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TIPS FOR USING THE SERVICE 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 (i.e., 800 X 600 pixels), everything on
the screen will appear larger. But, if you use 800 X 600 pixels you will have to scroll more both up & down and left & right to access all the data fields.

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

*Note: The above steps apply to a PC and may not work if you are using a MAC.

Web Browser

The web browser supported by SD KIT Prevention Service (KPS) is Microsoft Internet Explorer (IE). Mozilla Firefox, Netscape, Safari and other browsers may not be supported
by SD KIT Prevention Service (KPS). They may function but not to design specifications. We recommended 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 these new features of internet browsers, toolbars, and other
3rd party managing software blocks hazardous and annoying pop-ups, sites like SD KIT Prevention Service (KPS) require pop-ups to be able to function. If your pop-up
blocker is enabled, there is a possibility that SD KIT Prevention Service (KPS) may not function or appear properly. You should either disable the pop-up blocker while using
SD KIT Prevention Service (KPS) (while remembering to enable it, if desired, when not in SD KIT Prevention Service (KPS)) or create exceptions for the pop-up blocker. This
is cumbersome, but may be easier than making exceptions to the pop-up blocker.

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

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

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

Menu Information

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

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

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

Messages (¥ Events (¥ Dashboard

[ Default Page Messages Events Dashboard

[IDefault Page

Logic Model Planning Implementation Invoicing m A N Ld =] .’.Lu Logic Model Planning Implementation Invoicing M A el = .I.LH
Data Tools Knowledge-base Communication Administiation  Help Data Tools Knowledgebase Communicstion Administration  Help
Settingsw & & M e @ Seftings ¥ L& | Mlile| @
Functions that are management too 1. Main Menu Staff Module
Home > Administration Home » Administration » Staff
» Organization . 2. Landina Pace Create New Staff Member 4. Listina Page
Organization Module ' 3, Submenu/ Cateqory list
Staff Eirst Name Last Name Date Created Date Last Changed
.
—— H F 11102010 11/10/2010
Staff Module = oreman
Julia Frasier 4/8/2010 41812010
+ Change Password Louis Thacker 41812010 1126/2012
Change Password Module

(This is a sample screenshot displaying a Listing Page (4))
(This is a screenshot displaying the Main Menu (1), a Landing Page (2) and a

submenu Category list (3))
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The banner above the Menu provides a link to =228 (Log Out) of the Service. The

Provider ID number is listed as well as the user currently logged into the SD KIT
Prevention Service (KPS).

Bread Crumb Trail

A “Bread Crumb Trail” is provided to indicate where you currently are in the system.

The links provided in the Bread Crumb Trail also allows you to move backwards in
the system.

e If at any time while working in the application you wish to return to the Home
page, you can click the Home link located within the Bread Crumb Trall.

Messages [¥! Events [¥| Dashboard - [ Default Page

y 7 = = - ' - . — = 00qO0
Prevention Service- Sout gy v L e 4 |
Logic Model Planning Implementation Invoicing Iﬂ Iﬂ j (5 i
Dsats Tools  Knowledge Pr0V|der |D number
Seflingsw Jof e Tol (1 ©
Functions that are management tools and not related to the five SPF steps. Link to Loq Out
Home = Administration

« Organization
Crganization Module

. Staff
Staff Module

« Change Password
Change Password Module

Messages Events Dashboard

[]Default Page

Logic Model Planning Implementation Invoicing .,_-»j.

Dsta Tools Knowledgebese Communication Administration  Help

Seftingsw & 2 M e @

Staff Module .

. Bread Crumb Trail
Home = Administration = Staft

Create New Staff Member
First Name Last Name Date Created Date Last Cha

Henry Fareman 1110/2010 111012010
Julia Frasier 41812010 4812010
Louis Thacker 4/812010 1i26/2012

Tips

o Clicking the KIT Prevention Service — South Dakota banner above the Menu will also return you to the Home page.

SD User Manual 7

© KIT Solutions®2013




Landing Pages

When first entering a main module you may see a list of the entire submenu
categories associated with that module. This is called a “Landing Page”. The Landing
Page of each module provides a description of what can be done in that module as
well as listing each submenu category as a link to the Listing Page and entry forms.

(For more information on the Listing Pages, see the Listing Pages section.) No data is entered on
the Landing Page.

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

Tips

Messages (¥] Events (¥) Dashboard

[]Default Page

Logic Model Planning Implementation Invoicing m J

Dats Tools  Knowle

L & g

ge-bsse Communication Administration  Help
Seltingsw ;_ [&{] d (%] @
Functions that are management tools and not related to the five SPF steps.

Home = Administration

» Organization. Submenu/ Cateaory link

Crganization Module

. Staff
Staff Module

« Change Password

Change Password Module

(This is a screenshot displaying a Landing Page.)

o [f a submenu category link appears in gray, the user account currently logged in does not have access to that category.

SD User Manual 8
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Listing Pages

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

e When viewing a Listing Page, all of the data is available for review.

There are three types of Listing Pages:
1. Grid View

2. Hierarchy View

3. Single Form View

Messages (¥ Events (¥ Dashboard [ Default Page
Grid View: ~revention Service outh Dakots 220 : :
The Grid View displays the data in tables. Specific pieces of data will be displayed Loge tovel Plannng mpeementation invocng 58] J, e J ﬂ“
within the Grid based on the fields within the entry/edit form. ey | & |[&][][e][0

Staff Module

Home = Administration > Staff

o When first viewing a Listing Page, all of the data is available for review. Click the
underlined Name of the data (“2) you would like to edit/view.

Create New Staff Member

. . . . . . First Name | Last Name ‘ Date Created Date Last Changed
e You will be taken to the entry/edit screen. This page will be in edit mode (all data Henrr Underlined data link 1102010
fields will be open for data entry). Make any changes needed to the form. Click I |Thac:r erined et ":mm a0t

the (Save) button to save the changes.
(This is a sample screenshot displaying a “Grid View” Listing Page.)

Tips

e [fthis is the first time data is being entered the Listing Page will be empty.
e Clicking on the field name in a Category field (e.g., [ Eistiiame "7 will allow you to sort through your files by ascending or descending order.
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Messages (¥ Events (¥] Dashboard ) B [ Default Page

Logic Model Planning Implementation Invoicing ;

Data Tocls K g ication A Help

Settingsw & @

KPS South Dakota

Hierarchy View: _
Home > Planning = Work Plan
A Hierarchical View is used when there is a relationship between the data. Expand Al | | Calspse Al
|F" ing Category ‘
. . . L . . . El Substance Abuse Prevention Work Plan
o When first viewing the Listing Page, you will need to click the (+) plus sign to ~ {Assessment Summary <cik o sed an Assessmert summany \
acuvate the h|erarchy V|eW The (+) plus Slgn W|” become a (_) mlnus Slgn and a” = Data Collection and analysis reveal that alcohol use is the priority substance abuse issue for youth ages 12-20.

|Prohlem Statements <Click to add a Problem Statement~ ‘

the data WI" dlsplay belOW the Ilnk &-60% of youth ages 12-20 report drinking alcohol in the past 30 days.
 Toenter, edit or delete information within the link, click on the desired link. -[Targot Population _<clok o add» Tryet P |

=-Youth, ages 12-20

|Goals <Click to add a Goal> ‘

&-Decrease 30-day alcohol use by youth ages 12 to 20.

| Long Term Outcomes <Click to add a Long Term Outcome: ‘

E| By May 31, 2014, 30-day alcohol use among youth ages 12 to 20 will decrease by 10%.
(This is a sample screenshot displaying a “Hierarchy View” Listing Page.)

SD User Manual 10 © KIT Solutions®2013



Messages ¥ Events |¥ Dashboard . i [ Default Page

Logic Model Planning Implementation Invoicing L_,':j.'

Data Tools Knowledge-base Communication Administration Help

Setiings & @ Ei @ (1]

Organization Module

Home > Administration > Organization

. . . . You may now Edit this item
Smgle Form View: Provider Identification
The Single Form View is used when the data entered is updated periodically. Only Contract/Grant Number 1117
one form is available and edited. The Single Form View displays the fields on the Edit ContractiGrant TYPE" e yosteck
Form. (For more information on Edit Forms, see the Edit Forms section.) FDce [1sPF Hoter LIDOE

Funding Type(s)
e The form can be edited at any time, but you must click the - =*¢ ' (Save) button to Provider Name [Support Domo Org 2 |

update the data. Status
Address [718 Main West Street |
ca
State
Zip {000 ar X0000-K00)

Web Site | |

(This is a sample screenshot displaying a “Single Form View" Listing Page.)
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Edit Forms

The Edit Form contains the fields for entering and editing data. The buttons for saving,
cancelling, deleting, printing, and in some cases, adding and editing, are available at
the bottom of the page. (See the Data Fields & Buttons section for additional details on the function
of these buttons.)

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

e When selecting the underlined Name of the data (21) to view existing data, the
Edit form data fields will display the data entered/selected previously. These fields
may be modified, if needed.

SD User Manual 12

Messages (¥ Events (¥ Dashboard - [ Default Page

KIT Prevention Service - -
Logic Model Planning Implementation Invoicing ﬂ A T_,!J ;Lu

Data Tools Knowledge-base Communication Administration Help

Settings v E_ @
KPS South Dakota

Home = Invoicing = Invoice Information
Invoice Information

Provider | Support Demo Org 2 %
Invoice Period | 6/1/2012 - 6/30/2012  +

Begin Date | | End Date | | [ View ]

Other Service Time

Service Date ‘ | (mm/ddfyyyy or mm-dd-yyyy)

Federal Category ‘Se\ect Cne V|

Service Type

Units 0 |

OR Amount ‘U |

Description

Edit Form buttons

oK Cancel
Save Cancel

(This is a sample screenshot displaying a blank Edit Form.)
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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-h"'-—i: The TAB key Moves the cursor to the next data field
:’{T _- Hold down the SHIFT key and then press the TAB key Moves the cursor to the previous data field
on The Control (Ctrl) key Enables blocked material to open (due to pop-up blocker)
ﬁ Use the MOUSE by pointing and clicking to move the cursor Moves the cursor by pointing and clicking
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Data Fields & Buttons
In SD KIT Prevention Service (KPS) 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’) hd

Radio Buttons ® checked © unchecked

Check Boxes checked L1 unchecked

Plus/ Minus buttons +/ (click to open) [= (click to close)

Expand/Collapse buttons (expand) (&l (collapse)

Required field Group Name~*
Default Page [1Default Page (For additional information, see the Default Page section)
Tips

e Ifarequired 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.

e Type an identifying letter of an item in a dropdown list to appear in the box.
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Messages Events Dashboard [“] Default Page

Pravention Service ’ “ﬁﬂ'

Logic Model Planning Implementation Invoicing iﬂ J ‘ :
Dats Tosls Knowledge-bsse G Default Page checkbox

Setfingsw & =
KPS South Dakota

DefaUIt Page Home = Planning = Waork Plan
When the [L1Default Page (Default Page) checkbox is selected for a particular page Epard Al | | Coltepee a
within the SD KIT Prevention Service (KPS), the user will be taken directly to the EEmEE= |

= Substance Abuse Prevention Waork Plan

selected page upon login.

§---|Assesﬁmem Summary <Click to add an Assessment Summary> ‘

£-Data Collection and analysis reveal that alcohol use is the priority substance abuse issue for youth ages 12-20.

--|Prub|em Statements =Click to add a Problem Statement> ‘

- 60% of youth ages 12-20 report drinking alcohol in the past 30 days.

é---‘Target Population <Click to add a Target Population= ‘
- Youth, ages 12-20

Calendar Feature

Dates can be entered in two different ways: 1) typing the date directly into the field or 2) using the Calendar feature. The Calendar can be used as an alternative option to
entering a date directly into a date field.

