
e the PMRTS portal and
MYC Bans Smoking in Parks, on Beaches 7 £ d st i ad T applications have been
Study Links Private Alcohol Sales to More Deaths a oo o2 o on o redesigned. All system
functionality should remain
Drug Czar Issues ‘Bath Salls' Warning ] 6 7 8 8 10 11 12 the same through each of
the applications, but there
Wiatch Free The Bowl 2011"Winning Yideos are some new features

available. These features
inclide | |

LIEL Players: Injury, Pain, and Opioid hisuse

Iri‘j Todays Events

BLD. Lawrnakers Block Bill Banning Alcghal at & Sparts Ever

(This is a partial screenshot displaying the Home Page.)
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2. Type the login name provided by the acting administrator in the User name
field.

3. Type the password in the Password field.
4. Click the box that states: ‘Il agree to these Terms and Condition’.
5. Click the == (Log In) button.

*Note: To cancel the login process, click the (Cancel) button.

6. Click Data Submissions from the Prevention Management Menu.

7. Your available systems will be displayed. Click the COMET - Coalition Online
Management and Evaluation Tool link.

COMET User Manual
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Username:| |

F'assword:| |

*You must accept the terms and conditions in order to login and access
secure content.

eb S|te are expected to adhere to the security standards of the

F?\I/I users of the Prevention Management Reporting and Training System -

it Reporting and Training System to the fullest, in
ction with other users and in handling substance
mation that Prevention Management Reporting and
des. The Prevention Management Reporting and

:s each user a unique user ID and a system-

lnenerated password. As a user. vou are required to chanae the svstem- ¥

[ | agree to these Terms and Conditions

Terms and Conditions
checkbox

Loain button

Login Cancel

Forgot your Password?

(This is a screenshot of the Login Page.)

Welcome s!' Log out MY ACCOUNT

Media & Tools

Reporting Senvices

Prevention Resources Data Submissions

Data Submissions link

Home

Data Submissions provides CSAP contractors and grantees with the number of different data collection tools.

The Substance Abuse and Mental Health Services Administration (SAMHSA) Center for Substance Abuse Prevention
(CSAP) requires its contractors and grantees to submit complete and accurate data in accordance with data
requirements. These data are used for program planning and monitoring and to support funding proposals submitted to
HHS, OMB, Congress and others.

To view all current RFAs, please visit: hitp://www.samhsa.gov/grants/2009/fy2009.aspx

COMET - Coalition Online Management and Evaluation Tool
COMET was designed to help your Coalition use SAMHSA-|s Stratea
your DFC semi-annual progress report. You will also access The Coar
COMET - Coalition Online Management and Evaluation Tool

COMET link

1 of these SPF steps to populate
h.

(This is a screenshot of the Data Submissions Landing Page.)
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Change Your Password

The Change Your Password feature allows a user to change the password for the
account he or she is currently logging into the system with.

1. To change your password, begin by clicking My Account from the Prevention
Management Reporting and Training System main menu.

2. Click the Change Your Password link.

COMET User Manual
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Jelcome s!
Prevention Resources - Data Submissions Reporting Senices ~ Media & Tools eI SR ot

Search Go

£ SHARE

MY ACCOUNT

My Account link

= -\f' ;

.d/\z}.@_\ﬂmu.

Latest News Calendar

February, 2011

wk Su Mo Tu We Th Fr Sa The Prevention
More Employers Saving Smokers Need Mot Anpl Management Reporting
£ 003 1 2 3 4 5 and Training System

Stuch: Marijuana Linked to Early Onset of Peychosis

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

ge the f in
eir county wa:
Find out ho
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3. Select a Security Question* from the dropdown list.
*Note: The Security Question will be used when using the Forgot Password feature to ensure the user requesting a
password is legitimate.

Please update your account by creating a new password and security question and answer. Please ensure you enter a valid email address in order to receive
confirmation of your change. Your new password must be at least 8 characters long and contain at least one number, one uppercase letter, and one special character

4. Enter your answer to the selected security question in the Security Answer* Pt i il o R ekl s W ol okt o sl A oty st oo ikon s SO ke il
field. Security Question’ Whet i the neme:cthe igh achoolyor attene? 2
5. Type the password you would like to use in the New Password* field. Security Answer:
6. Retype the password in the Confirm New Password* field. New Password"
7. Verify or update the email address in the Email Address* field. Confirm New Password™
8. Clickthe **  (Submit) button. Email Address™ i
Submit Submit button

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

Tips
e The User Name* is NOT case sensitive.

o The Password* IS case sensitive. The Password must fill the following requirements:
Minimum length: 8 characters
At lease one (1) upper case letter
At least one (1) lower case letter
At least one (1) of the following special characters: |@#$%"&

o You will be required to change your password every 90 days.

COMET User Manual 17 OKIT Solutions® 2013



Forgot your Password?

If you are unable to log into COMET due to forgetting your User ID or Password, you
can retrieve this information by clicking the link entitled “Forgot your Password?”
on the login window.

1. On the Login page, click the Forgot your Password? link.

2. Type the login name in the User Name* field.

3. Type the email address of the user who is associated with the User Name in the
User Email* field.

*Note: This must be a valid email address.

4. Click the "= (Next) button.
5. Onthe next screen, answer the Security Question*. Nex
6. Clickthe ™ (Next) button.

Tips

o Ifyou currently do not have an account you will not be able to use the Forgot Password feature.

COMET User Manual 18

User Name*:

User Email™

Username:

Password:

*You must accept the terms and conditions in order to login and access
secure content.

All users of the Prevention Management Reporting and Training System 4
Web site are expected to adhere to the security standards of the

Prevention Management Reporting and Training Systern to the fullest, in
respect to their interaction with other users and in handling substance

abuse prevention information that Prevention Management Reporting and
Training System provides. The Prevention Management Reporting and
Training System issues each user a unique user ID and a system-

nenerated password. As a user. vou are required to chanae the system- ™

[ I agree to these Terms and Conditions

Logi G |
SONT) [Eanee Forgot your Password?

Forgot your Password? link

(This is a screenshot of the Login Page.)

Next button

(This is a screenshot of the Reset Your Password Page.)
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7. Alink to reset the password will be sent to the email address that is associated
with the User Name.

Alink has been emailed to you which will allow you to reset your password.

(This is a screenshot of the Reset Your Password Confirmation Page.)
Tips

e You will receive an email with a link to change your password.
e Please add the following domain to your email safe list: @Kkitsolutions.net to ensure you receive emails from Support.

COMET User Manual 19 OKIT Solutions® 2013



Account LOCkEd Username:

If you attempt to log into the system unsuccessfully three (3) times, you will be Password:
locked out of your account. Please contact Support to have your account unlocked.

Your account has been locked! For security purposes your account has
been locked out after three consecutive failed login attempts.
Please contact support at: 1-888-348-4248 in order to have your account

unlocked.
SUPPORT CONTACT INFORMATION *Yotu rtnust accept the ter| Contact Support access secure
o 1-888-348-4248 content : :
. . All users of the Preventior information ystem -
L] DCARSUDDO”@I(“SO'U“O“Snet Web site are expected to aonere 1o e SeCUrTy stanaaras or e
. Prevention Management Reporting and Training System to the fullest, in
o Use the Contact Form on the Support S|te: respect to their interaction with other users and in handling substance
N : abuse prevention information that Prevention Management Reporting and
ht'[p.//kl'[users.klthOSt.net/support/dcarsupport Training System provides. The Prevention Management Reporting and

Training System issues each user a unique user ID and a system-
aenerated password. As a user. vou are reauired to chanae the svstem-

Once your account is unlocked you will receive an email: 7)1 agree to these Terms and Conditions

1) The email informs you that your account has been unlocked.
Subiject line will read: User Account has Been Unlocked

2) The email will be from DONOTREPLY @kitsolutions.net Fossel o Basat

(This is a screenshot of the Account Locked Page.)

Login Cancel

Date: 7/19/2013 4:55:26 PM
The DCAR Support team has reset your Prevention Management Reporting and Training System account password. You must click the link below to

When your account is unlocked you can request Support to reset your password if sign nto the system and update your password.
you do not remember your current password. Link: https-/iwww_pmrts samhsa gov/PMRTS/Verification aspxu%3ditest%26vc%3dNREF 1ZBASRNZTMY %26r%3dre

*Please note that you will not be able fo access the system until you click the link &

Link to chanae password

Once yOUI’ paSSWOI'd haS been reset you W||| receNe an ema|| If you have any questions, please contact the DCAR Support team at: 1-888-348 4%k
1) The email provides you a link to reset your password. Thank you,
. . . The Prevention Management Reporting and Training System Administrator
Subject line will read: Password Has Been Reset

2) The email will be from DONOTREPLY @kitsolutions.net FHES L NS SEMS2 Q0. pIis]

(This is a sample screenshot of the Password Reset email.)
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Current Organization

If you work in multiple organizations, you will have to select the organization from the
list of Organizations. This screen will not appear if you work at one (1) organization.

1. Select the radio button next to the appropriate organization name.

2. Click the

COMET User Manual

(Work on this organization!) button.

21

COMET: Coalition Online Management and Evaluation Tool

Please select the organization you would like to work on:

Organization
5 BUTTE-SILVER BOW HEALTH DEPARTMENT

@ COMMUNITY COUNSELING & CORRECTIONAL SRV

© DISTRIGTIALCOROL A Work on this organization!
PHILLIPS COUNTY COA
button

Woark on this organization! %

Screenshot displaying the Organization selection page
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HOME

The Home Page provides the coalition with important messages and events including progress report due dates and information about the COMET application.

Enter and Submit My Data View My Data Download My Data  Utilize My Data

Home
Home
COMET was designed to help your Coalition use SAMHSA's Strategic Prevention Framework (SPF) for managing
Messages and Events your DFC grant. COMET enables grantees to enter and submit their bi-annual Progress Report along with other tools
X X . . . required for reporting. In addition, grantees will be able to view and print their submitted data, download their data and
e The information provided in the Messages and Events sections are based on utiize their data through trends and analysis reports.
. . 1
dues dates and any upcoming events that are relevant to the COMET Hi, Welcome to COMET!
Application. s
Welcome to the new COMET system! Currently, the Enter & Submit My Data section is available to
Year 1 grantees for completing and submitting the bi-annual progress report. The submission CADCAs Mid-Year Training Institute is the only
deadline is May 10th, 2012 intensive, coalition specific training opportunity of

its kind, providing in-depth courses specifically
designed fo address a community leaders biggest
concerns and obstacles. Held for 4 days in July,
the Mid-Year Training Institute offers in-depth
training sessions geared specifically for
community coalitions and staff From
fundamentals of coalition building and strategic
planning to evaluation and research, you will come
away motivated and inspired. Further details can
be found

here:http-/fwww. cadca org/events/detail/2012-mid-

(This is a sample screenshot displaying the Home Landing Page.)
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ENTER AND SUBMIT MY DATA

The Enter and Submit My Data module is used to enter and submit data for your Progress Reports.

Change Role Selection Change Organization Selection

Home [ESnGEERGEILIGISUENEEN \/icw Iy Data Download My Data  Utilize My Data

1. Click Enter and Submit My Data from the Menu. Home ) Enter and Submit iy Data

2. From the Enter and Submit My Data landing page you can navigate to one of Enter and Submit My Data N
the following sections:

a. Progress Reports
b. Core Outcomes Survey Submission
c. Coalition Classification Tool Survey Submission
d. Continuation Application
. Continuation Application
e. Mentoring Report

Mentoring Report
nter Dala for your Report and submit to the Coalition that is mentoring your Coalition

Use this section to enter and submit data for your Progress Reports.

Progress %egmns
o0se a reporling period to access the data entry tools for your Progress Report.

Core Quicomes Survey Submission
Core Outcomes Suwey Submission

Coalition Classification Tool Survey Submission
Coalition Classification Survey

View My Data
(This is a screenshot displaying the Enter and Submit My Data Landing Page.)
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Progress Reports
Choose a reporting period to access the data entry tools for your Progress Report.

Entering the Progress Report

1. Click Progress Reports from the Enter and Submit My Data Landing Page.

2. Select the appropriate reporting period from the Reporting Period dropdown
list.

3. Alist of Tasks will appear allowing you to enter the data for submission. Click
the appropriate link to begin data entry (instructions for each Task are listed
below).