Using the Calendar Feature 1 January, 2013 y
3u Mo Tu We Th Fr Sa

¥ 1 2 3 4 5
g ¥ & § 10 11 12

1. When you select a date field, a calendar displaying the current month and year
will display below the date field.

2. Select the date by clicking on a number within the calendar. 13 14 15 18 17 7Elss

3. The calendar will close and the date will appear within the date field. 20 21 22 23 24 25 28 Date selected
27 28 28 30 3 1 2

*Note: You can also change the month by clicking the ¥ arows to the right and left of the Ce s e TR

Month/Year. Clickingthe ¥ arrow will take you to the previous month whereas clicking the * Todav's date Today: January 18, 2013

arrow will take you to the next month. For instance, the current month displaying is January.

Clicking the ¥ arrow will take you to December whereas clicking the *

February.

arrow will take you to
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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.

Create Must be pressed first to add new information to an Edit Form
Edit This Record Allows the Edit Form fields to be “open” for modifications
Delete Removes the information currently on an Edit Form from the SD KIT Prevention Service (KPS) database
Save Adds the information on an Edit Form to the SD KIT Prevention Service (KPS) database
Cancel Cancels the Add or Edit without saving any information entered
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Additional Feature Buttons

Each page within the SD KIT Prevention Service (KPS) offers additional help to the user. Click on one of the icons to receive the help needed.

Seftings Allows you to change the size of the text displayed on the form. (For additional information, see the Settings section)
s The_Cha; featurg enables users to get im_mediate assistance from the Customer Support department through an instance messaging system. (For
additional information, see the Chat Feature section)
& Prints the information currently on the form.
o Provides the multimedia tutorial video specific to the submenu category.
L2 Directs the user to the SD Support Site.
@ Provides information on the topic with regards to treatment.

Below are some additional buttons that may appear on a page or form.
View Opens the information in the enter/edit form for viewing or modifications.
Select Selects a report to modify for viewing.

Show Report Opens a selected report for viewing or printing.
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Settings
You can alter the size of the text on a form by using the = seine=« ' (Settings) option.

Settinas button sty & | &) @90
KPS South Dakota
Home
Changing the Text Size 2. Select Grant Type
. - . Login to KPS South Dakota
1. Click the = semne=s  (Settings) button. Logintame | ® a
Password | Normal Maintenance 3
Organization ID |:| EZ;I‘SEIQ_EII_EI\"WEIJ"I 4i2012 10PM to
st ooance
| forgat my Password! on: Friday 11/2/2012 10PM EST to v
Text Size
O smal
2. Select the Text Size by selecting the appropriate radio button. g '“I"_”Ed'”m
: 1 arge -
3. Click the == (Set) button. 9
*Note: Click the - €<l | (Cancel) button to cancel the change. Set button Set Cancel
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[ ]

File Download - Security Warning

Do you want to run or save this file?

Chat Featu re Mame: Support-LogMelnRescue.exe

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

Type: Application, 752KE
From: secure.logrmeinrescue, comm

Run button [ R |[ sae |[ Carcel

e Whenthe & (Chat) button is selected, a new window opens prompting you to
run the LOgMemReSCUE applet (application). I .=|| ‘wihile files from the Intermet can be uzeful, this file twpe can
@

potentially harm your computer. |f you do not trust the source, do nat
rur or zave this software. what's the sk ?

(This is a screenshot of the download message to use the Chat feature.)
Tips

e You will need to install the LogMeln applet in order to connect with Support. This is a free download.
e The installation may take a few minutes.
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LOGIN PROCEDURE

To login to South Dakota KPS

1.

Connect to the Internet and open an internet browser (preferably Internet
Explorer)

Type in this web site, https://www.kithost.net/sd/ and press Enter on your
keyboard
Choose the year you want to work on.
a. Choose the CLICK HERE FOR KIT PREVENTION 2011-2012 LIVE
application to view or enter data for 2011-2012.

b. Choose the CLICK HERE FOR KIT PREVENTION 2012-2013 LIVE
application to view or enter data for 2012-2013.

Enter the username (login name) provided by your acting administrator in the
Login Name text box.

Enter the password in the Password text box.
Enter the organization ID in the Organization ID text box.
Click the ' s~ (Login) button.

To log out of the application, click the e (Logout) link in the upper right hand corner.

SD User Manual 20

SOUTH DAKOTA
PREVENTION
NETWORK

Dedicated to Promoting Sgfe & Healthy Families,
Schools & Communities

BREAT FACES, GREATPLACES,

KIT Prevention 2011-2012 Fiscal Year KIT Prevention 2012-2013 Fiscal Year

To enter into the KIT Prevention Live 2( Link to 2012-2013 Prevention 2012-2013 system,
system, click on the link below. Once redir licati v. Once redirected to the site -
site - you may use your "Favorites” to add 3 application orites” to add a direct path to the

to the live 2011-2012 site. =or=-2013 system.

CLICK HEEE FOR KIT PREVENTION 2011-2012 CLICK HERE FOR KIT PREVENTION 2012-2013
LIVE LIVE

Seftingsw

& | B | H e e

KPS South Dakota

Home

1. Login|

Login to KPS South Dakota

Login Name @

Server Maintenance

Mormal Maintenance

on: Sunday 10/14/2012 10PM to
4AM EST

Password
Organization ID
Hosting Maintenance

Haosting Maintenance
on: Friday 11/2/2012 10FM EST to w

Login Loain button
| forgot my Password!

(This is a screenshot displaying the Login Page.)
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Tips
e The Login Name IS NOT case sensitive.
e The Password IS case sensitive.

| forgot my Password!

If you are unable to log into the SD KIT Prevention Service (KPS) due to forgetting
your Login Name or Password you can retrieve this information by clicking the link
entitle | forgot my Password!.

Type your email address in the Email text box.

Click the = =® ' (Send It!) button.

*Note: You will receive a reply with our login information as long as the email address entered
matches the email provided in the Staff module.

SD User Manual 21

swpsv |[g|[@ ||/ e]| @

KPS South Dakota

1.Login|

Login to KPS South Dakota

Home

Login Name @ =
Server Maintenance
Password Normal Maintenance
. on: Sunday 10/14/2012 10PM to
Organization ID 4AM EST
c Hosting Maintenance
Login - Hosting Waintenance
| fargot my Password! | foraot my Password! link on: Friday 11/2(2012 10PM EST to v

(This is a screenshot displaying the Login Page.)

Request By Email

Email

Send It! Cancel Send It! button
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Sefingsw Q ﬂé{] ﬁ = @

Service Announcement (S South Dators
The Service Announcement section that is located on the Login page is there to notify Home
users that KPS is receiving any necessary server updates or other important = Service Announcements
messages regarding the application. Login to KPS South Dakota
Login Name @ . - -~

If you see Service Maintenance it means that KPS may be down for a short period of . P‘"fwlz o Sunday 10142012 10PN o
time and you will not be able to log into the application at that time. Server ; s
maintenance typically occurs once a month. Login Hoating Mainisnance

| forgat my Password! on: Friday 11/2/2012 10PM EST to v
Temporary Account

When first accessing the SD KIT Prevention Service (KPS), a temporary account is provided. The temporary account is a one (1) time account used for logging into the SD
KIT Prevention Service (KPS) and creating a system administrator (this person will register staff members into the SD KIT Prevention Service (KPS)).

Enter the “temporary account” user name in the Login Name text box.
Enter the “temporary account” password in the Password text box.
Enter the organization id in the Organization ID text box.

Click the ' te=» (Login) button.

Upon login, you will be required to register a staff member. This will replace the “temporary account”. (For more information on registering staff, see the Staff section for
instructions.)

6. Once the new staff account is created, an email notification will be sent to the email address entered on the Staff form. Follow the instructions within the email to activate
the new account. (For additional information on activating an account, see the Activating Your Account section.) Upon activating the new account, the “temporary
account” will become deactivated; therefore you can no longer login with the “temporary account”.

S

Tips

e When logging in using the “temporary account” you MUST create a new account. Clicking the (Cancel) button will log you out of the application.
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Subject:  South Dakota Prevention Account Activation Invitation

Activating Your Account Dear s
. . . .. Please follow this link to activate vour account:
Your login information is created for you by your System Administrator. Before bt deme thoe net sc0 GororettdemolAccoutActivation aspx
accessing SD KIT Prevention Service (KPS) for the first time, you will need to activate ActivationID=0121011901050110010301010114&0id=20100402124401112*407390773297570
your account.
To ensure delivery to your inbox, pleg Activation link ist (whitelist):
(@hdtsoltions net.

If you are unable to add the domain to your safe list, you may add do_not Reply@kitsohtions net to your

1. Once you have been informed by your System Administrator that an account was address book to help ensure successful delivery.
created for you, check your email. You should receive an email with instructions
for activation.

2. Click the activation link within the email to activate your account.

Subject:  South Dakota Prevention Account Activation Success

Dear”
You have now successfuly activated your account ywinger.

3. You should receive a confirmation email indicating your account was activated
successfully. Click the Login link to log into the SD KIT Prevention Service , , . . S
To ensure delivery to vour inbox, please add the following domain to your safe list (whitelist):

(KPS) . (@kitsolutions.net.

*Note: Your login information should be provided to you by your System Administrator. If;;“ e m;‘:lektl‘;]:dd the dmjﬂ:gﬂ?g;‘;afe fist, you may add do_not_Reply@kitsolutions.net to your
a €55 DOOl (+] ENSUre SUCCes: VETY.

Tips

e Please check your junk mail and spam folders if the activation email is not in your Inbox. Add the following domain to your safe list to ensure you are receiving emails for the SD KIT
Prevention Service (KPS): @kitsolutions.net.
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HOME

The Home page is the SD KIT Prevention Service (KPS) entry point and provides the organization with important messages, upcoming events and links to navigate through the
application.

Dashboard

This area is currently under construction.

Message and Event Notifications

To view a Notification, click on the ' (plus sign) next to the Notification title.
The * (plus sign) will become a (minus sign).

To close the Notification, click on the (minus sign).

You may also access these Notifications throughout the Service by clicking the

associated '¥! (expand) button at the top of the screen. The '#! (expand) will

become a 2! (collapse) button. To hide the Notification, click on the
(collapse) button.

*Note: Notifications displaying on the Home page are entered at the State level.

SD User Manual
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Messages (¥ Events (¥ Dashboard

Default Page

Logic Model—

A = (@ @l

Dsta Tools Knowledge-base Communicaion Administrstion  Help

Expand button
Seflingsw | S @ ﬁ e @

KPS South Dakota

Home

[#] Dashboard
8/5/2011 7:00:04 PM
[@] Messages
8/5/2011 7:00:04 PM
Welcome to KIT
Prevention Service - SD

- Planning Notification Title 11112010

. . Welcome to the new KIT
Develop a comprehensive strategic plan. Prevention Service for
+ Implementation 20102011

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

Prevention Steps

+ Logic Model
Conceptual framework that broadly outlines a series of data-driven and logical steps

that are used to identify and link problems, consequences, and underlying conditions or
intervening variables.
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Prevention Steps 6/5/2011 7:00:04 PM
2] Messages

- Logic Model -
Conceptual framework that broadly outlines a series of data-driven and logical steps 8/5/2011 7:00:04 PM
that are used to identify and link problems, censequences, and underlying conditions or + Welcome to KIT
intervening variables. Prevention Service - SD
; + Planni Prevention Steps 1172010
Prevention Steps and Other Tools ﬁfcompmhensive strategic plan. +  Message Test 6/3/2010
 The Prevention Steps located on the Home page provide users with the best o anon pln. B e e
sequence in which to complete their data entry. Start at Logic Model and work - Involcing
your way from top to bottom of the Prevention Steps list to ensure all required inveicing.
data is entered in the proper order. grher ook
- Data Tools

Generate reports to assist with tracking, monitoring and assessing prevention services.

. . . - K ledge-b.
e The Other Tools section of the Home page provides a collection of helpful “Poral o addionalpravention information.

modules to assist in the data entry process. Information such as reports, * Communication , _ Other Tools
Section to provide capabilities for state-level messaging and prevention events

messages and events, staff registration and technical support can all be accessed management
through the Other Tools list. » Administration

Functions that are management tools and not related to the five SPF steps.

+ Help
Help Module

(This is a partial screenshot of the Home page displaying the Prevention Steps and Other Tools areas.)
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LOGIC MODEL

The Logic Model module is used for describing relationships among multiple factors and components in a community, and identifies the strategies that can impact those
relationships to achieve a desired outcome.

Substance Related Consequences

T =y
Logic Model Planning Implementation Invoicing J A GJ = SLH
Dats Tooks Knowledge-base Communication Administration  Help

setingsw | L (& @
Adding a Substance Related Consequence KPS soutn Dakcta

Home > Logic Model
1. Click Logic Model from the Menu.

2. Click the Begin Your Substance Abuse Prevention Planning Intervention (Begln Your Substance Welcome )
Abuse Prevention Planning Intervention) button Bagin Your Substance Abuse Prevention Planning Interventi Begin Your Substance
. gin Your Substance Abuse Prevention Planning Intervention Abuse Prevention
*Note: To create a Second mterven“on, C“Ck the Begin Your Second Substance Abuse Prevention Planning Intervention Plannmg Loglc Model
(Begin Your Second Substance Abuse Prevention Planning Intervention) button. button

Begin Your Second Substance Abuse Prevention Planning Intervention

(This is a screenshot displaying the Logic Model Listing Page.)

T Wiy
Logic Model Planning Implementation Invoicing J d EX, | SLH
Dsta Tooks Knowledge-base Communication Administration  Help

Settingsw & @

KP5 South Dakota
3- The Plannlng Category IS pre'popl-”ated for yOU . Home > Logic Model > Substance Related Consequence
4. ldentifying the priority problem from the Priority Problem dropdown list. You may now Add an ftem

\ . Substance Related Consequence
5. Select the primary substance related consequence from the Primary
Consequence dropdown list.

Planning Category Substance Abuse Prevention Work Plan
Priority Problem | Select One |E|

Primary Consequence | Select One |Z|

(This is a partial screenshot displaying the Substance Related Consequence Edit Form.)

SD User Manual 26 © KIT Solutions®2013



Additional

-

Consequences

Using the Additional Consequences* checkboxes, select any other substance

related consequences you wish to identify.
*Note: Depending on the Primary Consequence selected, the Additional Consequences options
may change.

Enter any additional notes regarding the substance related consequence in the
Additional Data text box, if desired.

The Status is defaulted to Active.
a. Active: the substance related consequence is currently in use.
b. Inactive: the substance related consequence is no longer in use.

Click the == (Save) button.
*Note: To exit the screen without saving, click the ' €' ' (Cancel) button.

Additional Data

Check All Uncheck Al

Pregnant Women / Teens
Family Functioning

Domestic Violence

Health Consequences/lliness
Boating Crashes

Injuries

Overdoses

Death

Suicide

Mental Health

Homelessness

Status | Active |Z|

Treatment Admissions
DUIDWI

Alcohel Poisoning

Blackouts

Motor Vehicle Crashes

Crime and Delinquent Behavior
Violent and Delinquent Behavior
Lack of School Success
School Drop outs

Lack of Work Success

High Risk Sexual Behavier

Save button

Save Cancel

(This is a partial screenshot displaying the Substance Related Consequence Edit Form.)
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Editing a Substance Related Consequence

1. Click Logic Model from the Menu.

2. From the Logic Model Listing Page, click the Substance Related Consequence
Name link of the consequence you wish to edit.
3. Make any changes needed to the form.

4. Click the s> (Save) button.
*Note: To exit the screen without saving any changes, click the - <= (Cancel) button.

Deleting a Substance Related Consequence

1. Click Logic Model from the Menu.

2. From the Logic Model Listing Page, click the Substance Related Consequence
Name link of the consequence you wish to delete.

3. Click the === (Delete) button at the bottom of the form.
*Note: To exit the screen without deleting, click the ' === (Cancel) button.

4. You will receive a message asking if you are sure you want to continue with the
deletion. Click the (OK) button to continue with the deletion.
*Note: Click the (Cancel) button to cancel the deletion.

5. You will receive a confirmation message indicating the substance related
consequence has been deleted successfully. Notice that the substance related
consequence is no longer in the list.
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Logic Model Planning Implementation Invoicing M _-J o~ / (=l &-}J

Data Tools Knowledge-base Communication Administration  Help

setingsw | |G | B @

KPS South Dakota

Home > Logic Model

Substance Abuse Prevention Planning Intervention
Underage Drinking

Lack of School Success SUbStance Related.
- Motor Vehicle Crashes Consequence Name link

- Crime and Delinguent
Behavior

- Injuries

- Overdoses

- Death
- Suicide
Add Substance Use Behavior
(This is a screenshot displaying the Logic Model Listing Page.)
Additional oo s
c q es”| | ge from webpag @

[0] Are you sure you wish to PERMANENTLY DELETE this record?

[ QK ] | Cancel
Family Functi
Domestic Viol OK bUtton
Health Consequences/lliness Blackouts
Boating Crashes
Additional Data
Status |Active ] Delete button

Save Cancel

(This is a partial screenshot displaying the Substance Related Consequence Edit Form.)
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Substance Use Behavior

Adding a Substance Use Behavior

1. Click Logic Model from the Menu.
2. Click the Add Substance Use Behavior (Aqd Substance Use Behavior) button.

3. The Planning Category and Priority Problem are pre-populated for you.
4. Select the substance abuse behavior from the Behavior dropdown list.

5. Enter any additional notes regarding the substance abuse behavior in the
Additional Data text box, if desired.

6. The Status is defaulted to Active.
a. Active: substance abuse behavior is currently in use.
b. Inactive: substance abuse behavior is no longer is use.

SD User Manual
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Logic Model Planning Implementation Invoicing M J d LI‘ &U

Data Tools  Knowledge-base Communication Administration  Help

Seflingsw L L.%] o

KP5 South Dakota

Home > Logic Model

Substance Abuse Prevention Planning Intervention
Underage Drinking

Lack of School Success
- Motor Vehicle Crashes

- Crime and Delinquent

Behavior
- Injuries Add Substance Use
- Overdases Behavior button
- Death
- Suicide

Add Substance Use Behavior

(This is a screenshot displaying the Logic Model Listing Page.)

Logic Model Flanning Implementation Invoicing m J LJ [ 1] LLH

Data Tools Knowledge-base Communication Administration Help

Seftings w & d;']

KPS South Dakota

Home > Logic Model > Substance Abuse Behavior

You may now Add an item
Substance Abuse Behavior Information

Planning Category Substance Abuse Prevention Work Plan
Priority Problem Underage Drinking
Behavior | Select One |Z|

Additional Data

Status | Active |Z|

(This is a partial screenshot displaying the Substance Abuse Behavior Edit Form.)
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7. Using the Intervening Variables* checkboxes, select the intervening variables

which are contributing to the priority problem.

a. If Other is selected, you will be asked to specify what that intervening

8. To select the risk and/or protective factors associated with the intervening
variables, first click the '+ (plus sign) to open the list.

9. Using the Risk & Protective Factors checkboxes, select the risk and/or
protective factors associated with the intervening variables.

variable is using the text box

10. Click the "= (Save) button.

*Note: To exit the screen without saving, click the | <! (Cancel) button.
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. . .
Intervening Variables™ . . . uncreci

[7] Retail Access/Availability [TI Price and Promotion

[T social Access [7] Promation/Advertising

[Z] Family Norms Accepting of Behavior [C] Laws and policies Regulating Sales, Use. Possession

[T] Social Norms Accepting of Behavior [C] Other
[T] Other Norms Accepting of Behavior [] Age of First Use

[T Perceived Risk/Harm [[IMental Health
[T Attitudes and Beliefs [CI Family Function
[T] EnforcementiAdjudication ["] Domestic Viclence

Intervening Variables - Risk & Protective Factors +

Risk & Protective Factors 0 e

[CI{P)C - Caring and support (Social natworks ORyc
and support systems within the community)

[CI{P)C - Community religious composition EIRr)C -

[CI{P)C - Comprehensive risk focused ClRiC -
programs available culture
[TI{P)C - Decreasing accessibility [ClriC -

- Irresponsible servers and sellers

Lack of community bonding

Lack of confidence in majority

Lack of cultural pride

(This is a partial screenshot displaying the Substance Abuse Behavior Edit Form.)
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Editing a Substance Use Behavior
1. Click Logic Model from the Menu.

2. From the Logic Model Listing Page, click the Substance Use Behavior Name link

of the behavior you wish to edit.
3. Make any changes needed to the form.

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

Deleting a Substance Use Behavior
1. Click Logic Model from the Menu.

2. From the Logic Model Listing Page, click the Substance Use Behavior Name link

of the behavior you wish to delete.

3. Click the ' ®=== (Delete) button at the bottom of the form.
*Note: To exit the screen without deleting, click the ' == (Cancel) button.

4. You will receive a message asking if you are sure you want to continue with the
deletion. Click the (OK) button to continue with the deletion.
*Note: Click the (Cancel) button to cancel the deletion.

5. You will receive a confirmation message indicating the substance use behavior
has been deleted successfully. Notice that the substance user behavior is no
longer in the list.
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Logic Model Planning Implementation Inveicing ﬂ A _wl = .ILI-J
Data Tools  Knowledge-base Communication Administration  Help

seingew | L B @

{P§ South Dakota

dome > Logic Model

Substance Abuse Prevention Planning Intervention
Underage Drinking

Lack of School Success Alcohol Use
- Motor Vehicle Crashes

- Perceived Risk/Harm

- Age of First Use

- (P)C - Opportunities for youth
participation in community

- Injuries Substance Use Behavior activities

- Overdoses i - (R)S - Ambiguous, lax or
Death Name lmk inconsistent rules and

- bed sanctions regarding drug use

- Suicide and student conduct

- Crime and Delinquent
Behavior

Add Substance Use Behavior Add Interventions

(This is a screenshot displaying the Logic Model Listing Page.)

CI(R)C - Ambiguous, lax or inconsistent rules  [J(R)S - Negative, disorderly, and unsafe
and sanctions regarding substance abuse school climate

CI(RIC - Availability of Firearms [J(R)S - Parents and community members are

OH | between chronological age
use i

drug

OR .

neigh ack sense of belonging at

ment to school)

CJ(R)IP - Isolation and Loneliness

OK button O

[LI{R}C - Inadequate youth services and
opportunities for pro-social involvernent

Delete button

Save Cancel Delete

(This is a partial screenshot displaying the Substance Abuse Behavior Edit Form.)

© KIT Solutions®2013



Interventions

T W=y
Logic Model Planning Implementation Invoicing ﬂ s ; -,_J | lm
Data Tools Knowledge-base Communication Administration Help
Setingsw | (& & |@

KPS South Dakota

Home > Logic Model

Substance Abuse Prevention Planning Intervention
Underage Drinking

Adding an Intervention Lack of School Success  Alcohol Use - Perceived RiskiHarm

- Motor Vehicle Crashes A .

- Age of First Use
1. C“Ck LOgIC MOde| fl'0m the Menu i ggq‘;iﬂo?d DEgres - (P)C - Opportunities for youth
participation in community

2. Clickthe = Addinteventions | (Add Interventions) button. S scties

- Overdoses - (R)S - Ambiguous, lax or

Death inconsistent rules and
- Led sanctions regarding drug use
- Suicide and student conduct
Add Substance Use Behavior Add Interventions

Add Interventions button

Begin Your Second Substance Abuse Prevention Planning Intervention

(This is a screenshot displaying the Logic Model Listing Page.)
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10.

The Planning Category and Priority Problem are pre-populated for you.
Select whether the intervention is a single-strategy or multi-strategy intervention
from the Is this intervention comprised of multiple strategies? dropdown list.
Enter a description of the intervention in the Intervention text box.
Select an intervention name from the Intervention dropdown list.
The Status is defaulted to Active.

a. Active: strategy is currently in use.

b. Inactive: strategy is no longer is use.

Using the Intervening Variables* checkboxes, select the intervening variables
which are contributing to the priority problem.

*Note: The available Intervening Variables were selected when the Substance Use Behavior was
added.