COMET User Manual

Home [QR=EpCEERGETLGISENEER ‘icw My Data Download My Data  Utilize My Data

Home Enter and Submit My Data Progress Reports

Progress Reports
Choose a reporting period to access the data entry tools for your Progress Report.
Reporting Period:

[Select One [

(This is a screenshot displaying the Progress Reports Landing Page.)

Progress Reports

Choose a reporting period to access the data entry tools for your Progress Report.

Reporting Period: 10/1/2011 - 7/31/2012 [~]

Coalition Structure and Processes

Grantee Coalition Information Y 03/23/2012

Needs Assessment . 03/21/2012
1 Link to Task

Target Zip Codes Y 03/21/2012

Coalition Budget Y 03/21/2012

(This is a sample screenshot displaying the Progress Reports Landing Page.)
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Tips
The Progress Reports Landing Page grid displays a Completed column and a Date
Completed column.

e The Completed column will display an N if the Task has not been completed yet
and a Y if you have entered and saved the Task. Once all of the Tasks show Y in
the Completed column, you are ready to submit your Progress Report.

e The Date Completed column will inform you of the most recent date for
entering/saving data within the Task.

previous reporting period. Selecting Yes, allows you to modify the information. Selecting No, will automatically set the Task to a Y for the Completed column.

COMET User Manual
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Progress Reports

Choose a reporting period to access the data entry tools for your Progress Report.

Reporting Period: 10/1/2011 - 7/31/2012

[+]

Coalition Structure and Processes

Grantee Coalition Information Y
Needs Assessment Y
Target Zip Codes Y
Coalition Budget Y

03/23/2012

03/21/2012

03/21/2012

03/21/2012

(This is a sample screenshot of the Progress Reports Landing Page.)
e If you have multiple reporting periods, when selecting a progress report task for a new reporting period you may receive a message asking if your data has changed since the

OKIT Solutions® 2013



Grantee Coalition Information - 10/1/2011 - 7/31/2012

Grantee Coalition Information Edlt Granteelcoalition
Edit Grantee/Coalition Information |nf0|’mat|0n bLIttOﬂ
Grantee Coalition Information Dse Upcited. 03232012

1. Click Grantee Coalition information from the Progress Reports Landing Page.
2. Click the = sswranarenss (Edit Grantee/Coalition Information) button.

Grantee Name: Southern Acorn Valley Education Senvices

Coalition Name: SAVE Our Children

(This is a sample screenshot displaying the Grantee Coalition Information Page.)

Grantee Name: Southern Acom Valley Education Services

3. The details will be in edit mode. Make any changes needed to the details.
*Note: The Grantee Name, Coalition Name and Award Number are not available for

Coalition Name: SAVE Qur Children

modification. If this information is incorrect, please contact your Project Officer. Award Number: 1egee
1 Save Y f first DFC Award: 2012
4' ClICk the (Save) bUtton' sarerire e 4 characters maximum. oo
Month and Year Your Coalition was First 01/2010 (mmiyyyy)
Established:

(This is a sample screenshot displaying the Grantee Coalition Information Edit Page.)

COMET User Manual 26 OKIT Solutions® 2013



Needs Assessment - 10/1/2011 - 7/31/2012
Needs Assessment 4 Edit Needs Assessment

button

Edit Needs Assessment

Needs Assessment T ——

1. Click Needs Assessment from the Progress Reports Landing Page.

2. Clickthe = wswne (Edit Needs Assessment) button. Geographie Sseinels) Served

Community Setting(s) Served:

Do you target information/intervention
efforts to a specific minority group or
minority groups?

(This is a screenshot displaying the Needs Assessment Page.)

Needs Assessment - 10/1/2011 - 7/31/2012

Needs Assessment refers to the decisions your coalition has made concerning the major problems upon which you want to
focus and the major community areas and populations you want to serve.

3. Select the geographic setting using the Geographic Setting Served

Inner City

Geographic Setting(s) Served:” O
checkboxes. R O Urben
4. Select the community setting using the Community Setting Served D Subutban
ChECkbOXES [ Frontier
Community Setting(s) Served:* [0 Single School District
[ Multiple School Districts
O Single School
[0 Multiple Schools
O city

(This is a screenshot displaying the Needs Assessment Edit Page.)
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Answer the question using the Do you target information/intervention efforts
to a specific minority group or minority groups? radio buttons.

a. If Yesis selected, a new field will appear allowing you to select the
specific minority group(s).
Select the grade levels being served using the Grade Level(s) Served:
checkboxes.

Select the substances addressed in your community using the Please select up
to 5 Substances that your Coalition is Addressing in your Community:
checkboxes.

Enter a description of any other substances addressed within your community in
the Additional Substances Addressed: field.

Click the (Save) button.

Save

COMET User Manual

Do you target informatien/intervention
efforts to a specific minerity group or
minority groups?*

Grade Level(s) Served:™

O Yes O No

Oooooooono

Elementary School (K-5)
6th Grade

Tth Grade

8th Grade

9th Grade

10th Grade

11th Grade

12th Grade

(This is a screenshot displaying the Needs Assessment Edit Page.)

Please Select up to Five (5) Substances
that your Coaliticn is Targeting in your
Community:*

Additional Substances Addressed:

Save Cancel

Ooooooooooooad

Alcohol

Tobacco

Marijuana

Prescription Drugs
Cocaine/Crack

Heroin

Stimulants (uppers)
Tranquilizers

Hallucinogens
Over-the-counter (OTC) drugs
Inhalants

Steroids

Synthetic Drugs/Emerging Drugs

1000 characters remaining.

(This is a screenshot displaying the Needs Assessment Edit Page.)
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Target Zip Codes - 10/1/2011 - 7/31/2012

Target Zip Codes Description Edit Target Zip Codes
Edit Target Zip Codas button

Date Updated: 03/21/2012

Tarqet le COdeS Zip Codes Served:
1. Click Target Zip Codes from the Progress Reports Landing Page. R
2. Clickthe === (Edit Target Zip Codes) button. s

(This is a sample screenshot displaying the Target Zip Codes Listing Page.)

Target Zip Codes - 10/1/2011 - 7/31/2012

Target Zip Codes Description

Tarer 2o Coces tavs

Please list the zip code served: [ ]

USPS Zip Code Look-Up

3. Zip codes can be entered in two (2) ways: Enter Target Zip Codes or Upload
Target Zip Codes. Select the appropriate tab to either enter your zip codes or

upload them.
*Note: An active tab will be blue. If no, please list the specific areas
served (e.g., names of neighborhoods,

school districts, etc.)

Do you serve the entire zip code?
O Yes O No

(This is a screenshot displaying the Target Zip Codes Edit Page.)
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4. The Enter Target Zip Codes tab is selected by default. This tab is used to
enter your targeted zip codes manually. Use the following steps to enter your zip

Target Zip Codes - 10/1/2011 - 7/31/2012

Target Zip Codes Description

codes manually: |
a. Enter the 5-digit zip code in the Please list the zip code served: field.

b. Answer the question using the Do you serve the entire zip code?
radio buttons.

If No is selected, enter the specific area served in the If no,
please list the specific areas served field.

c. Clickthe ** (Add) button.
d. The zip code will appear in the grid below.

Tips

o Click the wssaeee

5. To add a bulk list of zip codes, select the Upload Target Zip Codes tab. Use
the following steps to upload your zip codes:

a. Selectthe ™= (Template) button to add your zip codes to the |

Please list the zip code served:

USPS Zip Code Look-Up

Do you serve the entire zip code?

O Yes O No

If no, please list the specific areas

served (e.g.,

names of neighborhoods,

school districts, etc.)

Add

(This is a screenshot displaying the Enter Target Zip Codes Edit Page.)

(USPS Zip Code Look-Up) button to ensure the zip code you are entering is a valid zip code.

Target Zip Codes - 10/1/2011 - 7/31/2012

Target Zip Codes Description

template for uploading.

b. To upload your zip codes file, click the = (Browse) button to locate
and open the file currently saved on your computer. Only .doc, .docx,
Axt, xls, .xIsx, and .pdf file extensions can be uploaded.

Click the |.e=2=| (Change) button if the wrong file was accidently
selected.

c. Clickthe = (Upload) button.
d. The zip code will appear in the grid below.

6. Click the ==

Tips

e Click the e

COMET User Manual

(Save) button.

(Instructions) button for a data dictionary in regards to the upload template.
30

Upload My Zip Code Data:

Brovise Buton

Upload

Instructions

Template

(This is a screenshot displaying the Upload Target Zip Codes Edit Page.)
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7. To modify a zip code, click the = (Edit) button to the right of the appropriate

Z|p COde Zip Codes Served:
a. The details will appear above the grid for modification. Make any

changes needed to the details.
b. Clickthe < (OK) button.
8. To delete a zip code, click the == (Delete) button to the right of the

Zip Code Served Do you serve the entire zip code? Specific areas served

15201 Yes Edit Delete

15202 Yes Edit Delete

appropriate zip code. s . . L
a. A message will appear asking if you are sure. Click (OK) to . ) ——
continue the deletion or click (Cancel) to cancel the deletion.
9. Clickthe “ (Save)button. (This is a sample screenshot displaying the Zip Codes Served grid.)
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Coalition Budget

1. Click Coalition Budget from the Progress Reports Landing Page.
2. Click the == (Edit Coalition Budget) button.

3. Enter the amount of your budget in the What is your coalition’s current total
annual operating budget? field.

4. Enter the time period that the budget covers in the Please specify the period
that this budget covers From: and To: fields.

5. Enter the dollar amount of your budget for each funding source in the
appropriate Source of Funding/Resources: Dollar Amount fields.

Coalition Budget - 10/1/2011 - 7/31/2012

Coalition Budget

Edit Coalition Budget ~—

Date Updated. NIA

What is your coalition’s current total annual
operating budget?

Edit Coalition Budget
button

$

Please specify the period that this budget From To

covers: (mmlyyyy)

(This is a screenshot displaying the Coalition Budget Page.)

Coalition Budget - 10/1/2011 - 7/31/2012

Coalition Budget

What is your coalition's current total annual  $ l:l

operating budget?*

Please specify the period that this budget
covers: (mmlyyyy)”

fom [ ] e [ ]

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

What dollar amount of your total operating budget comes from each of the following funding sources?

DFC Grant % 5:'
STOP Act Grant L $l:l
SPF-SIG Funding % 5I:l
Other federal government funding % $|:|

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

Tips

e The percentage total must add up to 100% and the budget total must add up to the annual operating budget as reported in the appropriate field. If the numbers do not equal you will

not be able to save your data and continue on to the next task.

COMET User Manual
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In the next 12 months, do you expect your O Increase (Decrease () Stay about the Same
coalition's funding level to...”

6. Using the In the next 12 months, do you expect your coalition’s funding
level to... radio buttons, select whether your funding level is changing.

7. Enter any additional information or notes regarding your funding in the
Comments: field. 8000 characters remaining.

8. Clickthe == (Save) button. Sare || Cance

@ Comments:

(This is a screenshot displaying the Coalition Budget Edit Page.)
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Membership - 10/1/2011 - 7/31/2012

Membership
Edit Membership % Edit Membership button
. Date Updated: 03/25/2012
Membershi f——
HETDeISTD
1. Click Membership from the Progress Reports Landing Page. Number of Formal Coalition Mestings 5

Held During This Period:

2. Clickthe === (Edit Membership) button.

Average Attendance at Coalition 8
Meetings (not including paid staff):

Is Collaboration Among Members of Your

Coalition: Staying the Same

(This is a sample screenshot displaying the Membership Page.)

. , o . Membership - 10/1/2011 - 7/31/2012
3. Enter the number of formal coalition meetings your organization held in the P

Number of Formal Coalition Meetings Held During This Period: field. Membership

4. Enter the average attendance at the coalition meetings in the Average
Attendance at Coalition Meetings (not including paid staff): field.