Using the Risk & Protective Factors* checkboxes, select the risk and/or
protective factors associated with the strategy.

*Note: The available Risk & Protective Factors were selected when the Substance Use Behavior
was added.

Click the ' == (Save) button.

*Note: To exit the screen without saving, click the | <= ' (Cancel) button.
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B ]
Logic Model Planning Implementation Invoicing |=& ’ _~.-I [=]] lm
Data Tools Knowledge-base Communication Adminisiration Help

Seftings w & [E:]
KPS South Dakota
Home > Logic Model > Intervention

You may now Add an item
Intervention Information

Planning Category Substance Abuse Pravention Work Plan
Priority Problem Underage Drinking

Is this intervention |Z|
comprised of multiple
strategies?

Intervention

Intervention | Select One |Z|

Status | Active E

(This is a partial screenshot displaying the Intervention Edit Form.)

. - .
Intervening Variables™ ;. . yngneccs

Perceived Risk/iHarm Retail Access/Availability

Social Norms Accepting of Behavior || Attitudes and Beliefs

Risk & Protective cp.c s Unchesk 41

Factors® . .
(RJI/P - Favorable attitudes towards substance use pargzﬂzéf arenting (Consistency of
(RJI/P - Lack of self-control (Risk taking (P)I/P - Knowledge regarding risks
propensity/impulsivity) associated with substance abuse/use

(R)S - Ambiguous, lax or inconsistent rules and (P)S - Sponsors substance-free
sanctions regarding drug use and student conduct events

(R)S - Favorable staff and student attitudes toward
substance use

Save button

Save Cancel

(This is a partial screenshot displaying the Intervention Edit Form.)
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Editing an Intervention

1. Click Logic Model from the Menu.

2. From the Logic Model Listing Page, click the Intervention Name link of the
strategy you wish to edit.

3. Make any changes needed to the form.

4. Click the == (Save) button.
*Note: To exit the screen without saving any changes, click the - ' (Cancel) button.

Deleting an Intervention

1. Click Logic Model from the Menu.
2. From the Logic Model Listing Page, click the Intervention Name link of the
strategy you wish to delete.

3. Click the  ®== (Delete) button at the bottom of the form.
*Note: To exit the screen without deleting, click the ' ¢ (Cancel) button.

4. You will receive a message asking if you are sure you want to continue with the

deletion. Click the (OK) button to continue with the deletion.
*Note: Click the (Cancel) button to cancel the deletion.

5. You will receive a confirmation message indicating the intervention has been
deleted successfully. Notice that the intervention is no longer in the list.
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s =y
Logic Model Planning Implementation  Invoicing J d o [r] llu
Dsta Tools Knowledge-base Communicstion Administration  Help

Setingsw | (L | (& |@

KPS§ South Dakota

Home > Logic Model

Substance Abuse Prevention Planning Intervention
Underage Drinking

Lack of School Success Alcohol Use - Perceived Risk/Harm Alcohol restrictions at
- Motor Vehicle Crashes - Age of First Use community events

= Crte ol D e - (P)C - Opportunities for youth

Behavior el = s
participation in comn . .
= e BTz Intervention Name link
- Overdoses - (R}S - Ambiguous, laxor
- Desth inconsistent rules and
sanctions regarding drug use
- Suicide and student conduct
Add Substance Use Behavior Add Interventions

Begin Your Second Substance Abuse Prevention Planning Intervention

(This is a screenshot displaying the Logic Model Listing Page.)

Intervening Variables™
Message from webpage @

[0] Are you sure you wish to PERMANENTLY DELETE this record?
Risk & Protective|

Factors® ing (Consistency of
OK Cancel
ledge regarding risks
propensity/ ) associated with substance abuse/use
(RIS -4 OK button {P)S - Sponsors substance-free
sanctions regaruiny uroy USe @i SIueETiT COnauct events
(R)S - Favorable staff and student attitudes toward
substance use Delete button

Save Cancel Delete

(This is a partial screenshot displaying the Intervention Edit Form.)
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PLANNING

The Planning module is used to develop a comprehensive strategic plan.

Work Plan
The Work Plan module is used to develop a comprehensive strategic plan and view its status.
Logic Model Planning Implementation Invoicing Diﬂ i d | -'!J J ) ALU
sta Tools Knowledge-base Communication Administration S:::;S‘E E @
Adding an Assessment Summary KPS Souin Daketa

Home > Planning > Work Plan

1. Click Planning from the main menu. e [ pe—— Assessr;]wgggesrummary

2. Click Work Plan from the submenu. | Planning Category |
. =~ Substance Abuse Prevention Work Plan

3. Click the |Assessment Summary =clickto add an Assessment Summary= (Assessment Summary) : . [Assessment Summary —<Giick to add an Assessment Summary> |

header beneath the appropriate Planning Category. & Capaiy Dovelopmen itk Pan

5---‘Assessment Summary <cClick to add an Assessment Summary> |

(This is a screenshot displaying the Work Plan Listing Page.)

Logic Model Planning Implementation Invoicing M d ; _,_J Q LLU
Dsta Tools Knowledge-base Communication Administration  Help
Seftingsw E_ [E"]
KPS South Dakota
4. The Planning Category is pre-populated for you. Home > Planning > Assessment Summary

You may now Add an item
Assessment Summary Information

5. Enter a brief description of the assessment summary to identify it by in the
Assessment Summary text box.

6. Enter the details of the assessment summary in the Assessment Summary
DetaI|S teX'[ bOX, |f deSII’ed Assessment Summary =

. Details
7. Click the == (Save) button. t
*Note: To exit the screen without saving, click the ' ¢! (Cancel) button.

Planning Category Substance Abuse Prevention Work Plan

Assessment Summary

8000

Save button Save Cancel

(This is a screenshot displaying the Assessment Summary Edit Form.)
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Editing an Assessment Summary

o s~

Click Planning from the main menu.

Click Work Plan from the submenu.

Click the Assessment Summary Name link of the summary you wish to edit.
Make any changes needed to the form.

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

Deleting an Assessment Summary

> L

Click Planning from the main menu.
Click Work Plan from the submenu.
Click the Assessment Summary Name link of the summary you wish to delete.

Click the ' P (Delete) button at the bottom of the form.

*Note: To exit the screen without deleting, click the - = (Cancel) button.

You will receive a message asking if you are sure you want to continue with the
deletion. Click the (OK) button to continue with the deletion.

*Note: Click the (Cancel) button to cancel the deletion.

You will receive a confirmation message indicating the assessment summary has
been deleted successfully. Notice that the assessment summary is no longer in
the list.
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T =%
Logic Model Planning Implementation Invoicing J J W } L] &LH
Data Tooks  Knowledge-base Communication Administration  Help

Setlings w L d;:]
KPS South Dakota
Home > Planning > Work Plan
Expand All  Collapse All
| Assessment Summary < ——————

:~|Planning Category .

E| Substance Abuse Prevention Work Plan Name link

: E----|Assessment Summary <cClick te add an Assessment Summary>

- Data Collection and analysis reveal that alcohol use is the priority substance abuse issue Yor youth ages 12-20.

|Prnhler|1 Statements <Click to add a Problem Statement> |

=8 Capacity Development Work Plan

E----|Ase«zssmenl Summary <click to add an Assessment Summary> |

(This is a screenshot displaying the Work Plan Listing Page.)

Logic Model Planning Implementation Invoicing J d =d =] ALH

Data Tooks  Knowledge-bsse Communicstion Administration  Help

Settingsw | | [ =)

KPS South Dakota
Home > Planning > Assessment Summary

You may now Edit this item
Assessment Sum

Message from webpage @
Planning Categd

I Are you sure you wish to PERMANENTLY DELETE this record?

Assessment Summ:
Det;

I QK I[ Cancel ] 7199

drinking alochel within the past 30 days.

OK button Delete button

Save Cancel Delete

(This is a screenshot displaying the Assessment Summary Edit Form.)
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Adding a Problem Statement

1. Click Planning from the main menu.
2. Click Work Plan from the submenu.

3. C“Ck the |Proh|em Statements =clickto add = Problem Statement= (Problem Statements) header
beneath the appropriate Assessment Summary.

4. The Planning Category and Assessment Summary are pre-populated for you.

5. Enter a brief description of the problem statement to identify it by in the Short
Description text box.

6. Enter the details of the problem statement in the Problem Statement text box, if
desired.

7. Click the == (Save) button.
*Note: To exit the screen without saving, click the ' === (Cancel) button.
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Logic Model Planning Implementation Invoicing J d L4 [*] ALU

Dsta Tools Knowledgebsse Communication Admimistration  Help

Seftingsw L @

KPS South Dakota

Home > Planning > Work Plan
Expand Al Collapse All

[ Planning Category Problem Statement |
=~ Substance Abuse Prevention Work Plan header

E---|Assessmenl Summary <Click te add an | |

=~ Data Collection and analysis reveal that alcohol use is t, «ty substance abuse issue for youth ages 12-20.

: |Prahlen1 Statements <click to add a Problem Statement> |

& Capacity Development Work Plan

E---|;h55essmenl Summary <Click to add an Assessment Summary> |

(This is a screenshot displaying the Work Plan Listing Page.)

Logic Model Planning Implementation  Invoicing J d ed 1 ALU

Dsts Tools Knowledgebese Communication  Administrstion  Help

Seftingsw R ﬂé{]

KPS South Dakota
Home > Planning > Problem Statement

You may now Add an item
Problem Statement Information

Planning Category Substance Abuse Prevention Work Plan

Assessment Summary Data ?g\lfﬂction and analysis reveal that alcohel use is the priority substance abuse issue for youth
ages 12-20.

Short Description

Problem Statement -

8000

Save button
Save Cancel

(This is a screenshot displaying the Problem Statement Edit Form.)
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Logic Model Planning Implementation Invoicing M J y _,_J =] SLU
Dsta Tools Knowledge-base Communication Administration  Help

Seftingsw i @
Editing a Problem Statement R
Home > Planning > Work Plan

1. Click Planning from the main menu. Expand All| | sliapse Al

. |Planning Category |
2' C“Ck Work Plan from the Smeenu . . . é--Subs:lance Abuse Prevention Work Plan Problem Statement Name
3. Click the Problem Statement Name link of the statement you wish to edit. | |Assessment Summary <ciick to asd link |

(= Data Collection and analysis reveal that alc| for youth ages 12-20.

4. Make any Changes needed tO the form |I’rnhler|1 Statements <cilick tc add a Pn ~Statement> |
5. C||Ck the Save (Save) button &-60% of SD youth ages 12-20 report drinking alcohol in the past 30 days

| Target Population <click te add a Target Population> |

*Note: To exit the screen without saving any changes, click the ' == (Cancel) button. i Capacity Develapment Work Plan

L. Assessment Summary <Click to add an Assessment Summary> |

(This is a screenshot displaying the Work Plan Listing Page.)

Logic Model Planning Implementation Invoicing J d =d =1 ALH

Dsi= Tools  Knowledge besse Communicstion Administrston  Help

Deleting a Problem Statement S
KPS South Dakota

1. Click Planning from the main menu.

Home > Planning > Problem Statement

2. Click Work Plan from the submenu. You may now Edit this item
. . . Problem Statem ‘
3. Click the Problem Statement Name link of the statement you wish to delete. Message from webpage ==
. Planning Cate
4. C“Ck the I.j = (De|6te) bUtton _at the bOttom Of the form' Assessment Sumn u@j Are you sure you wish to PERMANENTLY DELETE this record? nce abuse issue for youth
*Note: To exit the screen without deleting, click the - <= (Cancel) button.
5. You will receive a message asking if you are sure you want to continue with the Short Deserip o) L]
deletion. Click the (OK) button to continue with the deletion. Froblem Sie
*Note: Click the (Cancel) button to cancel the deletion. enna
OK button Delete button

6. You will receive a confirmation message indicating the problem statement has
been deleted successfully. Notice that the problem statement is no longer in the
list.