5. Using the Is Collaboration Among Members of Your Coalition radio buttons,

Membership Edit

Number of Formal Coalition Meetings I:|

Held During This Period:

: . : i verage Attendance at Coalition
select whether the collaboration effort is changing among your coalition e e
memberS. Icsocaﬁltlizz?ratiun Among Members of Your Olncreasing O Decreasing @ Staying the Same

6. Clickthe == (Save) button. o N I
(This is a sample screenshot displaying the Membership Edit Page.)

7. Using the grid, enter the number of members represented for each Sector in the
How many coalition members represent this sector? column fields. o ot TR e e e ceciareg " "

8. Using the grid, enter the number of members that are actively involved in : . -
coalition meetings for each Sector in the How many of these coalition

Parents

members are ‘active’? column fields.
9. Using the grid, select the level of commitment for each Sector using the What is susiness Communty
the average level of involvement for each of the sectors? radio buttons. —— — —
10. Click the ~ ====== (Save & Continue) button to add individual coalition — —
members' Law Enforcement Agency ] ]
*Note: If you do not have any individual members, click the = == (Save & EXxit) button to o o S
return to the Progress Reports Landing page. (This is a sample screenshot displaying the Membership Edit Page.)
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Membership - 10/1/2011 - 7/31/2012

Membership

11. Individual members can be entered in two (2) ways: Enter Members or Upload Membership tabs I

Members Document. Select the appropriate tab to either enter your individual

members or upload them.
*Note: An active tab will be blue.

First Name:

Last Name:

Type: Olndividual OOrganization

(This is a screenshot displaying the Enter Members Edit Page.)

Membership - 10/1/2011 - 7/31/2012

Membership
12. The Enter Members tab is selected by default. This tab is used to enter your

individual members manually. Use the following steps to enter your individual

members manually:

a. Enter the name of the member in two (2) fields: First Name and Last
Name' Last Name:

b. Using the Type: radio buttons, select whether the member is an
Individual or an Organization.

Select the sector the member belongs to from the Sector dropdown list.
Select the status of the member using the Status radio buttons.

Click the < (Add) button. S oActive lnactive
The member will appear in the grid below.

First Name:

Type: oIndividual - Organization

Sector:
[~]

~® o o

Add

(This is a screenshot displaying the Enter Member Edit Page.)
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13. To add a bulk list of members, select the Upload Members Document tab. Use

Membership - 10/1/2011 - 7/31/2012

the following steps to upload your members: Membership
a. Selectthe ™= (Template) button to add your members to the
template for uploading. |
b. To upload your members file, click the F-222 (Browse) button to locate Upload Membars:
and open the file currently saved on your computer. Only .doc, .docx, Browse button
xt, .xls, xlsx, and .pdf file extensions can be uploaded. Uplond
I.  Click the | @===| (Change) button if the wrong file was accidently _
selected Instructions
c. Clickthe = (Upload) button. femplae
d. The members will appear in the grid below. (This is a screenshot displaying the Upload Members Document Edit Page.)
Tips
e Clickthe === (Instructions) button for a data dictionary in regards to the upload template.
Wha:bis bﬁmg dchne to increase Wx_z :are working to expand Capacity through Capacity-Building Activities
membership in the sectors not with local tribal governments Youth-Serving Organizations.
14. Enter a description of how you are increasing membership in the What is being ===

done to increase membership in the sectors not represented? field.

15. Click the (Save & Exit) button.

16. To modify a member, click the

member.

a. The details will appear above the grid for modification. Make any
changes needed to the details.

b. Click the (OK) button.

To delete a member, click the
appropriate member.

a. A message will appear asking if you are sure. Click (OK) to
continue the deletion or click (Cancel) to cancel the deletion.

18. Click the (Save & Exit) button.
COMET User Manual

(Edit) button to the right of the appropriate

OK

17. (Delete) button to the right of the

8000 characters maximum.

Previous Save & Exit Cancel

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

Show entries
10

Alex Hutchison Qrganization Law Enforcement Agency Active Edit Delete

Allegheny Associates Organization CivicVolunteer Group Active Edit Delete

Donald Walker Qrganization  ReligiousiFraternal Grganizations Active Edit Delete

Dr. Mark Cabell Individual Healthcare Professionals Active Edit Delete

(This is a sample screenshot displaying the Members grid.)
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Capacity Building Activities - 10/1/2011 - 7/31/2012

Capacity Building Activities Edit Capacity Building
Activities button

Edit Capacity Building Activities

Date Updated. NIA

Capacity Building Activities

Please select up to three (3) capacity

1. Click Capacity Building Activities from the Progress Reports Landing Page. —— ‘
2. Click the =esmswmiane (Edit Capacity Building Activities) button. ol Your oation's efors quring e 2

reporting period:

Please report any notable
accomplishments related to capacity
building activities achieved during this
reporting period:

(This is a screenshot displaying the Capacity Building Activities Page.)

Capacity Building Activities - 10/1/2011 - 7/31/2012

Capacity building activities include any efforts explicitly designed to mobilize and/or build capacity within a geographic area
to address needs. Capacity building activities improve the ability of the coalition to successfully assess needs, plan, make
descisions, implement effective activities, evaluate, improve, and sustain coalition functioning.

3. Select the activities that were the main focus of your coalition’s efforts using the

. - . . i [0 Gathering Community Inpu
Please select up to three capacity building activities that were the main g Ao vt e ocss ) et
- . . . of your coalition’s efforts during the last
focus of your coalition’s efforts during the last reporting period: reporting period:* ’ 0 Training for coaifion mermbers
[0 Building shared vision/consensus
CheCkboxeS' O ic::ajnghﬂscil resn:rces
*Note: You may only select three (3) or less). [ Strengthening interventions
. . . . . O Outreach
a. If Other (Please SpeCIfy) IS SeleCted, anew fleld WI” appear allow'”g O En;ag\ng the general community in substance abuse prevention initiatives
you to enter a new act'vr[y name not Currently def|ned. g Fevelup\ng.;ffxecut.mg a media plan to draw attention to new drug
mproving information resources
Other (Please Specify)
O None

Specify Other:®

1000 characters remaining.

(This is a screenshot displaying the Capacity Building Activities Edit Page.)
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4. Enter any accomlishments related to the activities in the Please report any
notable accomplishments related to capacity building activities achieved
during this reporting period: field.

5. Enter any additional information regarding the activities in the Please report
any additional details, including barriers or challenges, about your
capacity building activities that were not captured above, but are relevant
to understanding your coalition’s activities/outcomes: field.

6. Clickthe == (Save) button.
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Please report any notable
accomplishments related to capacity
building activities achieved during this
reporting period:

8000 characters remaining.

Please report any additional details,
including barriers or challenges, about
your capacity building activities that were
not captured above, but are relevant to
understanding your coalition's
activities/outcomes:

8000 characters remaining.

Save Cancel

(This is a screenshot displaying the Capacity Building Activities Edit Page.)
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Challenges and Protective Assets - 10/1/2011 - 7/31/2012

Challenges and Protective Assets Edit ChaIIenges and
Challenges and Protective Assets Edit Challanges And Protective Assets Protective Assets button

Date Updated: NIA

1. Click Challenges and Protective Assets from the Progress Reports Landing

Page.
What are the primary challenges that you

2. Click the =somesmereencsns (Edit Challenges and Protective Assets) button. face in your community?

What are the primary protective assets
you have in your community?

(This is a screenshot displaying the Challenges and Protective Assets Page.)

What are the primary challenges that you Community Factors - Inadequate laws/ordinances related to substance usefaccess

: 2
face in your community? Community Factors - Inadequate enforcement of laws/ordinances related to

substance use

Community Factors - Availability of substance that can be abused

3. Select the primary challenges using the What are the primary challenges that
you face in your community? checkboxes.

(o]
O
O
O
(o]
a. If Other (Please Specify) is selected, a new field will appear allowing -
i
O
O
O

Community Factors - Perceived acceptability (or disapproval) of substance use
Individual Factors - Favorable attitudes towards the problem behavior

Individual Factors - Early initiation of the problem behavior

. Family Factors - Family traumalstress

you to enter a new challenge name not currently defined.

Family Factors - Parental attitudes favorable to antisocial behavior

Family Factors - Parents lack ability/confidence to speak to their children about
ATOD use

School Factors - Academic failure
School Factors - Low commitment to school
Other (Please Specify)

(This is a screenshot displaying the Challenges and Protective Assets Edit Page.)
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What are the primary protective assets you Community Factors - Laws, regulations, and policies

have in your community? Community Factors - Strong community organization (e.g., less crime, less visible

drug dealing)

Community Factors - Advertising and other promotion of information related to
ATOD use

Community Factors - Pro-social community involvement
Community Factors - Cultural awareness, sensitivity, and inclusiveness

4. Select the primary protective assets using the What are the primary protective
assets you have in your community? checkboxes.
Family Factors - Family connectedness

]
O
O
O
O
O
O
- . . . . D
a. If Othel‘ (Please SpeCIfy) |S Selected, a neW f|e|d W|” appeal’ a”0W|ng O Family Factors - Opportunities for pro-social family involvernent
O
(]
]
]
O
]
O

Family Factors - Family economic resources
Family Factors - Parental monitoring and supervision

you tO enter a new Cha"enge name n0t Curl’enﬂy deflned. Family Factors - Family history of successful socialization

Individual Factors - Positive contributions to peer group
Individual Factors - Recognition/acknowledgement of efforts
School Factors - Contribution to the school community
School Factors - Positive school climate

School Factors - School connectedness

Other (Please Specify)

(This is a screenshot displaying the Challenges and Protective Assets Edit Page.)

Please report any additional details about

5. Enter any additional information regarding the challenges and protective assets At

in the Please report any additional details about your challenges and

protective assets that were not captured above: field. 1000 characirs remaiing
6. Clickthe == (Save) button. S ==

(This is a screenshot displaying the Challenges and Protective Assets Edit Page.)
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Assessment Activities - 10/1/2011 - 7/31/2012

Assessment Activities

Edit Assessment Activities
button

Edit Assessment Activities

Assessment Activities Dae Upciated  Hi

1. Click Assessment Activities from the Progress Reports Landing Page. S .
. . e ease select up to three (3) assessment
2. Click the =« (Edit Assessment Activities) button. et el il e e

period:

Please report any notable
accomplishments related to assessment
activities achieved during this reporting
period:

(This is a screenshot displaying the Assessment Activities Page.)

Assessment Activities - 10/1/2011 - 7/31/2012

Assessment is the systematic gathering and analysis of data to identify current assets, problems, and related conditions
that require intervention.
3. Select the activities that were the main focus of your coalition’s efforts using the
Please select up to three assessment activities that were the main focus of
your coalition’s efforts during the last reporting period: checkboxes. e e

activities that were the main focus of your

*NOte: YOU may Only Select thl‘ee (3) or IeSS). coalition’s efforts during the last reporting

period:*
a. If Other (Please Specify) is selected, a new field will appear allowing
you to enter a new activity name not currently defined.

Preparing to assess needs and capacity (e.g.,identifying coalition goals)
Designing/selecting interventions

Collecting data for assessment purposes

Analyzing and reporting assessment data

Completing a SWOT Analysis

Developing a framework/logic model for change

Using assessment data (e.g., revising a logic model)

Other (Please Specify)

None

Ooooooooono

(This is a screenshot displaying the Assessment Activities Edit Page.)
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Please report any notable
accomplishments related to assessment
activities achieved during this reperting

4. Enter any accomplishments related to the activities in the Please report any period:
notable accomplishments related to assessment activities achieved
during this reporting period: field.

8000 characters remaining.

Please report any additional details,

5. Enter any additional information regarding the activities in the Please report OO S T

any additional details, including barriers or challenges, about your Faptred sbove:

assessment activities that were not captured above: field. .
6. Clickthe = (Save) button. Savor] [-Ganeal

(This is a screenshot displaying the Assessment Activities Edit Page.)
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Planning Activity

1. Click Planning Activity from the Progress Reports Landing Page.
2. Click the (Edit Planning Activity) button.

Eda Planning Actsaty

3. There are multiple components to entering the Planning Activity: Strategic Plan,
Logic Model, Action Plan, and Additional Details. Select the appropriate tab to

either your planning activity details.
*Note: An active tab will be blue.

4. To add your strategic plan, select the Strategic Plan tab. Use the following
steps to upload your strategic plan:

a. Answer the question using the Has your coalition made any
modifications to your strategic plan during this reporting period?
radio buttons.

b. To upload your strategic plan file, click the (Browse) button to
locate and open the file currently saved on your computer. Only .doc,
.docx, .txt, .xls, .xIsx, and .pdf file extensions can be uploaded.

I.  Click the | @===| (Change) button if the wrong file was accidently

selected.

c. Clickthe =« (Upload) button.

COMET User Manual

Planning Activity - 10/1/2011 - 7/31/2012

Planning Activity
Edit Planning Actmty%

Date Updated: MNIA

Edit Planning Activity
button

Has your coalition made any medifications
to your strategic plan during this reporting
period?

Strategic Plan:

(This is a screenshot displaying the Planning Activity Page.)

Planning Activity - 10/1/2011 - 7/31/2012

Planning is a process of developing a legical sequence of steps that lead from individual actions to community-level drug
outcomes and achievement of the coalition's vision for a healthier community.

Strategic Plan Logic Model Action Plan Additional Details

Has your coalition made any
modifications to your strategic plan
during this reporting period?

O Yes ¢ No

Upload your strategic plan:

No file selected. Browse

(This is a screenshot displaying the Strategic Plan Edit Page.)

Planning Activity - 10/1/2011 - 7/31/2012

Planning is a process of developing a logical sequence of steps that lead from individual actions to community-level drug
outcomes and achievement of the cealition's vision for a healthier community.

Strategic Plan Logic Model Action Plan Additional Details

Has your coalition made any
modifications to your strategic plan
during this reporting period?

O Yes ¢ No

Upload your strategic plan:

No file selected. Browse

Upload

Browse button

Save & Continue Save & Exit Cancel

(This is a screenshot displaying the Strategic Plan Edit Page.)
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d. Alink to the strategic plan will appear below the " (Upload)

button.

e. Clickthe === (Save & Continue) button to add your logic
model.
*Note: Click the <« (Save & Exit) button to return to the Progress Reports
Landing page.

5. To add your logic model, select the Logic Model tab. Use the following stepsto  Planning Activity - 10/1/2011 - 7/31/2012

upload your IOgiC mOdeI: Planning is a process of developing a logical sequence of steps that lead from individual actions to community-level drug
a. Answer the question USing the HaS your Coalition made any outcomes and achievement of the coalition's vision for a healthier community.

modifications to your logic model during this reporting period?

radio buttons.

) . . Has your_coalition made any O Yes ¢ No
b. To upload your logic model file, click the -2 (Browse) button to Bunng dhie reporing penods- "
locate and open the file currently saved on your computer. Only .doc, Upload your Logic Model plan:

.docx, .txt, .xIs, .xIsx, and .pdf file extensions can be uploaded. Browse button
o file selected... Browse

I.  Click the | e==:| (Change) button if the wrong file was accidently

Upload

selected.
c. Clickthe = (Upload) button.
A link to the logic model will appear below the ¢ (Upload) button. (This is a screenshot displaying the Logic Model Edit Page.)
e. Clickthe === (Save & Continue) button to add your action
Pl\ll?)?é: Click the -+ (Save & Exit) button to return to the Progress Reports
Landing page.
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6. To add your action, select the Action Plan tab. Use the following steps to
upload your action plan:
a. Answer the question using the Has your coalition developed a new
action plan during this reporting period? radio buttons.
To upload your action plan file, click the F222 (Browse) button to locate
and open the file currently saved on your computer. Only .doc, .docx,
Axt, xls, .xIsx, and .pdf file extensions can be uploaded.
I.  Click the | e==:| (Change) button if the wrong file was accidently
selected.

Click the =< (Upload) button.
A link to the action plan will appear below the = (Upload) button.

Click the (Save & Continue) button to add any additional

detalls.
*Note: Click the
Landing page.

(Save & Exit) button to return to the Progress Reports

To add any additional details to your planning activity, select the Additional
Details tab. Use the following steps to add additional details:
a. Enter any accomlishments related to planning in the Please report any
notable accomplishments related to planning activities achieved
during this reporting period: field.

b. Enter any additional information regarding planning in the Please
report any additional details, including barriers or challenges,
about your planning activities that were not captured above: field.

c. Click the (Save & Exit) button.
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Planning Activity - 10/1/2011 - 7/31/2012

Planning is a process of developing a logical sequence of steps that lead from individual actions to community-level drug
outcomes and achievement of the coalition's vision for a healthier community.

Strategic Plan Logic Model Additional Details

Has your coalition developed a new
action plan during this reporting
period?”

& Yes (@ No

Upload your Action plan:*

No file selected...

Upload

Browse button

Previous Save & Continue Save & Exit Cancel

(This is a screenshot displaying the Action Plan Edit Page.)

Planning Activity - 10/1/2011 - 7/31/2012

Planning is a process of developing a logical sequence of steps that lead from individual actions to community-level drug
outcomes and achievement of the coalition's vision for a healthier community.

Strategic Plan Logic Model Action Plan

Please report any notable
accomplishments related to planning
activities achieved during this reporting
period:

8000 characters remaining.

Please report any additional details,
including barriers or challenges, about
your planning activities that were not
captured above:

8000 characters remaining.

Previous Save & Exit Cancel

(This is a screenshot displaying the Additional Details Edit Page.)
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Summary of Effort: Coalition Processes

1. Click Summary of Effort: Coalition Processes from the Progress Reports
Landing Page.

2. Click the
Processes) button.

(Edit Summary of Effort: Coalition

3. Enter the percentages of overal coalition effort in the Approximately what
percent of overall coalition effort went into the following activities: fields.

4. Enter the percentages of overal resources in the Approximately what percent
of overall resources went into the following activities: fields.

5. Click the (Save) button.

Save

Tips
e The total percentage must equal 100%.
e The percentage must be entered as whole number.
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Summary of Effort: Coalition Processes - 10/1/2011 - 7/31/2012

Summary of Effort: Coalition Processes

Edit Summary of Effort
button

Edit Summary of Effort: Coalition Processes

Date Updated MNIA

Approximately what percent of overall coalition effort went into each of
the following processes?

Activity Percent

Assessment 0%

Capacity 0%

(This is a screenshot displaying the Summary of Efforts Page.)

Summary of Effort: Coalition Processes - 10/1/2011 - 7/31/2012

Some processes may be labor intensive while other processes may be more financially intensive. In this section each
coalition will indicate how much coalition effort (labor) goes into each of the processes in the Strategic Prevention
Framework. Then, each coalition will address how much cealition financial resources go into each of the processes in the
Strategic Prevention Framework.

Approximately what percent of overall coalitien effort went into each of Activity Percent

the following processes?"
Assessment %
Capacity %
Flanning %
Implementation %
Evaluation %

(This is a screenshot displaying the Summary of Efforts Edit Page.)
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Implementation Strategies

1. Click Implementation Strategies from the Progress Reports Landing Page.
2. Click the (Edit Implementation Strategies) button.

Eit implomentagion Strategis

3. Using the grid, rank each Implementation Activity by the amount of paid staff
using the Rank the Following Implementation Activities by the Amount of
Your Coalition’s Paid Staff Labor Effort that Was Spent on Each dropdown
lists.

4. Using the grid, rank each Implementation Activity by the amount of coalition
member labor using the Rank the Following Implementation Activities by
the Amount of Your Coalition’s Member’s Labor Effort that Was Spent on
Each dropdown lists.

5. Using the grid, rank each Implementation Activity by the amount of your budget
using the Rank the Following Implementation Activities by the Amount of
Your Coalition’s Budget that Was Spent on Each dropdown lists

6. Click the (Save) button.

Save
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Implementation Strategies - 10/1/2011 - 7/31/2012

Implementation Strategies
Edit Implementation Strategie

Date Updated: NIA

Edit Implementation
Strategies button

Rank the Implementation
Strategies by the Amount of
Your Coalition’s
was Spent on Each

Implementation Strategies Rank the Implementation Rank the Implementation
Strategies by the Amount of

Your

Strategies by the Amount of
Your Coalition's
that was Spent
on Each

that was Spent
on Each

Providing Information

Enhancing Skills

(This is a screenshot displaying the Implementation Strategies Page.)

Implementation Strategies - 10/1/2011 - 7/31/2012

Implementation puts into motion the activities identified in the planning process. In this section, grantees will first rank their
level of effort related to each of the seven strategies. Then, for each Strategy, grantees will be asked to describe the types
of activities engaged in during the reporting period. The implementation section must be updated each reporting period.

Rank the Implementation
Strategies by the Amount of
Your Coalition’s that
was Spent on Each*

Implementation Strategies Rank the Implementation
Strategies by the Amount of
Your Coalition’s
that was Spent
on Each™

Rank the Implementation
Strategies by the Amount of
Your
that was Spent
on Each®

& Providing Information

<] !
<] !
[<] !

& Enhancing Skills

(This is a screenshot displaying the mplementation Strategies Edit Page.)
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Strategy Activity Details - 10/1/2011 - 7/31/2012

Click the Edit Strategy Activity button to enter data for the seven strategies listed below. As you work through your

strategies, the Completed status Edit Strategy Activity pdated to track your progress.

Edit Strategy Activity Detail Detajl button

Stl’ateqv ACtIVItV Detal IS Task Completed Date Completed
Providing Information NO

1. Click Strategy Activity Details from the Progress Reports Landing Page. Enhancing Skils No

2. Click the =«==asee (Edit Strategy Activity Detail) button. Provicing Support NO
Enhancing Access/Reducing Barriers MO
Changing Consequences NO
Physical Design NO
Modifying/Changing Policies NO

(This is a screenshot displaying the Strategy Activity Details Listing Page.)

Strategy Activity Details - 10/1/2011 - 7/31/2012

Identify which activities you worked on during this reporting period related to Providing Information. For those activities
identified as being worked on, enter the additional details required. Click the Save & Continue button to save your
data and move on to the next Strategy page. Click the Cancel button to return to the Strategy Activities listing page
without saving your data. Click the Previous and Next buttons to navigate through the Strategy pages.

3. There are multiple components to entering the Strategy Activity Details:
Providing Information, Enhancing Skills, Providing Support, Modifying/Changing
Policies, Changing Consequences, Enhancing Access/Reducing Barriers, and - _ Strategy Activity Detail
Physical Design. Select the appropriate tab to enter your strategy activity e tabs

details.
*Note: An active tab will be blue.

Providing Information Enhancing Skills Providing Support Modifying/Changing Policies Changing Consequences

Enhancing Access/Reducing Barriers Physical Design

Activities focused on  Did you work on  Number of Al o e Wrinis g SECLOT In Your

providing Information  this activity Completed Substance Adults Did _Youth Did Contributing to This Opinion, How
during this Activities This This Activity This Activity Activity successful
reporting Period Reach? Reach? Was This

period? Effort?

Media Campaign: Oves : Moderatek
Television/| ad?o O 1200 Smﬁ%

No

Media Campaign: Oves " " Please Select

No

(This is a sample screenshot displaying the Strategy Activity Details Edit Page.)
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4. Use the following steps to enter the data for each tab within the Strategy Activity
Details module:

a. Answer the questions using the Did you work on this activity during
this reporting period? column radio buttons.

Enter the number of completed activities in the Number of Completed
Activities This Period fields.

Click the Target Substance (Select Options) button to select
the substances targeted during the reporting period for each activity.
i.  Click the appropriate checkbox for the substances targeted.

*Note: Click the Check All option to select all substances or click the
Uncheck All option to remove all substances.

i. Click the B (X) to close the options window.
*Note: The (Select Options) buttons text will change showing the
number of selections chosen.
Enter the number of adults the activity reached in the How many
Adults Did This Activity Reach? fields.

Enter the number of youth the activity reached in the How many Youth
Did This Activity Reach? fields.

f.  Click the Primary Sector Contributing to This Activity
(Select Options) button to select the contributing primary sectors for
each activity.

i.  Click the appropriate checkbox for the contributing primary

sector.
*Note: Click the Check All option to select all substances or click the
Uncheck All option to remove all substances.

i. ~Click the B (X) to close the options window.
*Note: The (Select Options) buttons text will change showing the
number of selections chosen.
g. Select the In Your Opinion, How successful Was This Effort? link to
enter your success rate during the reporting period for each activity.
i. A dropdown will appear allowing you to select your success
rate.
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Strategy Activity Details - 10/1/2011 - 7/31/2012

Identify which activities you worked on during this reporting period related to Providing Information. For those activities
identified as being worked on, enter the additional details required. Click the Save & Continue button to save your
data and move on to the next Strategy page. Click the Cancel button to return to the Strategy Activities listing page
without saving your data. Click the Previous and Next buttons to navigate through the Strategy pages.