Save Cancel D

(This is a screenshot displaying the Problem Statement Edit Form.)
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Data Tools Knowledge-base Commurnicaion Administration  Help

Setingsw | |& | (&

Logic Model Planning Implementation Invoicing ﬁ d ‘.-:.J ‘ﬂ

KPS South Dakota
Home > Planning > Work Plan

Adding a Target Population

Expand All  Collapse All

1. Click Planning from the main menu. | Plamning Gategory _ |
= Substance Abuse Prevention Work Plan
2. C“Ck WOI’k Plan from the Submenu . g---|Assessment Summary <click te add an Assessment Summary> |
. A . =~ Data Collection and analysis reveal that alcohol use is the priority substance abuse issue for youth ages 12-20.
3. C“Ck the |Target Population =Clickto add = Target Populztion= (Target POpUIat|0n) header beneath

é"|Prnblem Statements <cii Tarqet PODUlation header |
the appropriate Problem Statement. £ 60% of SD youth ages 12-20 feferrwrr e

E---|Target Population <click te add a Target Population> |
= Capacity Development Work Plan

ey

| Assessment Summary <Click to add an Assessment Summary> |

(This is a screenshot displaying the Work Plan Listing Page.)

Logic Model Planning Implementation Inveicing m A \,:veJ =] ;LH

Data Tools  Knowledge-bsse Communicstion Administration  Help

Seftingsw ;_ @
KPS South Dakota
4. The P|anning Category, Assessment Summary and Problem Statement are M>M>Targew°pu'am
+ You may now Add an item :
pre_populated for Y s e —

Target Population Information
5. Enter a brief description of the target population to identify it by in the Short Planning Category Substancs Abuse Prevention Work Plan
Description text box.

Assessment Summary E.\zatza Collection and analysis reveal that alcohol use is the priority substance abuse issue for youth ages

Problem Statement 50% of SD youth ages 12-20 report drinking alcohol in the past 30 days.

Short Description

(This is a partial screenshot displaying the Target Population Edit Form.)
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10.

11.

Using the Age checkboxes, select the appropriate age ranges for the target
population.

Using the Gender checkboxes, select the appropriate genders for the target
population.

Using the Race checkboxes, select the appropriate races for the target
population.

Using the Ethnicity checkboxes, select the appropriate ethnicities for the target
population.

Using the Service Population checkboxes, select the appropriate populations for
the target population.

Click the ' == (Save) button.
*Note: To exit the screen without saving, click the | <= ' (Cancel) button.
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Select Direct Target(s)

Age™ i Uncheck )
[Fo-a [F21-24
[Cs11 2544
[[12-14 [45-84
[115-17 [C165 and Over
[T118-20 [C] Age Not Known
Gender™
[CIMale  ClOther
[CFemale

Race™ ... s uncnecca
[Clwhite
[Tl Black or African American

[T] American Indian/Alaska Native
[ZI More Than One Race (not OMB required)

["I Native Hawaiian/Other Pacific Islander [ Race Not Known or Other (not OMB required)

[Tl Asian

Ethnicity”

[CI Hispanic or Latino [C] Not Hispanic or Latino

(This is a partial screenshot displaying

Select Indirect Target(s)

Service Population™ .o a ynensoen
[T Business and Industry
[Tl Children of Substance Abusers*
[CI Civic Groups/Coalitions
] College Students
[Z| Delinquent’Violent Youth*
[C Economically Disadvantaged*
[ZI Elementary School Students
[T Employes Groups/Unions
[ZI Fire Professionals
[ Gangs
[Cl General Population
[C] Government/Elected Officials
[T Health Professionals
[“IHigh School Students
[CIHIV Infected Persons
[“IHomeowners Associations
[TV Drug Users
ClLaw Enforcement/Military
[Tl Lesbian/Gay/Bisexual/Transgender
[ Local Municipal Agencies
[ZI Middletdr High School Students

(This is a partial screenshot displaying

the Target Population Edit Form.)

[T Meighborhood Associations

[Tl Older Adults

[Tl Parents/Families

] People with Mental Health Problems™
[“I Persons Using Substances®

[CI Persons With Physical Disabilities*
[Z] Physical/Emational Abuse Victims*
[CI Pregnant Women/Teens*

[Tl Preschool Students

[T] Prevention/Treatment Professionals
[T ProfessionaliTrade Associations

[Tl Property Managers

[CI Religious Groups

[“I Retailers

[T Runaway/Homeless Youth*

[T] school Dropeuts*

[T Social Service Providers

[T Teachers/Administrators/Counselors
[CIVoluntary/Fratemal Community Service
[Clwomen and Children

[Tl outh/Minors Save button

Save Cancel
the Target Population Edit Form.)
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Editing a Target Population

o s~

Click Planning from the main menu.

Click Work Plan from the submenu.

Click the Target Population Name link of the population you wish to edit.
Make any changes needed to the form.

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

Deleting a Target Population

> L

Click Planning from the main menu.
Click Work Plan from the submenu.
Click the Target Population Name link of the population you wish to delete.

Click the ' P (Delete) button at the bottom of the form.

*Note: To exit the screen without deleting, click the - = (Cancel) button.

You will receive a message asking if you are sure you want to continue with the
deletion. Click the (OK) button to continue with the deletion.

*Note: Click the (Cancel) button to cancel the deletion.

You will receive a confirmation message indicating the target population has been
deleted successfully. Notice that the target population is no longer in the list.
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Logic Model Planning Implementation Invoicing M A d -l &LH

Data Tools  Knowledge-bsse Communicstion Administration  Help

Settings w & @

KPS South Dakota
Home > Planning > Work Plan

Expand All  Collapse All

| Planning Category |

E| Substance Abuse Prevention Work Plan

§---|Assessr|1ent Summary <cClick te add an Assessment Summary> |

Target Population Name

&-Data Collection and analysis reve suse issue for youth ages 12-20.

| Problem Statements link |
&-60% of SD youth ages 12
Target Population —~a add a Target Population> |

&- Youth, ages 12-20

E---|131:al.'. <Click to add a Geal> |

= Capacity Development Work Plan

.| Assessment Summary <click te add an Assessment Summary> |

(This is a screenshot displaying the Work Plan Listing Page.)

Message from webpage @

:] Are you sure you wish to PERMANENTLY DELETE this record?

[ ok ][ concel

T TS T ITETS S TCaToTTS T v
[TV Drug Users OK button iders
[7] Law Enforcemermummary rreacnersraanmsr ators/Counselors
[[] Leshian/Gay/Bisexual/Transgender [] Voluntary/Fraternal Community Service
[l Women and Childre
Youth/Minors

[7] Local Municipal Agencies

Middle/Jr High School Students Delete button

Save Cancel Dele

(This is a partial screenshot displaying the Target Population Edit Form.)
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Logic Model Planning Implementation Invoicing | & ¢ :-J [*]] lLL
Daia Tools Knowledge-bsse Communicstion Administration  Help

Sefingsw | [ @

KP5 South Dakota

Home > Planning > Work Plan

Addlng a Goal Expand Al Collapse All

| Planning Category |

1. C“Ck Plannlng from the mall’] menu. ?-SubslanceAbuse Prevention Work Plan

E---|Assessment Summary <cClick te add an Assessment Summary> |

2. C||Ck Work Plan from the Submenu . £ Data Collection and analysis reveal that alcohol use is the pricrity substance abuse issue for youth ages 12-20.

| Problem Statements <ciick to add a Problem Statement>

3. C“Ck the |Goa|s JilziipeEte EP (GOG.'S) header beneath the approprlate Target E 60% of SD youth ages 12-20 report drinkina alcohol in the past 30 davs |
Population. [Target Population <c Goals header |

&- Youth, ages 12-20

i ;---|Goals <Click to"add a Geal> |
= Capacity Development Work Plan

.| Assessment Summary <click te add an Assessment Summary> |

(This is a screenshot displaying the Work Plan Listing Page.)

Logic Model Planning Implementation Invoicing ﬂ d s J J ALH
Dsta Tools Knowledge-bsse Communication Administration  Help
Settingsw ;_ [Eﬂ
KPS South Dakota
. Home > Planning > Goal
4. The Planning Category, Assessment Summary and Problem Statement are Vou may now Add an ftem
pre-populated for you. Goal Information
5. Enter the details of the goal in the Goal text box. Planning Category Substence Abuse Prevention Work Plan
6 The Status |S defaulted to Act|ve Assessment Summary E;éz ?5]?;“”” and analysis reveal that alcohol use is the priority substance abuse issue for youth
a ACtlve goal IS Currently In use Problem Statement 50% of SD youth ages 12-20 report drinking alcohol in the past 30 days.

Goal -

b. Inactive: goal is no longer in use.

7. Click the == (Save) button. 8000

*Note: To exit the screen without saving, click the | ¢ ' (Cancel) button. z
Status Active |Z|
Save button

Save Cancel

(This is a screenshot displaying the Goals Edit Form.)
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Editing a Goal

o s~

Click Planning from the main menu.

Click Work Plan from the submenu.

Click the Goal Name link of the goal you wish to edit.
Make any changes needed to the form.

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

Deleting a Goal

> w

Click Planning from the main menu.
Click Work Plan from the submenu.
Click the Goal Name link of the goal you wish to delete.

Click the ' P (Delete) button at the bottom of the form.

*Note: To exit the screen without deleting, click the - == (Cancel) button.

You will receive a message asking if you are sure you want to continue with the
deletion. Click the (OK) button to continue with the deletion.

*Note: Click the (Cancel) button to cancel the deletion.

You will receive a confirmation message indicating the goal has been deleted
successfully. Notice that the goal is no longer in the list.
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Logic Model Planning Implementation Invoicing M A .ﬁ.J ral é[-_u

Data Tools  Knowledge-bsse Communication Administrstion  Help

Settingsw | C =y

KPS South Dakota

Home > Planning > Work Plan

Expand All  Collapse All

;---|Planning Category |

E| Substance Abuse Prevention Work Plan

---‘Aﬁessmenl Summary <cClick to add an Assessment Summary> |

= Data Collection and analysis reveal that alcohol use is the priority substance abuse issue for youth ages 12-20

| Problem Statements <click to add = Problem Statement> |

&-60% of SD youth ages 12-20 report drinking alcohol in the past 30 days.

5--|Target Population <clie-———— —ne |
&- Youth, ages 12-20 Goal Name link

i~ Goals <Click to add a Geal> |

2 Decrease 30-day alcohol use by-youth aged 12 to 20.

Long Term Outcomes <Click to add a Long Term Ouicome>

- Objectives <Click te add an Okjective>

= Capacity Development Work Plan

- Assessment Summary <Click to add an Assessment Summary>

(This is a screenshot displaying the Work Plan Listing Page.)

Logic Model Planning Implementation Invoicing J A N ] =] l[u
Dsta Tools Knowledge-base Communicafion Administration  Help
Seftingsw R ﬂé{]
KPS South Dakota
Home > Planning > Geal
You may now Edit this item
Goal Information
M fi by
Planning Catego| e @
Assessment Summa| o e abuse issue for youth
|el Are you sure you wish to PERMANENTLY DELETE this record?
Problem Stateme
Go| L OK Cancel
7949

OK button J

Status | Active [] Delete button

Save Cancel De

(This is a screenshot displaying the Goals Edit Form.)
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Adding a Long-Term Outcome

1. Click Planning from the main menu.
2. Click Work Plan from the submenu.

3. C“Ck the |Long Term Outcomes =click to add = Long Term Outcomes

beneath the appropriate Goal.

4. The Goal is pre-populated for you.

(Long-Term Outcomes) header

5. Enter the details of the long-term outcome in the Long Term Outcome text box.

6. Click the =¥ (Save) button.

*Note: To exit the screen without saving, click the ' == (Cancel) button.
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Logic Model Planning Implementation Invoicing /:J

Data Toals  Knowledge-base Communication Administration  Help

Settingsw ;_ @

KPS South Dakota

Home > Planning > Work Plan

Expand All  Csllapse All

| Planning Category |

E| Substance Abuse Prevention Work Plan

---‘Assessmenl Summary <tlick to add an Assessment Summary> |

= Data Collection and analysis reveal that alcohol use is the pricrity substance abuse issue for youth ages 12-20.

| Problem Statements <click to add a Problem Statement> |
- 60% of SD youth ages 12-20 report drinking alcohol in the past 30w

E---|Targ=t Population <click te add a Target Population> Long-Term Outcome :I
=-Youth, ages 12-20 header
|Goals <Click to add a Goal> _|
2 Decrease 30-day alcohol use by youth aged 12 to 20.