Providing Information

Enhancing Skills

Providing Support Modifying/Changing Policies Changing Censequences

Enhancing Access/Reducing Barriers Physical Design

Providing Information

Activities focused on  Did you work on  Number of

providing Information  this activity Completed
during this Activities This

Period

Target

gef How many How man Primary Sector In Your
Substance

Adults Di Youth Di Contributing to This Opinion, How
This Acuwly This Activity Activity successful
Reach? Reach? Was This
Effort?

reportin:
period?

Media Campaign: G ves = Moderatel
SElh=oal ad‘\go @ 5 Select options EEEY)] 1200 1 selected REEES

ign: @] g g
g‘l‘ﬁggaa%asmpalgn. Yes Select options Select options inlﬁgse Select

No

(This is a sample screenshot displaying the Providing Information Edit Page.)
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h.

5. Click the

Tips

Indicate the average level of contribution that coalition
paid/volunteer staff made to activities involving providing
information using the radio buttons.

Click the (Save & Continue) button to enter the details for

the next tab.
*Note: Click the
Landing page.

(Save & Exit) button.

(Save & Exit) button to return to the Progress Reports

@ Indicate the average level of contribution that coalition paid/volunteer staff made to activities involving providing

information: ~
O Completely responsible for most activities

Q Typically does not take lead, but helps coalition members
Q Typically takes lead with help from coalition members

C Minimally involved: coalition members take on most responsibilities
Save & Exit Cancel

Save & Continue

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

e Ifyou selected that you were not working on an activity during the reporting period, the fields will not be active for data entry.
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Implementation Summary - 10/1/2011 - 7/31/2012

Implementation Summary Edit Implementation

Edit Implementation Summary summary bunon

Implementation Summary pe tecates A

1. Click Implementation Summary from the Progress Reports Landing Page. Do you have any additional details, ike

accomplishments or challenges and

2. Click the =« (Edit Implementation Summary) button. barriers, related to implementation to

Please report any notable

accomplist related to impl ntation
activities achieved during this reperting
period:

(This is a sample screenshot displaying the Implementation Summary Page.)

Implementation Summary - 10/1/2011 - 7/31/2012

Implementation Summary

3. Answer the questions using the Do you have any additional details...related
to implementation to report for this reporting period? radio buttons. Do you have any additional details, ke & Yes  No

accomplishments or challenges and

4. Enter any accomlishments related to implementation in the Please report any DL e hon P
notable accomplishments related to implementation achieved during this Plesse report any notabe
. . . accomplisk related to impl ntation
report'ng per]od f|e|d. :te’trii‘;iéi:es achieved during this reporting
5. Enter any additional information regarding the activities in the Please report
any additional details about your implementation activities that were not TSRS EE L
captured above: field. incting bt or chalngee shou
. your implementation activities that were
6. Clickthe == (Save) button. ot captured above:
8000 characters remaining.
Save Cancel

(This is a screenshot displaying the Implementation Summary Edit Page.)
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Coalition Evaluation Effort - 10/1/2011 - 7/31/2012

Coalition Evaluation Effort Edit Coalition Evaluation
Edit Coalition Evaluation Effort EffOI’t bLIttOﬂ

Coalition Evaluation Effort

Date Updated: NIA

1. Click Coalition Evaluation Effort from the Progress Reports Landing Page.

2. C||Ck the o G e (Ed|t Coalltlon Evaluatlon Effort) button, m:;Ertri:_l);iT:ﬁzlhii::!;a;cgﬂ;:g;of your coalition's evaluation effort and resources went Activity Percent
Data Collection 0 %
Data Analysis 0 %

(This is a screenshot displaying the Coalition Evaluation Effort Page.)

Coalition Evaluation Effort - 10/1/2011 - 7/31/2012

Coalition Evaluation Effort

3. Enter the percentage of your coalition’s effort and resources in the What

e . i .ﬁpprc':_lxin;altle\ylwha: pgqqenggf your coalition's evaluation effort and rescurces went Activity Percent
percent of your coalition’s evaluation effort and resources went into the o the felloning settes” Data Callcton .
following activities: fields for each activity. Dais nalsis *
. Identifying recommendations for %
4. Clickthe = (Save) button. ereiemert
Presenting evaluation findings %
Other (please specify) %

Save Cancel

(This is a screenshot displaying the Coalition Evaluation Effort Edit Page.)
Tips

e The total percentage must equal 100%.
e The percentage must be entered as whole number.

COMET User Manual 52 OKIT Solutions® 2013



Core Qutcomes - 10/1/2011 - 7/31/2012

Core Outcomes Edit Community and
Population-Level
Outcomes bhutton

Core Outcomes

Edit Community and Population-Level Outcomes

1. Click Core Outcomes from the Progress Reports Landing Page.

2. Click the (Edit Community and Population- -
Level OutcomES) button. TestSuney 1 30-day Use 09/2011 03/29/2012 Delete

(This is a sample screenshot displaying the Core Outcomes Page.)

Month & Year Data Were Date Updated
Collected

Core Outcomes - 10/1/2011 - 7/31/2012

3. Select the source of the outcome measure from the Source for this Data core Outcomes
dr Op d own || St Community and Population-Level Outcomes Edit
Source for this Data: =
4. Select the month and year the data was collected from the Month and Year | =
Data Were Collected: dropdown lists. Outcome Category this Data Applies To: | Il
5. Using the Compared to Target Area, the Geographical Area Covered by Month and Year Data Were Collected: | o | &
These Data is: radio buttons, select the size of the targeted population for this R,
. . ompared to larget Area, the arger e Same maller on" now
outcome compared to the targeted area defined in your needs assessment. Geographical Area Coverad by Thess  OL9e7 ©The Same O Smaller ODon'ti
(This is a screenshot displaying the Core Outcomes Edit Page.)
E::jlzgg;gata represent your target OYes ONo
6. Answer the question using the Does your data represent your target L e OYes ONo

surveyed in your last report?

population? radio buttons.
7. Answer the question using the Does your data represent the same grades
and same schools that were surveyed in your last report? radio buttons. ) s )
re you collecting any other

8. Enter any consequences you are collecting in the Are you collecting any other ~ cem=es«ene==?
consequences? field.

9. CI'Ck the sae (Save) button . 8000 characters maximum.

Save Cancel

(This is a screenshot displaying the Core Outcomes Edit Page.)
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Outcomes Summary - 10/1/2011 - 7/31/2012

Qutcomes Summary Edit Outcomes Summary
Edit Outcomes Summary bUttOﬂ
Outcomes Summary Dalle Updaled. A

1. Click OQutcomes Summary from the Progress Reports Landing Page.
2. Click the =«owmesn (Edit Outcomes Summary) button. Sty o your dects

Please report any notable
accomplishments related to evaluation
activities achieved during this reperting
period:

(This is a screenshot displaying the Outcomes Summary Page.)

Outcomes Summary - 10/1/2011 - 7/31/2012

Outcomes Summary

3. Answer the question using the Do you have any concerns about the quality
of your data? radio buttons.

) . . Do you have any co‘;ncerns about the © Yes ¢ No
4. Enter any accomplishments related to evaluation in the Please report any e s

notable accomplishments related to evaluation achieved during this O B o o e evaiiation

reportlng per|0d fleld ;:trli\:;lél:es achieved during this reporting

5. Enter any additional information regarding evaluation in the Please report any
additional details about your evaluation activities that were not captured . o s
above. fleld . insﬁlsdeir:—;%:rriael?'g acr c‘h‘ac’lll-l:ng:s,a Iai!cut

your evaluation activities that were not
6. Clickthe = (Save) button.

8000 characters remaining.

captured above:

8000 characters remaining.

Save Cancel

(This is a screenshot displaying the Outcomes Summary Edit Page.)
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Challenges
1. Click Challenges from the Progress Reports Landing Page.
2. Click the === (Edit Challenges) button.

3. Answer the question using the To what extent has your coalition
experienced challenges in the following area? radio buttons for each Area
specified.

a. If Other is selected, please enter a description of the area in the Please
Specify field.
4. Click the (Save) button.

Save

COMET User Manual

Challenges - 10/1/2011 - 7/31/2012

Click the "Edit Challenges’ button to edit this information.

Eanchauengw% Edit Challenaes button

Date Updated: MN/&

Challenges

To what extent has your coalition experienced challenges in the following area?

Area Significant Challenge Some Challenge A Little Challenge No Challenge Not Applicable
4 3 2 1 o

Increasing coalition membership and
participation

Building leadership capacity among
coalition members

Attaining an agreement amang coalition
members regarding goals, planned
initiatives, etc.

(This is a screenshot displaying the Challenges Page.)

Challenges

To what extent has your coalition experienced challenges in the following area?

Area Sigliﬁcanachallel\ge Some C:I;allenge A Little Czhallenge No Ch:]lenge Not Apgimlie
Increasing coalition O O O O O
membership and
participation®
Building leadership o] e} O e} o}
capacity among coalition
members®
Aftaining an agreement O O O O O
among coalition
members regarding
goals, planned
initiatives, etc.*
Developing/revising a o o o o ]
frameworlkdlogic model
of change®
(This is a screenshot displaying the Challenges Edit Page.)
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Training and Technical Assistance: Survey of Needs

1.

5.

Click Training and Technical Assistance: Survey of Needs from the
Progress Reports Landing Page.

Click the
Assistance: Survey of Needs) button.

Edit Training snd Technical Assistance: Suney of Needs

(Edit Training and Technical

Answer the question using the To what extent would your coalition benefit
from T&TA in each of these areas? radio buttons for each Area specified.

a. If Other is selected, please enter a description of the area in the Please
Specify field.

Answer the question using the Did your coalition provide any training or

technical assistance to other community groups or organizations? radio
buttons.
Click the

Save

(Save) button.
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Training and Technical Assistance: Survey of Needs - 10/1/2011 - 7/31/2012

Training and Technical Assistance: Survey of Needs Edit Tl’aining and
Edit Training and Technical Assistance: Survey of Needs TEChnlcal ASSIStance
button
Date Updated: MIA

Training and technical assistance (T&TA) areas To what extent would your coalition benefit

from T&TA in each of these areas?
Coalition and partnership development
Coalition and partnership maintenance
Community needs and resource assessment

Goal and outcome development and assessment

(This is a screenshot displaying the Training and Technical Assistance Page.)

Training and Technical Assistance: Survey of Needs - 10/1/2011 - 7/31/2012

These items are intended to provide a broad understanding of areas where coalitions may benefit from Training and
Technical Assistance.

Training and technical assistance (T&TA) areas

To what extent would your coalition benefit
fre

om
T&TAin each of these areas?
AGreatDeal Some

(0]

Alittie  Notat All
@]

Coalition and partnership development

Coalition and partnership maintenance *

Community needs and resource assessment ™

c o O O
o O O O

o O
o] o]
Goal and outcome development and assessment * o o]

(This is a screenshot displaying the Training and Technical Assistance Edit Page.)

Did your coalition provide any training or
technical assistance to other community
groups or organizations?*

OYes (©ONo

Save Cancel

(This is a screenshot displaying the Training and Technical Assistance Edit Page.)
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Submitting the Progress Report

1. Click Progress Reports from the Enter and Submit My Data Landing Page.

2. Select the appropriate reporting period from the Reporting Period dropdown
list.

3. Click the =emre=mst (Submit Progress Report) button at the bottom of the
page.

4. Click the Click here to open your Progress Report link to view your report for
accuracy before submitting for approval.

5. Fill out the Contact Information (Name, Title, Phone and Email).

6. Ensure that you check the box if you have read and understand the submission
instructions and process.
7. Click the == (Submit) button.

*Note: The (Submit) button will become Active once the submission process checkbox
has been selected.

*Note: Once you have submitted the progress report if you return to the Progress Report Landing
Page the == (Submit Progress Report) button will be “grayed out".

COMET User Manual

Home [RSUGCEERGETGINISUENEIEN ‘iew My Data Download My Data  Utilize My Data

Home ' Enterand SubmitMyData = Progress Reports

Progress Reports

Choose a reporting period to access the data entry tools for your Progress Report.
Reporting Period:

Select One

(This is a screenshot displaying the Progress Reports Landing Page.)

Challenges and TA

Challenges Y 05/30/2012
Training and Technical Assisl Y 05/30/2012

Submit Progress Report

|
button

Submit Progress Report

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

Submit your Progress Report - 10/1/2011 - 3/31/2012

You are about to submit a snapshot of all the information and data relevant to 10/1/2011 - 3/31/2012 contained in the COMET system for your organization. Once you
submit this information you will not have an opportunity to edit this information.

Once submitted, the information will be reviewed by your Project Officer. The Project Officer will either accept the report or request specific additions or

modifications. If the reportis accepted, your work is done and you will receive feedback within 30 days of submission. If additions or modifications are requested, you
will receive an email with specific instructions about what needs to be done. At that time, you will be given the ability to modify and resubmit your report as instructed.

Click here to open your Progress Report for 10/1/2011 - 33112012
(This will open in a new window)

Name:
Title:
Phone:
Email:

| have read and understand the
submission instructions and process.

Submit Subm|t button

(This is a screenshot displaying the Submit your Progress Report Page.)
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Tips

e By submitting the Progress Report, you are allowing your Project Officer to review the report. If revisions are required, you will be notified with an email and will need to make the
appropriate changes. Once changes have been made, you will need to submit the Progress Report following the above instructions.

e The Submission button will only be available once the Completed column reads ‘Y’ for all Tasks.
e You cannot submit a new Progress Report if the reporting period has not ended or the previously-submitted Progress Report has not yet been accepted.
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Core Outcomes Survey Submission
Core Outcomes Survey Submission.

Submitting the Core Outcomes Survey

1.

Click Core Outcomes Survey Submission from the Enter and Submit My Data
Landing Page.

Click the = semces s smeseen (Submit Core Outcome Survey for Approval)
button.

Enter the name of the person submitting the survey in the Submitter Name
field.

Select the role of the person submitting the survey from the Submitter Role
dropdown list.

Enter the telephone number of the person submitting the survey in the
Submitter Phone field.

Enter the email address of the person submitting the survey in the Submitter
Email field.

Enter the name of the survey being submitted in the Name of Survey field.

Select the time frame of when you plan on doing the next data collection using
the When do you plan to next collect data? dropdown list.

a. Enter the year you plan on doing the next data collection in the yyyy
field.

Select the grade level that received the survey from the What grade level(s)
will receive this survey? dropdown list.

*Note: You will only use the Both option if the wording in the Middle School and High School
surveys is exactly the same. If the survey is not exactly the same for Middle and High School,
you will need to make one Submission for each survey.
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Core Outcomes Survey Submission

List

Submit Core Outcomes Survey for Appraval

Show entries

0«

v
“ - -
A A a

KIT Survey Tara Montgomery 3-19-2012 Submitted

search: [

Showing 1to 1 of 1 entries

(This is a sample screenshot displaying the Core Outcomes Survey Submission Listing Page.)

Core Outcomes Survey Submission

Add

Submitter Name: l:l

Submitter Role: ‘Se‘m One M
Submitter Phone: l:|

Submitter Email: l:|

MName of Survey: I:l

When do you plan to next collect data? ‘ Select One M \ Yyyy

:\:‘Jr:’tegr?ade level(s) will receive this ‘Se\ect One u

(This is a screenshot displaying the Core Outcomes Survey Submission Edit Page.)
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10. Select whether the data is to be collected within one (1) month using the Check
Here if this is Urgent Data to be Collected Within One Month checkbox.

. . Check Here if this is Urgent Data to be
11. To upload your survey file, click the (Browse) button to locate and open Gollcted vithin One Worth:
the file currently saved on your computer. Only .doc, .docx, .txt, .xls, .xIsx, and Uploaded Document(s): Upload

.pdf file extensions can be uploaded.
a. Click the | e (Change) button if the wrong file was accidently

Comments:

selected.
12. Click the =< (Upload) button. 8000 characters maimun
13. Alink to the survey will appear below the = (Upload) button. i
14. Enter any additional information regarding the survey in the Comments field. (This is a screenshot displaying the Core Outcomes Survey Submission Edit Page.)

15. Click the == (Submit) button.
Tips

e To review the Evaluator Feedback, click the Survey Name link from the Core Outcomes Survey Submission Listing Page. The Evaluator Feedback is found at the bottom of the form.
This information is helpful if your survey was partially approved or rejected.
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Coalition Classification Tool Survey Submission
Enter and Submit your Coalition Classification Tool Survey.

Coalition Classification Tool Survey Submission

Select the Reporting Period for which you'd like to enter Coalition Classification Tool data. Then click on the Survey name.
Once you've entered the survey, you can jump te a different section by using the 'CCT Table of Measures' button.

Entering the CCT Selecting a section to work on will jump to that page, but will not save your progress on the current page. Remember te
click 'Save & Continue' at the bottom of each page before moving on if you'd like to save your progress. Clicking the 'Save
1 Clle Coa"tion ClaSSiﬁcation T00| Survey SmeiSSion from the Enter and & Exit' button will save your progress and return you to the CCT Listing Page. Once you've completed each section of the

CCT, a green check will appear next to the section name, and once all sections are complete, you will be able to Submit
your Coalition Classification Tool by returning to this Listing Page

Submit My Data Landing Page.
2. Select the appropriate reporting period from the Reporting Period dropdown

|. t Reporting Period
ist.

I ——
3. Click the Coalition Classification Tool Survey link. Task Po— Date Updated

Coalition Classification Tool Survey N

(This is a screenshot displaying the CCT Submission Listing Page.)

Cultural Diversity & Cultural Competence
]

‘With regard to cultural diversity, please respond Yes or No to indicate whether or not your coalition has accomplished each of the following. Yes No
Staff are repi i f th ic and cultural diversity in our community. o o
Materials are relevant | appropriate to the culture(s) and language(s) of our target populations. e} O
. . . . Materials are examined by diversity experts or target population members. e} O

4. Answer each question by selecting the appropriate radio button.
. ) ) A culturally appropriate outreach action plan has been developed. e} O
5. Clickthe === (Save & Continue) button to enter the details for the next , - o0 o

. Activities are designed to be inclusive.
section.
. . . Decision-making processes are designed to be inclusive. e} O
6. Clickthe -« (Save & Exit) button once you have completed the entire CCT. , , , , , o0 o
and are at times that and at that are o the target population.

Coalition members are representative of the demographic and cultural diversity in your community. e} O
a O

Targeted youth are involved in coalition meetings and activities.

Previous Save & Continue Save & Exit Cancel

(This is a screenshot displaying the CCT Submission Edit Page.)
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Tips

e The CCT is best viewed in Internet Explorer and Mozilla Firefox. At this time, we do not support Google Chrome, and Safari browsers.
¢ Inthe Past, Current, & New Accomplishments section, if there is a question that does not pertain to your organization leave it blank.

e Each section must have all answers completed prior to saving. However, not all sections need to be completed at one sitting.

e You can jump to different sections of the CCT by using the Ope GET T (Click to Open CCT Table of Measures) button.
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Coalition Classification Tool Survey Submission

Select the Reporting Period for which you'd like to enter Coalition Classification Tool data. Then click on the Survey
name. Once you've entered the survey, you can jump to a different section by using the 'CCT Table of Measures'
button. Selecting a section to work on will jump to that page, but will not save your progress on the current page.

SmeIttlng the CCT Remember to click 'Save & Continue' at the bottom of each page before moving on if you'd like to save your progress.
. ", i . .. Clicking the 'Save & Exit' button will save your progress and return you to the CCT Listing Page. Once you've
1' CIICk Coa“tlon Classmcatlon TOOI Survey SmeISSIOn from the Enter and completed each section of the CCT, a green check will appear next to the section name, and once all sections are
Smeit My Data Landing Page. complete, you will be able to Submit your Coalition Classification Tool by returning to this Listing Page
2. Select the appropriate reporting period from the Reporting Period dropdown Reporting Period
||St ]
3. Click the Submit Coalition Classification Tool Survey link at the bottom of the = Senpee e
page Coalition Classification Tool Survey Y 07/19/2012

Submit Coalition Cl i ion Tool Survey SumeSSIOI’] ||nk
(This is a sample screenshot displaying the CCT Listing Page.)

CCT Report Submission - 08/01/2011 - 07/31/2012

CCT Report Submission

‘You are about to submit your Coalition Classification Tool Survey. This is the information you entered for the period of '08/01/2011 - 07/31/2012". Once you submit this
information you will not be able to edit your submission. Click the link below to view your Coalition Classification Tool before submitting or to save or print a copy.

4. Click the Click here to open your Coalition Classification Tool Survey link to

Click here to open your Coalition Classification Tool Survey for 08/01/2011 - 07/31/2012

view your survey for accuracy before submitting. (Tni wil open in 2 new windon)
5. Fill out the Contact Information (Name, Title, Phone and Email).
6. Ensure that you check the box if you have read and understand the submission ame:
instructions and process. Tite:
7. Click the == (Submit) button. Phone:
*Note: The === (Submit) button will become Active once the submission process checkbox Email
has been SeleCted I have read and understand the

submission instructions and process.

Submit, Subm't button

(This is a screenshot displaying the CCT Report Submission Page.)

Tips
e The Submission link will only be available once the Completed column reads ‘Y'.
e You cannot make changes to your CCT once it has been submitted.
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Continuation Application

Upload and submit your Continuation Application documents. This form is only available to DFC and Mentoring grantees. STOP Act only grantees will not have access to this
form.

Continuation Application

Before you begin upleading Continuation Application Documents in COMET, please make sure that you've completed
the process for the System for Award Management located at www.sam.gov.

All of the documents necessary to complete your Continuation Application are available for download in the table
below. Once you've downloaded them and filled them out, you can upload the completed form by clicking the 'Edit

Uploadlng the Continuation Appllcatlon Documents Continuation Application’ button. Once you've uploaded a file for each of the required tasks, you can return to this
) . . L . . page and click the 'Submit Continuation Application’ button at the bottom of the page. Both .pdf and .doc formats are

1. Click Continuation Appllcatlon from the Enter and Submit My Data Landlng available for many of the templates, however, only one file in either format can be uploaded per task. To get started,
Page_ please select an Application Year from the dropdown menu.

2. Select which program you would like to submit from the Select Program to Once your Continuation Application has been submitted, you can view the submitted documents from this page. You
Smeit App"cation For: drOdeWﬂ ||St will no longer be able to edit this submission and the 'Submit' button will no longer appear at the bottom of this page.
*Note: ThI)S dropdown list will only be available if your coalition has multiple grants (DFC and Select Program to Submit Applicaton For Drug Free Communities Support Program [+]
mentoring).

SEEEAI e e Continuation Application for 2013 v

3. Select the appropriate year from the Select Application Year dropdown list.
4. Click the =emaenneaen (Edit Continuation Application) button.

Edit Continuation Application

Edit Continuation
‘ Application button

Application for Federal Assistance SF-424 (PDF) (Word) Instructions for the SF-424 (PDF)
Assuarance Mon-Construction Programs (PDF)
(Word)
List of Certifications (PDF) (Ward)

Supplementary Instructions (PDF)
Budget Information - Mon-Construction Programs SF-424A (PDF) (Word) Instructions for the SF424a (PDF)

(This is a screenshot displaying the Cotinuation Application Listing Page.)

Tips
e DFC grantees will select Drug Free Communities Support Program from the Select Program to Submit Application For: dropdown list to submit their continuation application.