- Long Term Outcomes <Click to add a Leng Term Outcome>

Objectives <click to add an Okjective>

=2 Capacity Development Work Plan

- Assessment Summary <click to add an Assessment Summary>

(This is a screenshot displaying the Work Plan Listing Page.)

Logic Model Planning Implementation Invoicing ,:-J

Data Tools  Knowledge-bsse Communication Administrstion  Help

Settingsw | C 2

KPS South Dakota

Home > Planning > Long-Term Outcome

....................................................................................................................................

Long Term Outcome

Goal Decrease 30-day alcohol use by youth aged 12 to 20.

Long Term Qutcome -

Save button Save Cancel

(This is a screenshot displaying the Long-Term Outcome Edit Form.)
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Editing a Long-Term Outcome

o

Click Planning from the main menu.

Click Work Plan from the submenu.

Click the Long-Term Outcome Name link of the outcome you wish to edit.
Make any changes needed to the form.

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

Deleting a Long-Term Outcome

H L

Click Planning from the main menu.
Click Work Plan from the submenu.
Click the Long-Term Outcome Name link of the outcome you wish to delete.

Click the ' °==  (Delete) button at the bottom of the form.

*Note: To exit the screen without deleting, click the ' === (Cancel) button.

You will receive a message asking if you are sure you want to continue with the
deletion. Click the (OK) button to continue with the deletion.

*Note: Click the (Cancel) button to cancel the deletion.

You will receive a confirmation message indicating the long-term outcome has
been deleted successfully. Notice that the long-term outcome is no longer in the
list.
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Logic Model Planning Implementation Invoicing |5k ﬂ o |=] j 31}

Dsta Tooks  Knowledge-base Communication Administration  Help

Seftingsw | | L e

KPS South Dakota

Home * Planning > Work Plan

Expand All  Collapse All

‘Plan ning Category ‘

=- Substance Abuse Prevention Work Plan

|Assessmen| Summary <Click to add an Assessment Summary> ‘

= Data Collection and analysis reveal that alcohol use is the prierity substance abuse issue for youth ages 12-20

|Problem Statements <click to add a Froblem Statement> ‘
- 60% of 5D youth ages 12-20 report drinking alcohol in the past 30 davs

|Targel Population <cilick to add a Target Population
& Youth, ages 12-20

---|Goal5 <Click to add a Goal>

Long-Term Outcome
Name link

]

--|Lnng Term Outcomes <cCilick to add a Long Term Outcome> ‘

=~ Decrease 30-day alcohol use by youth aged 12 to Ze-

:J By June 30, 2013, 30-day alcohol use among youth ages 12 to 20 will decrease by 10% to an overall rate of 54%

‘Long Term Outcome Indicator <ciick to add a Long Term Outcome Indicator>

: --|l]hie=iivn-_-= <Click to add an Objective>

=~ Capacity Development Work Plan

--| Assessment Summary <Click to add an Assessment Summary>

(This is a screenshot displaying the Work Plan Listing Page.)

Logic Model Planning Implementation Inveicing ﬂ d ,-,_J =] &Lu

Data Tools Knowledge-bese Communicstion Administration  Help

Seflings w R [Eﬂ

KPS South Dakota

Home > Planning > Long-TerpOi:
Message from webpage @

You may now Edit this

Long Term Outco) pu

4 -
[9] Are you sure you wish to PERMANENTLY DELETE this record?
G L * 4

Long Term Outcol

[ o< [ concel

OK button Delete button

Save Cancel D

(This is a screenshot displaying the Long-Term Outcome Edit Form.)
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Adding a Long-Term Outcome Indicator

1. Click Planning from the main menu.
2. Click Work Plan from the submenu.

3. C“Ck the |Long Term Outcome Indicator =clickto add s Long Term Outcome Indicators (Long_Term
Outcome Indicators) header beneath the appropriate Long-Term Outcome.

4. The Goal and Long Term Outcome are pre-populated for you.

5. Enter the details of the long-term outcome indicator in the Long Term Outcome
Indicator text box.

6. Click the =¥ (Save) button.
*Note: To exit the screen without saving, click the ' === (Cancel) button.
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Logic Model Planning Implementation Invoicing |

Dsta Tooks  Knowledge-base  Communication nistration

Seltingsw | | L e

KPS South Dakota

Home * Planning > Work Plan

Expand All  Collapse All

‘Plan ning Category ‘

=- Substance Abuse Prevention Work Plan

|Assessmen| Summary <Click to add an Assessment Summary> ‘

= Data Collection and analysis reveal that alcohol use is the prierity substance abuse issue for youth ages 12-20

|Problem Statements <Click to add a Problem Statement> ‘
£&-60% of SD youth ages 12-20 report drinking alcohol in the past 30 days

|Targe| Population <cilick to add a Target Population> ‘
& Youth, ages 12-20
-|Goals <Click to add a Goal> LOng-Term Outcome
- Decrease 30-day alcohol use by youth aged 12 to 20. |ndicat0r header
|Lnng Term Outcomes <click to add a Lo,

EJ By June 30, 2013, 30-day alcohol use among youth ag =0 will decrease by 10% to an overall rate of 54%

‘Long Term Outcome Indicator <ciic/ctc add a Long Term Outcome Indicator>

: --|Bhie=li|n-_-= <Click to add an Objective>

=~ Capacity Development Work Plan

--| Assessment Summary <Click to add an Assessment Summary>

(This is a screenshot displaying the Work Plan Listing Page.)
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Logic Model Planning Implementation Invoicing ,:J

Data Tools  Knowledge-base Communicaion Administration  Help

Seftings E_ [BJ

KPS South Dakota

Home > Planning » Long-Term Qutcome Indicator

Long Term Outcome Indicator
Goal Decrease 30-day alcohol use by youth aged 12 to 20

Long Term Outcome By June 30, 2013, 30-day alcohol use among youth ages 12 to 20 will decrease by 10% to an overall
rate of 54%.

Long Term Outcome -
Indicator

Save button Save Cancel
(This is a screenshot displaying the Long-Term Outcome Indicator Edit Form.)

© KIT Solutions®2013



Editing a Long-Term Outcome Indicator

1. Click Planning from the main menu.
2. Click Work Plan from the submenu.

3. Click the Long-Term Outcome Indicator Name link of the indicator you wish to
edit.

4. Make any changes needed to the form.

5. Click the =+ (Save) button.
*Note: To exit the screen without saving any changes, click the ' <=« ' (Cancel) button.

Deleting a Long-Term Outcome Indicator

1. Click Planning from the main menu.

2. Click Work Plan from the submenu.

3. Click the Long-Term Outcome Indicator Name link of the indicator you wish to
delete.

4. Click the "= (Delete) button at the bottom of the form.
*Note: To exit the screen without deleting, click the ' == (Cancel) button.

5. You will receive a message asking if you are sure you want to continue with the
deletion. Click the (OK) button to continue with the deletion.
*Note: Click the (Cancel) button to cancel the deletion.

6. You will receive a confirmation message indicating the long-term outcome
indicator has been deleted successfully. Notice that the long-term outcome
indicator is no longer in the list.
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Logic Model Planning Implementation Invoicing ﬂ J d =] ALU
Dsta Tools Knowledge-bsse Communication Administration  Help

Sefiingsw L 2

KPS South Dakota
Home > Planning > Werk Plan

Expand All  Coliapse All

|Planning Category |
=~ Substance Abuse Prevention Work Plan

|A55essmen! Summary <click to add an Assessment Summary> |

(= Data Collection and analysis reveal that alcohel use is the priority substance abuse issue for youth ages 12-20

- ‘thlem Statements <cClick to add a Problam Statement> |

= 60% of SD youth ages 12-20 report drinking alcohol in the past 30 days

‘Targel Population <click to add a Target Pobulation>

- Youth, ages 12-20

-‘Goals <Click te add a Geal> Long-Term Outcome :I

- Decrease 30-day alcohol use by youth ai |ndlcat0I’ Name |Ink
-|Long Term Outcomes <Clic..———e, e
’—*Ey June 30, 2013, 30-day alcohel use am( 4t ages 12 to 20 will decrease by 10% te an overall rate of 54%.
| -|Long Term Outcome Indical .~ <ciick to add a Long Term Outcome Indicator> |

LBy June 30, 2012, 30-day alcohol use among youth ages 12 to 20 will decrease by 5% to an overall rate of 57%.

E |0hjec|ive5 <Glick to add an Objective>

= Capacity Development Work Plan

- Assessment Summary <cClick te add an Assessment Summary> |

(This is a screenshot displaying the Work Plan Listing Page.)
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Logic Model Planning Implementation Invoicing J d ‘_—J ] 2[“
Data Tooks  Knowledge-base Communication Administration  Help
Seftings w E [E{]

KPS South Dakota
Home > Planning > Leng-Term Outcome Indicator

You may now Edit this item
Long Term Outco

Message from webpage @
Go|

Long Term Qut ujeju Are you sure you wish to PERMANENTLY DELETE this record? ease by 10% to an overall

Long Term Outcon|

Indicat{ L oK Cancel

OK button

Delete button

Save Cancel Delete

(This is a screenshot displaying the Long-Term Outcome Indicator Edit Form.)

© KIT Solutions®2013



Adding an Objective

1. Click Planning from the main menu.
2. Click Work Plan from the submenu.

3. Click the |0hjectives <Click to add an Objectives
appropriate Goal.

(Objectives) header beneath the

4. The Goal is pre-populated for you.
5. Enter the details of the objective in the Objective text box.
6. The Status is defaulted to Active.

a. Active: objective is currently in use.

b. Inactive: objective is no longer in use.
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Logic Model Planning Implementation Invoicing hj u = !E ’—lm
Dasta To

ols  Knowledge-bsse Communicstion Administration  Help

Seftingsw | | £ @]

KPS South Dakota
Home > Planning > Werk Plan

Expand All  Coliapse All

|Planning Category |
=~ Substance Abuse Prevention Work Plan

|Assessmen! Summary <click to add an Assessment Summary> |
(= Data Collection and analysis reveal that alcohol use is the priority substance abuse issue for youth ages 12-20
- ‘thlem Statements <click to add a Problem Statement> |
=- 60% of SD youth ages 12-20 report drinking alcohol in the past 30 days

‘Targel Population <click to add a Target Population> |
- Youth, ages 12-20

-‘Goals <Click te add 3 Geal> |

|Lnng Term OQutcomes  <Click ta add 2 lann Tams Husmamas. é

é-Ey June 30, 2013, 30-day alcohol us ObleCIIVGS header te an overall rate of 54%.

e Long Term Outcome Inc ator>

&-Decrease 30-day alcohol use by youth aged 12 to 20.

LBy June 30, 2012, 30-day alcohol use & youth ages 12 to 20 will decrease by 5% to an overall rate of 57%.
E |0hjec|ives <Glick to add an Objective>
= Capacity Development Work Plan

- Assessment Summary <cClick te add an Assessment Summary> |

(This is a screenshot displaying the Work Plan Listing Page.)

Logic Model Planning Implementation Invoicing \,—'-».J

Data Tools  Knowledge-base Communicstion Administration  Help

Settingsw | C =)
KPS South Dakota
Home > Planning > Objective
! You may now Add an item
Objective Information
Goal Decrease 30-day alcohol use by youth aged 12 to 20.
Objective -
8000

Status Aclive []

(This is a partial screenshot displaying the Objective Edit Form.)
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Logic Model | Underage Drinking |z|

7. Select the substance related consequence from the Logic Model dropdown list. Intervention” oo ss
8. Using the Intervention* checkboxes, select the interventions associated with the Alcohol resirictions at community events Project ALERT
Ob]ectlve Communities Mobilizing for Change on Alcohol

9. Click the =+ (Save) button.
*Note: To exit the screen without saving, click the ' === (Cancel) button. Save button

Save Cancel

(This is a partial screenshot displaying the Objective Edit Form.)