¢ Mentoring grantees will select Drug Free Communities Mentoring Program from the Select Program to Submit Application For: dropdown list to submit their continuation
application.
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5. Select the name of the document you wish to upload from the Document to be o o
Uploaded dropdown list. Continuation Application

a A template (blank document) iS available for eaCh document in the TaSk Select a Document to upload from the dropdewn menu. Then click the 'Browse' butten and find a file te upload for the
) Column C||Ck the PDF or WOI’d I|nk tO upload the template chosen task. Once you've selected the file, click the 'Upload' button. The document name will then appear in the 'Uploaded

File' column in the table below and the task name will no longer be available in the dropdown menu. You can view the file
b InStrUCtionS for fl”lng OUt the document are available in the currently uploaded by clicking on the name of the uploaded file. If you'd like to replace an uploaded file, please click the
) . . . . delete button next to the filename and then upload a new file after choosing the task name from the dropdown menu again.
Instructions/Supplementary Information column. Click the appropriate

You must click 'Save' at the bottom of the page to save the files once they are listed in the table. Clicking 'Cancel' will return

PDF or Word link to Upload the instructions. you to the Continuation Application Listing page without saving.
6. To upload the document, click the (Browse) button to locate and P se et Optona Koy Staf Cranges
open the file currently saved on your computer. Only .doc, .docx, .txt, .xIs, .xIsx, Upload
and .pdf file extensions can be uploaded.
7. Clickthe »=<  (Upload) button.
The document will appear in the grid to the right of the Task as a link to the SEF454 (PDE) (lorty o ESQ’SJSA%ZSEPE’E‘”“.%fniﬁﬁidfﬂi S hmen e dee peee
ragrams (POF) (Word) S
document. Lt of Conscations (LE) (ent
a. TO delete the dOCument, Clle the Delete Ilnk to the rlght Of the Egﬁglartul:llflglﬂmpa}éugllanﬁ;nstyA Instructions for the SF424a (PDF) SF-424A-Budgetinformation-NonConstructionPrograms.doc Delete
appropriate document you wish to delete. B - - o -
9. Clickthe = (Save) button (This is a screenshot displaying the Cotinuation Application Edit form.)
Tips

e There are multiple documents that need uploaded for the Continuation Application to be submitted. Please make sure you upload each document.

e Once a document has been uploaded, the task name will no longer appear in the Documents to be Uploaded dropdown list. Once a file has been deleted, the task name will appear
in the dropdown list again.

e The Action Plan is uploaded in the Continuation Application form and the Planning Activity section under Progress Reports.
e The templates can also be found at the following website address: http://www.samhsa.gov/Grants/continuation.aspx
e For questions about your continuation application, please contact your Grantee Management Specialist.
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Submitting the Continuation Application

1. Click Continuation Application from the Enter and Submit My Data Landing
Page.

2. Select the appropriate year from the Select Application Year dropdown list.

3. Click the s commamensesicaen e sy (Sypmit Continuation Application Tool
Survey) button at the bottom of the page.

4. Fill out the Contact Information (Name, Title, Phone and Email).

5. Ensure that you check the box if you have read and understand the submission
instructions and process.

6. Click the == (Submit) button.

Task

Application for Federal Assistance SF-424 (PDF) (Word)

Instructions/ Supplementary Information

Instructions for the SF-424 (PDF)
Assuarance Non-Construction Programs
(PDF) (Word)

List of Certifications (FDF) (Word)
Supplementary Instructions (PDE)

Uploaded File

SF-424-ApplicationFederalAssistance doc

Budget Information - Non-Construction Programs SF-424A
PDF) (Word

Instructions for the SF424a (PDF)

SF-424A-BudgetInformation-
NonConstructionPrograms.doc

Budget Narrative Justification (FDE)

There are no instructions for this document

Sample_Budget_Matching_Required V2 pdf

Optional: DFC New Grantee Continuation Application
Progress Report (PDF) (Word)

There are no instructions for this document

Optional: Key Staff Changes

There are no instructions for this document

HHS Checklist (PDF) (Word

There are no instructions for this document

HHSChecklist.doc

Disclosure of Lobbying Activities (PDF) [(Word)

There are no instructions for this document

SFE-LLL-DisclosurelLobbyingActivities.doc

DFC Eligibility Checklist (PDF) (Waord

There are no instructions for this document

cont_appl_2009-_FEligibility_Checklist doc

Disclosure of DFC Communities Coalition Information (PDF)

(Word)

There are no instructions for this document

Disclosure_of DFC_Program_Coaltiion_Information.doc

Project/Performance Site Location(s) Form (POF) (Word

Submit Continuation Application Tool Survey

There are no instructions for this document

Submission button

ProjectPerformanceSitel ocation doc

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

Disclosure of DFC Communities Coalition Information (PDE)
(Waord)

There are no instructions for this document

Disclosure_of DFC_Program_Coaltiion_Information.doc

Project/Performance Site Location(s) Form (PDE) (Word)

There are no instructions for this document

ProjectPerformanceSiteL ocation.doc

Please fill out the contact information for the person submitting your continuation application:

Name™

Title*

Phone™

Email

O | have read and understand the submission instructions and process.

Submit Lanc

Submit button

(This is a partial screenshot displaying the Continuatino Application Submission Page.)

Tips
¢ You cannot make changes to your Continuation Application once it has been submitted.

«w s (Submit Continuation Application Tool Survey) button will only be available once all required documents have been uploaded.
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Mentoring Report
Enter data for your mentoring report and submit to the Coalition that is mentoring your Coalition.

Chanage Role Selection Change Organization Selection

Mentee Coal Itlon Home [ESnGCEERGEILIISUENECE \/icw Iy Data Download My Data  Utilize My Data
Add and Edit information for the coalitions being mentored.
Mentee Coalitions
Adqu a Mentee Coalition Mentee Coalitions Add a Mentee Coalition
Add a Mentee Coalition Information |nf0rmat|0n button

1. Click Mentoring Report from the Enter and Submit My Data Landing Page.
2. Click Mentee Coalitions from the Mentoring Report Landing Page.
3. Click the = et costionmimaton - (Addl @ Mentee Coalition Information) button.

West Penn Allegheny 30 Isabella st suite 440 Pittsburah Pennsylvania 15201 Active

Test Wlentee Coalition 123 Test st Test Pennsylvania 12345 Active

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

Mentee Coalitions

Mentee Coalitions

Mentee Coalition Name:*

200 characters remaining.

4. Enter the name of the coalition organization in the Mentee Coalition Name hadresss o eracers g
field. '
5. Enter the address of the coalition organization in the following fields: Address, o=t .
Address 2, City, State, Zip.
6. Select the reporting periods the coalition submits a mentoring report for using o 50 characters remaining
the Reporting Periods checkboxes. Iy
) State:” elect One -
7. Clickthe == (Save) button. e
Zip:*
5 characters remaining.
Reporting Periods 08/1/2012 — 07/31/2013
08/1/2013 — 07/31/2014
Save Cancel

(This is a screenshot displaying the Mentee Coalition Edit form.)
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Editing a Mentee Coalition

1. Click Mentoring Report from the Enter and Submit My Data Landing Page.

2. Click Mentee Coalitions from the Mentoring Report Landing Page.

3. From the Listing page, select the coalition organization you wish to edit by
clicking the appropriate Mentee Coalition Name link.

4. Make any changes needed to the form.

a. Ifyou are no longer mentoring a coalition, change the coalition
organization to Inactive using the Status radio buttons.

5. Clickthe = (Save) button.
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Change Role Selection Change Organization Selection

Home REiEERGETISNTEsEEN ‘iew Iy Data Download My Data  Utilize My Data

Home Enter and Submit My Data Mentoring Report Mentee Coalitions

Mentee Coalitions

Mentee Coalitions [

Add a Mentee Coalition Information

Mentee Coalition Name
West Penn Allegheny ||nk Pittsburgh Pennsylvania 15201 Active

Test Mentee Coalition TZ3 TESTST Test Pennsylvania 12345 Active

(This is a sample screenshot displaying the Mentee Coalitions Listing Page.)
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Mentee Use rS Change Role Selection Change Organization Selection

Home [EEpCEERGESTVRISNESEER \iew )y Data Download My Data  Utilize My Data

Add and Edit users to the Mentee Coalitions to provide the mentee with access to
enter and submit the mentee report. Home ) Enterand SubmithyData ) Mentoing Report ) Wenlee Users
Mentee Users

Mentee Coalition Users Add a Mentee Coalition

Adding a Mentee User Aota Manias Coafton Usar User button

1. Click Mentoring Report from the Enter and Submit My Data Landing Page.
2. Click Mentee Users from the Mentoring Report Landing Page. S ] — — —

3. Cllck the Add a Mentee Coalition User (Add a Mentee Coalltlon User‘) button. West Penn Allegheny Karen wilkins Kwilkins amalik@kitsolutions net Active
(This is a sample screenshot displaying the Mentee Users Listing Page.)

Mentee Users

Mentee Coalition Users

4. Select the coalition organization the mentee user belongs to from the Mentee
Coalition Name dropdown list.

5. Enter the name of the mentee user in the following fields: First Name and Last

Mentee Coalition Name:™ SelectOne -

First Name:™

200 characters remaining.

Name.
. . . . Last Name:™

6. Enter the email address of the mentee user in the Email Address field. L —

*Note: This must be a valid email address.
7. Enter the email address of the mentee user a second time in the Confirm Email Emall Address:* o raraciers remaning

Address field.

. Save Confirm Email Address:*
8' ClICk the (Save) bUtton' 50 characters remaming,
Save Cancel
(This is a screenshot displaying the Mentee User Edit form.)

Tips

e The mentee user will be sent an email with their username and a link to create a password for login.

¢ You will not be able to modify the mentee user information after saving. If the mentee user is no longer with the organization, change the user to Inactive using the Status radio
buttons.
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Mentee Coalition Reports
View and Accept reports from your Mentee Coalitions.

Reviewing a Mentee Coalition Report

1. Click Mentoring Report from the Enter and Submit My Data Landing Page.
2. Click Mentee Coalition Reports from the Mentoring Report Landing Page.
3. If desired, filter the list of report.

a. Select the coalition organization you wish to view from the Mentee
Coalition dropdown list.

b. Select the reporting period you wish to view from the Reporting Period
dropdown list.

c. Clickthe ™= (Filter) button.
*Note: To reset the filter criteria, click the = (Clear) button.

4. Select the report you wish to view by clicking the appropriate Award Number
link. The report will open in a new window.

Tips

Mentee Coalition Reports

Accept Mentee Report

Mentee Coalition: All Mentee Coaliions +

Reporting Period: All Reporting Periods

Current Filter: Mentee Coalition = All Mentee Coalitions’
Reporting Period = "All Reporting Periods”

Filter Clear

| s s Simined __nir i oonReiod _peced

TIEST 44444 i D7/23/2013 07/23/2013 Atif
TIEST 44444 Renort link b7/23/2013 07/23/2013 Jessica

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

e The list of tabs allow you to view the reports by submission status (Active, Submitted, Under Review, Revision Required, and Accepted). The Mentee Coalition Report page defaults to

the All Reports tab, which lists all submission statuses.

e Clicking the Contact link will open a pop-up window displaying the contact information of the mentee user that submitted the report.

e Ifyou have a pop-up blocker on your computer, hold the Ctrl key down while selecting the link to view the report.

e By default, the grid will display up to ten records per page. You can change this number by using the Show entries dropdown list.

e To move between the various pages, use the links at the bottom of the grid. If there are less than ten records listed, the links will not be active. EEEaE RN RN D
¢ If you have many entries listed, enter a word or phrase that is part of the Award Number or Description in the Search field to find that report. scarch: [

e Clicking on a Column name will allow you to sort through the records by ascending or descending order. [ coec |
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@ Mentee Report - Mozilla Firefox i - - =N x|

& https://dcarga kithost.inet/Comet/App_Reports/pRSShowReport.aspx W <

| Open the Report Acceptance Pane|

Lh B REY ofs b M @ Select a format - Export E|
Open the Report .
Acceptance Panel button
Approving a Mentee Coalition Report Executive Office of the President
Office of National I_J_rug Control Policy
1. See Viewing a Mentee Coalition Report for instructions on opening a report. Drug-Free Communities Support Program
2. After reviewing the report, click the oo Mentee Report
(Open the Report Acceptance Panel) button from the report window. for 08/112012 - 07/31/2013
Submitted by
ki Mentee Coalition Name: Allegheny County Community Prevention Resource
Mentee Address: 75 South Main Strest
Pittsburgh, PA 15207 _
Submitter: Spencer Title: Armacost Phone: 724-555-9823

(This is a sample screenshot displaying the view window.)

Contact Name: Spencer
Contact Email:
3. Select whether the report requires revisions or has been accepted using the Set 52 *==™ = =
Status To: radio buttons.
4. Enter any notes to the mentee in the Notes field.
5. C“Ck the send (Send) buttOI’I 8000 characters remaining.