Tips

o If you are entering Planning for Capacity Development, your Strategies will be entered using the Objectives form.
1. Click the =« (Add) button.
2. Enter the details of the strategy in the Strategy text box.

3. Clickthe = = (OK) button.
4. A grid will display the strategies entered for the Objective.
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Editing an Objective

1. Click Planning from the main menu.

Click Work Plan from the submenu.

Click the Objective Name link of the objective you wish to edit.
Make any changes needed to the form.

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

o e

Deleting an Objective

1. Click Planning from the main menu.
Click Work Plan from the submenu.
Click the Objective Name link of the objective you wish to delete.

Click the ' P#== (Delete) button at the bottom of the form.
*Note: To exit the screen without deleting, click the ' === (Cancel) button.
5. You will receive a message asking if you are sure you want to continue with the
deletion. Click the (OK) button to continue with the deletion.
*Note: Click the (Cancel) button to cancel the deletion.
6. You will receive a confirmation message indicating the objective has been deleted
successfully. Notice that the objective is no longer in the list.

> w
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Logic Model Planning Implementation Invoicing |5 [ ] 21

Dats Tools  Knowledge-base Communication Administration  Help

Seftingsw | | & =

KP5 South Dakota
Home > Planning > Work Plan

Expand All Cellapse All

} Planning Category |

- Substance Abuse Prevention Work Plan

¢ ‘ A t Y <Click te add an As: y |

= Data Collection and analysis reveal that alcohol use is the priority substance abuse issue for youth ages 12-20

‘thlem Statements <Click te add a Preblem Statement> |
&-60% of SD youth ages 12-20 report drinking alcohol in the past 30 days.

}Targe't Population <ciick to add a Target Population> |
2+ Youth, ages 12-20

}Goals <Click to add a Goal> |

2 Decrease 30-day alcohol use by youth aged 12 to 20

‘Long Term Outcomes <click to add a Long Term Dutcome> |
& By June 30, 2013, 30-day alcohel use among youth ages 12 to 20 will decrease by 10% to an overall rate of 54%.
i ‘Long Term Outcome Indicatol

By June 30, 2012, 30-day alcohol us¢ ObIeCtlve Name llnk

}Ohiectives <Click to add an Objective> |

an overall rate of 57%.

& Increase the perception of harm of underage alcohdiuse among youth ages 12 to 20

i/ Intermediate Outcomes <Click to add an Intermediate Outcome>

i Interventions

& Communities Mobilizing for Change on Alcohol

S ‘Strategies <Click to add a Strategy>

(This is a screenshot displaying the Work Plan Listing Page.)

1918
Message from webpage @
Statu ) Are you sure you wish to PERMANENTLY DELETE this record?
Logic Modg
Intervention T .
ey
[ Commi OK button Delete button

Save Cancel éDeIeteé

(This is a partial screenshot displaying the Objective Edit Form.)
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Adding an Intermediate Outcome
1. Click Planning from the main menu.
2. Click Work Plan from the submenu.

3. C“Ck the |Intermediate Qutcomes =click to add an Inter medizte Outcomes (lntermec“ate Outcomes)
header beneath the appropriate Objective.

4. The Objective is pre-populated for you.

5. Enter the details of the intermediate outcome in the Intermediate Outcome
Description text box.

6. Click the =¥ (Save) button.
*Note: To exit the screen without saving, click the ' == (Cancel) button.
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Logic Model Planning Implementation Invoicing \::: Ir L ] |1H'J
Dats Tools Knowledge-bsse Communicstion Administration  Help

Settingsw | | O =

KP5 South Dakota
Home > Planning > Work Plan

Expand All  Cellapse All

‘Planning Category ‘

= Substance Abuse Prevention Work Plan

‘Assessmenl Summary <Click te add an Assessment Summary> ‘

- Data Collection and analysis reveal that alcohol use is the priority substance abuse issue for youth ages 12-20

-‘Prohlem Statements <cClick te add a Preblem Statement> ‘

&-60% of SD youth ages 12-20 report drinking alcohol in the past 30 days.

-|Targe| Population <click ts add a Target Pepulatisn> ‘
- Youth, ages 12-20

-|Go=l5 <Click to add a Goal> ‘

&- Decrease 30-day alcohol use by youth aged 12 to 20.

| Long Term Outcomes <cClick to add a Long Term Outcome>
=By June 30, 2013, 30-day alcohol u; to an overall rate of 54%.

e Intermediate Outcome =

- By June 30, 2012, 30-day al header by 5% to an overall rate of 57%.
| Objectives <click to add an Okj
=~ Increase the perception of harm of underage ~lse among youth ages 12 to 20

Intermediate Outcomes <Click to add an Intermediate Outcome>

Interventions

=- Communities Mobilizing for Change on Alcohol

| Strategies <Click te add a Strategy> ‘

& Capacity Development Work Plan

.| Assessment Summary <Click te add an Assessment Summary> ‘

(This is a screenshot displaying the Work Plan Listing Page.)

Logic Model Planning Implementation Inveicing \;'!J

Data Tools Knowledge-bese Communicstion Administration  Help

Seftingsw | | O @

KP5 South Dakota

Home > Planning > Intermediate Outcome

Objective Outcome Information
Objective Increase the perception of harm of underage alcohol use among youth ages 12 to 20.

Intermediate Qutcome =
Description
3000

Save button
Save Cancel

(This is a screenshot displaying the Intermediate Outcome Edit Form.)
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Editing an Intermediate Outcome

1. Click Planning from the main menu.

Click Work Plan from the submenu.

Click the Intermediate Outcome Name link of the outcome you wish to edit.
Make any changes needed to the form.

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

o s

Deleting an Intermediate Outcome

1. Click Planning from the main menu.
Click Work Plan from the submenu.
Click the Intermediate Outcome Name link of the outcome you wish to delete.

Click the ' P (Delete) button at the bottom of the form.
*Note: To exit the screen without deleting, click the ' =« | (Cancel) button.
5. You will receive a message asking if you are sure you want to continue with the
deletion. Click the (OK) button to continue with the deletion.
*Note: Click the (Cancel) button to cancel the deletion.
6. You will receive a confirmation message indicating the intermediate outcome has
been deleted successfully. Notice that the intermediate outcome is no longer in
the list.

> L
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h ‘Planning Category |

@-Subslance Abuse Prevention Work Plan

-|Assessment Summary <Click ts add an Assessment Summary> |

&-Data Collection and analysis reveal that alcohol use is the priority substance abuse issue for youth ages 12-20.

E---|thlem Statements <Click to add a Problem Statement> |

£+ 60% of SD youth ages 12-20 report drinking alcohel in the past 30 days

---|Targel Population <click to add a Target Population> |
=~ Youth, ages 12-20

--|Guals <Click to add a Goal> |

1= Decrease 30-day alcohol use by youth aged 12 to 20

‘Long Term Outcomes <Click to add a Lo
= By June 30, 2013, 30-day alcohol pae-smenaseuthanan. =

' Long Term Outeome i |ntermediate Outcome e

Ldoocaana bud0% tg an overall rate of 54%

LBy June 30, 2012, 30-day a . by 5% to an overall rate of 57%.
— : Name link
‘Db]ectlves <Click to add an Ok
= Increase the perception of harm of unueray A 0Ny YUUNT 8ges 12 10 20

‘Inlermediabe Outcomes <clich _4d an Intermediate Dutcome> |

E| By June 30, 2013, 80% of youth ages 12 to 20 will report perceiving underage alcohol use to be harmful.

‘ diate Out Indicat.

<Click to add a Intermediate Outcome Indicator>

‘Inlerventions

& Communities Mobilizing for Change on Alcohol

E ‘Strategies <Click to add a Strategy> |

=~ Capacity Development Work Plan

i-|Assessment SUummary <click te add an Assessment Summary> |

(This is a screenshot displaying the Work Plan Listing Page.)
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Descript 0K Cancel
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OK button Delete button

Save Cancel Delete

(This is a screenshot displaying the Intermediate Outcome Edit Form.)
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Adding an Intermediate Outcome Indicator

1. Click Planning from the main menu.
2. Click Work Plan from the submenu.

3. C“Ck the |Intermediate Outcome Indicator =Click to add 3 Intermedizte Outcome Indicator= | (lntermed|ate
Outcome Indicators) header beneath the appropriate Intermediate Outcome.

4. The Goal, Objective and Intermediate Outcome are pre-populated for you.

5. Enter the details of the intermediate outcome indicator in the Intermediate
Outcome Indicator text box.

6. Click the == (Save) button.
*Note: To exit the screen without saving, click the ' == (Cancel) button.
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|Planning Category |
=- Substance Abuse Prevention Work Plan

---|Amssmeni Summary <Click te add an Assessment Summary> |

=~ Data Collection and analysis reveal that alcohol use is the priority substance abuse issue for youth ages 12-20.

--|Prn|:|lem Statements <Click to add a Problem Statement> |

(= 60% of SD youth ages 12-20 report drinking alcohol in the past 30 days.

‘Target Population <click to add a Target Population> |
= Youth, ages 12-20

‘Goals <Click to add a Goal> |

2 Decrease 30-day alcohol use by youth aged 12 to 20

-‘Long Term Qutcomes <Click to add a Long Term Outcome> |

- By June 30, 2013, 30-day alcohol use among youth ages 12 to 20 will decrease by 10% to an overall rate of 54%.

‘Long Term Outcome Indicator <ciick to add a Long Term Outcome Indicator>

LBy June 30, 2012, 30-day alcohal use |nte|’med|ate OUtCOme

‘Dhjeclives <Click to add an Objective> )
=~ Increase the perception of harm of underage Ind|cat0r header

‘Inlermediabe Outcomes <Click

an overall rate of 57%.

B By June 30, 2013, 80% of youth ages 12to 7 __réport perceiving underage alcohol use to be harmful

| <Click to add a Intermediate Outcome Indicator>

‘Inlerventions

- Communities Mobilizing for Change on Alcohol

E |5trabegies <Click to add a Strategy> |

=- Capacity Development Work Plan

|" it Y <Click te add an As: |

(This is a screenshot displaying the Work Plan Listing Page.)
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KPS South Dakota

Home > Planning > Intermediate Qutcome Indicator

Intermediate Outcome Indicator Information
Goal Decrease 30-day alcohal use by youth aged 12 to 20
Objective Increase the perception of harm of underage alcohol use among youth ages 12 to 20.

Intermediate Outcome BY June 30, 2013, 80% of youth ages 12 to 20 will report perceiving underage alcohol use to be
harmful.

Intermediate Outcome -
Indicator

Save button Save Cancel

(This is a screenshot displaying the Intermediate Outcome Indicator Edit Form.)
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Editing an Intermediate Outcome Indicator

1. Click Planning from the main menu.
2. Click Work Plan from the submenu.

3. Click the Intermediate Outcome Indicator Name link of the indicator you wish to
edit.

Make any changes needed to the form.

5. Click the =¥ (Save) button.
*Note: To exit the screen without saving any changes, click the ' <=« (Cancel) button.

Deleting an Intermediate Outcome Indicator

1. Click Planning from the main menu.

2. Click Work Plan from the submenu.

3. Click the Intermediate Outcome Indicator Name link of the indicator you wish to
delete.

4, Click the "= (Delete) button at the bottom of the form.
*Note: To exit the screen without deleting, click the ' === (Cancel) button.

5. You will receive a message asking if you are sure you want to continue with the
deletion. Click the (OK) button to continue with the deletion.
*Note: Click the (Cancel) button to cancel the deletion.