Send Cancel

(This is a sample screenshot displaying the Acceptance Panel Page.)
Tips

e You cannot review and approve a Mentee Report until it has been submitted by the mentee.
e The mentee will be notified with an email of the status of their report and any notes that have been added.

COMET User Manual 71 OKIT Solutions® 2013



Submit Mentoring Report

Chanage Role Seleclion Change Oraanization Selection

Submit the Mentoring Report to your Project Officer.

Home EenCEERGETLGISUENECN ‘View Iy Data Download My Data  Utilize My Data

Home Enter and Submit My Data Mentoring Report Submit Mentoring Report

1. Click Mentoring Report from the Enter and Submit My Data Landing Page.
Click Submit Mentoring Report from the Mentoring Report Landing Page. Sl s B

3. Select the coalition organization you wish to submit from the Mentee Coalition el dlchiasl
dropdown list.

4. Select the reporting period you wish to submit from the Reporting Period
dropdown list. (This is a sample screenshot displaying the Submit Mentor Report Landing Page.)

Mentee Cealition: Select One -

Reporting Period: =

0]
Task Completed Date Completed

Mentee Coalition And Target Community
Mentee Coalition Information N
Mentee Target Community:

Mentee Capacity Lmk tO TaSk

4. Alist of Tasks will appear allowing you to enter the data for submission. Click Mentee Membership
the appropriate link to begin data entry (instructions for each Task are listed Mentee Cepacity Bulding Activiies

b€|0W). Mentee Assessment Activities

Mentee Planning Activities

=z =z zZz =

Overall Mentoring Relationahip

Overall Mentoring Relationship N

(This is a screenshot displaying the Submit Mentoring Report Landing Page.)

5. Click the Task link from the Submit Mentoring Report Landing Page to update Dentee jardet Community - Allegheny County Community Prevention Resource -
the Task Edit Form.

6. The Task Listing Page will open. Click the = = (Edit) button.

a. The top of the form displays a question(s) for the Mentor to answer. e e oy st o e |
Answer the question(s) by filling in the appropriate text box(es) and/or Femminly SEseSsmEn CLLES duing e reparing e
selecting the appropriate radio buttons.

*Note: The bottom of the form displays the answers the mentee provided.

b. Clickthe == (Save) button.

Mentee Target Community

(This is a screenshot displaying the Mentee Target Community Edit Form.)
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Overall Mentoring Relationahip

7. Click the semivenessein (Submit Mentoring Report) button at the bottom of e B i S
the page. Submit Mentoring Report

(This is a sample screenshot displaying the Submit Mentoring Report Landing Page.)

Submit Mentor Report - Allegheny County Community Prevention Resource -
08/1/2012 — 07/31/2013

8. Click the Click here to open your Mentoring Report link to view your report Submit Mentor Report

You are about to submit a snapshot of all the information and data relevant to 08/1/2012 — 07/31/2013 contained in the COMET system for your organization. Once you

for aCCuraCy before Subm'tt|ng for approval. submit this information you will not have an opportunity to edit this information.
) . ) ; Once submitted, the information will be reviewed by your project officer.
9. Fill out the Contact Information (Name, Title, Phone and Email).

10. Ensure that you check the box if you have read and understand the submission
instructions and process.

Click here to open your Mentoring Report for 08/1/2012 — 07/31/2013
(This will open in a new window)

11. Click the ==+ (Submit) button. Name:
*Note: The == (Submit) button will become Active once the submission process checkbox U=
has been selected. Phone:
Email:
*Note: Once you have submitted the mentor report if you return to the Submit Mentoring Report Ihave read and understand the
Landing Page the === (Submit Mentoring Report) button will be “grayed out". l—— :
- Submit buttcLLn
(This is a screenshot displaying the Submit Mentor Report Page.)
Tips

e By submitting the Mentor Report, you are allowing your Project Officer to review the report. The Project Officer will be notified with an email that your report has been submitted.
e The Submission button will only be available once the Completed column reads ‘Y’ for all Tasks.

¢ You cannot submit a new Mentor Report if the Mentee Report has not yet been accepted.

e You cannot make changes to your Mentor Report once it has been submitted/approved.
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VIEW MY DATA

The View My Data module is used to view previously submitted Progress Reports.

Change Role Selection Change Oraanization Selection

Home Enter and Submit My Data |RUISUSRVESEICE Download My Data  Utilize My Data
1. Click View My Data from the Menu. Ly vemwin
2. From the View My Data landing page you can navigate to one of the following View My Data
sections: This is the View My Data Landing Page. Here you can view your previously submitted Progress Reports. In order to

access these, please click the Progress Report link below.

a. View My Progress Report

b. View Mentoring Report Wt e
c. Coalition Classification Tool Survey et tegpor

Coalition Classification Tool Survey
Coalition Classification Taol SLINQV

Download My Data
(This is a screenshot displaying the View My Data Landing Page.)
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View My Progress Report
The View My Progress Report module is used to view archived and current Progress Reports and their status.

View My Progress Report

As you add new data to the system a progress report will be populating in the background. The current report will pull the information that you have
entered for that reporting period. This page will link to your current progress report for you to review. If you are having difficulty viewing your Progress
Report, this may be due to a pop-up blocker. Try holding down your Cirl key (usually found at the bottom lower lefi-hand corner of your keyboard)

while simultaneously clicking on the Progress Report link.

The Submission Process
Once the submitter has reviewed the progress report they will be able to submit it for review by your Project Officer. The system will trigger an email to
the Project Officer informing them that your progress report has been submitted. The project officer will then review the progress report, add

comments if necessary, and select whether it is accepted or whether revision is required. The system will trigger an email to the submitter letting them

1. CIiCk VieW My Prog ress Report from the VieW My Data. Landing Pa.ge. know the Project Officer has reviewed the report. If revision is required your organization will need to make the requested changes in the system and
. . . then resubmit the report.
2. Click the link for the desired Progress Report.
. . . Archived Progress Reports
3. The report will open in a new window. This system wil contain a historical record of date submitied, f revision was required, any relevant comments, and date accepled. You wil be abe 10

retrieve archived PDF copies of all previous progress reporis.

Date Accepted

E
|

Proaress Report link

10/1/2011 - 3/31i2012 Submitted 05/04/2012

4/1/2012

(This is a sample screenshot displaying the View My Progress Report Page.)

€ Progress Report - Windows Internet Explorer [ [=1><]

e i kitsolutions . nek

4. Click the arrows !4 ¢ of 11 b Pl t9 maneuver to other pages in the LR T e Sl sves o ISR
report. Clicking the single arrow forward or backward, will move the view to the Froroes Ropartor o011 - 7012012
next page or the previous page. The arrows with the bar can move the report Export link

view to either the first or last page of the report. P it b L O
5. Tofind a specific word or phrase enter it into the Find textbox and click the Find

Drug-Free Communities Support Program
(Flnd) ||nk Progress Report
. . . for 10/1/2011 - 7/31/2012
a. Click the M=« (Next) link to be taken to the next instance of the word or
phrase. Award Number: T TEST 22222

Grantee Name: Customer Support

6. To download the report, select the type of file you want from the Select a BRiees T
format dropdown menu and click the ==t (Export) link. oo ot -

a. Clickthe © (Printer) button to print a copy of the report from the =

= ] &

Submitted by

exported WmeW Done [FiEsEEEEEES ] @ Iniernet Ya - ®io0% -

(This is a sample screenshot displaying the view window.)
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View Mentoring Report
The View Mentoring Report module is used to view archived and current Mentor Reports and their status.

View Mentoring Report - Allegheny County Community Prevention Resource -
08/1/2012 - 07/31/2013

Mentoring Report

As you add new data to the system mentoring reports will populate in the background. The current report will pull the

information that you have entered for that reporting period. This page will link to your current mentoring report for you
to review. If you are having difficulty viewing your Mentoring Report, this may be due to a pop-up blocker. Try holding

down your Ctrl key (usually found at the bottom lower left-hand corner of your keyboard) while simultaneously clicking
on the Progress Report link.

The Submission Process

Once your mentee coalition has reviewed the report they will be able to submit it for review by your Mentoring

1. ClICk VIEW Mentoring RepOI’t from the Vlew My Data Landing Page_ Coalition. The system will trigger an email to the Mentoring Coalition informing them that your report has been
. . . submitted. The project officer will then review the progress report, add comments if necessary, and select whether it is
2. Click the link for the desired Mentor Report.

accepted or whether revision is required. The system will trigger an email to the submitter letting them know the
3 The report WI” 0 i i d Mentoring Coalition has reviewed the report. If revision is required your erganization will need to make the requested
. p penin a new winaow.

changes in the system and then resubmit the report.

Archived Progress Reports

This system will contain a historical record of date submitted, if revision was required, any relevant comments, and
date accepted. You will be able to retrieve archived PDF copies of all previous progress reports.

GerAdober
Reader

Report Date Submitted Date Accepted

Mentor Report link I

08/1/2012 — 07/31/2013 0712412013

(This is a sample screenshot displaying the View Mentoring Report Page.)
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4. Clickthe arrows ‘4 ¢ 11 lef11 b Pt maneuver to other pages in the
report. Clicking the single arrow forward or backward, will move the view to the
next page or the previous page. The arrows with the bar can move the report
view to either the first or last page of the report.

5. To find a specific word or phrase enter it into the Find textbox and click the Find
(Find) link.
b. Click the M= (Next) link to be taken to the next instance of the word or
phrase.

6. To download the report, select the type of file you want from the Select a
format dropdown menu and click the ==t (Export) link.

a. Clickthe © (Printer) button to print a copy of the report from the
exported window.
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@ Mentee Report - Moxzilla Firefox . - =AACE X
@ hitps;//dcarga.kithost.net/Comet/App_Reports/pRsShawReport,aspx # |o
94y of 6 bkl @ Select a format » Export ﬁ]

=
Export link

Executive Office of the President
Office of National Drug Control Policy
Drug-Free Communities Support Program

Mentee Report

for 08/1/2012 — 07/31/2013

Submitted by

Mentee Coalition Name: Allegheny County Community Prevention Resource
Mentee Address: 75 South Main Street
Pittsburgh, PA 15207

Submitter: Spencer Title: Armacost Phone: 724-555-9823

(This is a sample screenshot displaying the view window.)
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Coalition Classification Tool Survey
The Coalition Classification Tool Survey module is used to view archived and current CCT surveys.

Click Coalition Classification Tool Survey from the View My Data Landing
Page.

Click the link for the desired Survey reporting period.
*Note: If the CCT has not been submitted, you will not be able to click the link for viewing.

The report will open in a new window.

Click the arrows 14 ¢ of 11 b Pl t9 maneuver to other pages in the
report. Clicking the single arrow forward or backward, will move the view to the
next page or the previous page. The arrows with the bar can move the report
view to either the first or last page of the report.

To find a specific word or phrase enter it into the Find textbox and click the Find
(Find) link.
c. Click the M=< (Next) link to be taken to the next instance of the word or
phrase.
To download the report, select the type of file you want from the Select a
format dropdown menu and click the ==t (Export) link.

Click the © (Printer) button to print a copy of the report from the exported
window.
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Home Enter and Submit My Data

Home View My Data Coalition Classification Tool Survey

Coalition Classification Tool Survey

Coalition Classification Tool Survey

_n’shnw entrie CCT ReDOrt ||nk

MSECW Download My Data  Utilize My Data

0810112011 - 073112012 Submitted
2012 - 2013 Active

(This is a sample screenshot displaying the View CCT Survey Page.)

‘€ Coalition Classification Tool Report - Windows Internet Explorer [ =1==]
el kitsolutions.net
4l Joz b W e Sesciarormat _ [wlower @ 3
CCT Report
Grantee: Greater Lawrence Family Health Center
Reporting Period: 08/01/2011 - 07/21/2012 Export link
Coalition Description
Please indicate the extent to which each of the following statements describes your coalition. Our
coalition ...
Toa Somewhat Very
Great Little
Extent
Is part of a larger organization that |X
provides fiscal and administrative
support.
Is part of a larger organization that X
provides policy and programmatic
direction and support.
Is loosely organized with flexible
responsibilities and participation.
Relies on community member
volunteers ta get our work done.
Is a totally independent x
organization making our own
decisions about finances,
#h r| ®|ioswm -

(This is a sample screenshot displaying the view window.)
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