6. You will receive a confirmation message indicating the intermediate outcome
indicator has been deleted successfully. Notice that the intermediate outcome
indicator is no longer in the list.
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---|Planning Category ‘
1=~ Substance Abuse Prevention Work Plan

|A55essmen| Summary <Click to add an Assessment Summary> ‘

= Data Collection and analysis reveal that alcohol use is the priority substance abuse issue for youth ages 12-20

|Prnhlem Statements <cClick to add a Problem Statement> ‘
(= 60% of SD youth ages 12-20 report drinking alcohel in the past 30 days

| Target Population <ciick te add a Target Populatisn> ‘
= Youth, ages 12-20

--|Gua|s <Click to add a Goal> ‘

1= Decrease 30-day alcohol use by youth aged 12 to 20

---|Long Term Qutcomes <Click to add a Long Term Outcome>

= By June 30, 2013, 30-day alcohel use among youth ages 12 to 20 will decrease by 10% to an overall rate of 54%

|Long Term Outcome Indicator <cClick te add a Long Term Outcome Indicator> ‘
By June 30, 2012, 30-day alcohol use amp==—smtbams. Aadlldnncanss b L8032~ ayargll rate of 57%.

--|0bieclives <Cliek te add an Objective> |ntermed|ate Outcome
= Increase the perception of harm of underage alcg |nd|CatOr Name ||nk

(= By June 30, 2013, 80% of youth ages 12 tozuwr VI UnueTage arconor use w e harmful.

---|Inlerrnediate Outcomes <click to 1

--|Inlerrnediate Outcome Indicator «'te add a Intermediate Outcome Indicator> ‘

- By June 30, 2012, 40% of youth ages 12 to 20 will report perceiving underage alcohol use to be harmful.

| Interventions ‘

(= Communities Mobilizing for Change on Alcohol

---|Strategies <Click to add a Strategy> ‘

1= Capacity Development Work Plan

Assessment Summary <Click to add an Assessment Summary> ‘

(This is a screenshot displaying the Work Plan Listing Page.)
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Intermediate Outcol |ol Are you sure you wish to PERMANENTLY DELETE this record? age alcohol use to be

Intermediate Outcol

Indica =

Delete button

OK button

Save Cancel

(This is a screenshot displaying the Intermediate Outcome Indicator Edit Form.)
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Adding a Strategy

1. Click Planning from the main menu.
2. Click Work Plan from the submenu.

3. Click the | (Strategies) header beneath the appropriate
Intermediate Outcome.

<Click to add a St

SD User Manual

55

| Planning Category ‘

1=~ Substance Abuse Prevention Work Plan

|A55essmen| Summary <Click to add an Assessment Summary> ‘

= Data Collection and analysis reveal that alcohol use is the priority substance abuse issue for youth ages 12-20

|Prnhlem Statements <click to add a Problem Statement> ‘
(= 60% of SD youth ages 12-20 report drinking alcohel in the past 30 days

|Targel Population <click ts add a Target Populatisn> ‘
= Youth, ages 12-20

--|Gos|s <Click to add a Goal> ‘

1= Decrease 30-day alcohol use by youth aged 12 to 20

---|Long Term Qutcomes <Click to add a Long Term Outcome> ‘

= By June 30, 2013, 30-day alcohel use among youth ages 12 to 20 will decrease by 10% to an overall rate of 54%

|Long Term Outcome Indicator <cClick te add a Long Term Outcome Indicator> ‘

By June 30, 2012, 30-day alcohol use among youth ages 12 to 20 will decrease by 5% to an overall rate of 57%.

| Objectives <Click te add an Objective> ‘

= Increase the perception of harm of underage alcohol use among youth ages 12 to 20

---|Intermediate Outcomes <click to add an Intermediate Outcome> ‘

(= By June 30, 2013, 80% of youth ages 12 to 20 will report perceiving underage alcohol use to be harmful.

'"I"’"i"“‘m' P

“atermediate Quicome Indicator> ‘

- By Jum StrateqlES heade arceiving underage alcohol use to be hammful.
| Interventiol ‘
(= Communities Mobilizing fo. Age on Alcohol

| Strategies <Click to add a Strategy> ‘

1= Capacity Development Work Plan

Assessment Summary <Click to add an Assessment Summary> ‘

(This is a screenshot displaying the Work Plan Listing Page.)
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Logic Model Planning Implementation Invoicing ﬂ J rd ﬂ| ;%lU

Dats Tools Knowledge-base Communication Administration  Help

Setingsw E_ L‘éu'
KPS South Dakota

Home > Planning > Strategies

4. The Goal, Objective, and Intervention are pre-populated for you. You may now Add an item

ion i i i i : Strategi
5. Ifthe Intervention is a single-strategy intervention, the Strategy will be pre- S
populated for you. If the Intervention is a multi-strategy intervention, select the

strategy name from the Strategy dropdown list.
*Note: If the list of strategy names are not suitable for the Intervention, select Other from the
Strategy dropdown list. You may select up to four (4) Other strategies for an Intervention. Strategy

6. Select a billing category from the Billing Category dropdown list.
7. Enter the details of the short-term outcomes in the Short-Term Outcomes text =

Goal Decrease 30-day alcohoal use by youth aged 12 0 20
Objective Increase the perception of harm of underage alcohol use among youth ages 12 to 20.

Intervention Communities Mebilizing for Change on Alcohol

box. Billing Category | Select Cns =]
8. Click the =¥ (Save) button. Short Term Outcome
*Note: To exit the screen without saving, click the ' == (Cancel) button. 8000
Save button

Save Cancel

(This is a screenshot displaying the Strategies Edit Form.)
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Editing a Strategy

> w

o

Click Planning from the main menu.

Click Work Plan from the submenu.

Click the Strategy Name link of the strategy you wish to edit.

To modify the strategy details, click the - = (Edit) button to the left of the
appropriate strategy.

Make any changes needed to the form.

Clickthe = o< (OK) button.
*Note: To cancel the activity details, click the ' == (Cancel) button.

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

Deleting a Strategy

> w

Click Planning from the main menu.
Click Work Plan from the submenu.
Click the Strategy Name link of the strategy you wish to delete.

Click the ' P (Delete) button at the bottom of the form.

*Note: To exit the screen without deleting, click the ' === ' (Cancel) button.

You will receive a message asking if you are sure you want to continue with the
deletion. Click the (OK) button to continue with the deletion.

*Note: Click the (Cancel) button to cancel the deletion.

You will receive a confirmation message indicating the strategy has been deleted
successfully. Notice that the strategy is no longer in the list.

SD User Manual 57

|Frnhlem Statements <Click to add a Froblem Statement> ‘
=-60% of SD youth ages 12-20 report drinking alcohol in the past 30 days.

--|Targel Population <click te add a Target Pepulation> ‘
é--chh‘ ages 12-20

|Goal5 <Click to add a Goal> ‘

=- Decrease 30-day alcohol use by youth aged 12 to 20.

---|Lnng Term Outcomes <Click ts add a Long Term Outeome> ‘

= By June 30, 2013, 30-day alcohol use among youth ages 12 to 20 will decrease by 10% to an overall rate of 54%

---|Long Term Outcome Indicator <click to add a Long Term Dutcome Indicator> ‘

By June 30, 2012, 30-day alcohol use among youth ages 12 te 20 will decrease by 5% to an overall rate of 57%.

|Dbieclives <Click to add an Okjective> ‘

= Increase the perception of harm of underage alcohol use among youth ages 12 to 20

---|Inlem|ediate Outcomes <Click to add an Intermediate Outcome> ‘

(= By June 30, 2013, 80% of youth ages 12 to 20 will report perceiving underage alcohol use to be harmful.
H Out Indicat.

‘- t diat: <Click to add a Intermediate Outcome Indicator> ‘

By June 30, 2012, 40% of youth ages 12 to 20 will report perceiving underage alcohol use to be harmful

mtwrvemtions | o000 Name ik ——

=~ Communities Mobilizing for Char
‘Strategies <Cliek ts add a Str. ‘

(= Communities Mobilizing for Changé on Alcohol

S ‘Aetivi!ies <Click to add an Activity> ‘

(This is a screenshot displaying the Work Plan Listing Page.)

Home > Planning > Strategies

You may now Edit this item
Strategies

Goal Decrease 30-day alcohol use by youth aged 12 to 20.
Objective Increase the perception of harm of underage alcohol use among youth ages 12 to 20.
Intervention Communities Mobilizing for Change on Alcohol

Strategy -

Message frem webpage @

:] Areyou sure you wish to PERMAMENTLY DELETE this record?

Billing Category|

Short Term Outcome|

L rm_] Cancel

OK button

7859

Delete button

(This is a screenshot displaying the Strategies Edit Form.)
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; ‘Planning Category ‘

=- Substance Abuse Prevention Work Plan

‘Assessmenl Summary <Click te add an Assessment Summary> ‘

&-Dala Collection and analysis reveal that alcohol use is the priority substance abuse issue for youth ages 12-20.

--|Prnh|em Statements <Click te add a Problem Statement> ‘

- 60% of SD youth ages 12-20 report drinking alcohol in the past 30 days.

--|Target Population <cClick to add a Target Population> ‘
&- Youth, ages 12-20

|Gual5 <Click to add a Goal> ‘

=- Decrease 30-day alcohol use by youth aged 12to 20

Add | ng an ACthlty |Long Term Qutcomes <Click te add a Leng Term Quicome> ‘

=~ By June 30, 2013, 30-day alcohol use among youth ages 12 to 20 will decrease by 10% to an overall rate of 54%

---|Lnng Term Outcome Indicator <cClick te add a Leng Term Outesme Indicater> ‘

1. C“Ck Plannlng frOm the maln menu - By June 30, 2012, 30-day alcohol use among youth ages 12 to 20 will decrease by 5% to an overall rate of 57%.
. ---|0hie=lives <Click to add an Objective> ‘
2- C“Ck Work Plan from the Smeenu . = Increase the perception of harm of underage alcohol use among youth ages 12 to 20.

|Inlermediate Outcomes <click to add an Intermediate Outcome> ‘

3. Click the [Activities <cicto ssaan actvi- (Activities) header beneath the appropriate
Strategy.

- By June 30, 2013, 80% of youth ages 12 to 20 will report perceiving underage alcohol use to be harmful.

- diate Out, Indicat:

<Click to add a Intermediate Outcome Indicator> ‘

By June 30, 2012, 40% of youth ages 12 to 20 will report perceiving underage alcohol use to be harmful

| Interventions ‘

=~ Communities Mobilizing for Change on Alcd

‘Strategies <Click te add a Strat( ACtiVities header

=- Communities Mobilizing for Change on Alcoht.

‘Activilies <Click te add an Aetivity> ‘

& Capacity Development Work Plan

.| Assessment Summary <Click to add an Assessment Summary> ‘

(This is a screenshot displaying the Work Plan Listing Page.)

=

3 1 =T
Logic Model Planning Implementation Invoicing w/_'ﬂJ D!

Dsia Tools  Knowledge bese Communicstion Administrston  Help

setingsw | | L B
KPS South Dakota
Home > Planning > Activities
e ;
e H
4. The Goal, Objective, Intervention, and Strategy are pre-populated for you. o Docieasa 0-ay aicoiwl 152 by youh aged 1210 3.
5. Clickthe = *=<  (Add) button to enter the activities associated with the Strategy. Objective Increass the perception of harm of underags alcohol use among youth ages 12 1o 20.

Intervention Communities Mobilizing for Change on Alcohol

Strategy Communities Mobilizing for Change on Alcohol

Activities

Add button

Add

(This is a partial screenshot displaying the Activities Edit Form.)
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10.

11.
12.

13.
14.
15.

Enter the details of the activity in the Activity text box.

Enter the date the activity will begin in the Start Date text box as mm/dd/yyyy,
mm-dd-yy, or use the Calendar Feature.

Enter the date the activity is schedule to be completed in the End Date text box
as mm/dd/yyyy, mm-dd-yyyy, or use the Calendar Feature.

Enter the name of whoever is responsible for the activity in the Responsible text
box.

Enter the process indicators associated with the activity in the Process Indicator
text box.

Enter the outputs associated with the activity in the Outputs text box.

Click the - o< (OK) button.
*Note: To cancel the activity details, click the === (Cancel) button.

A grid will display the activities entered for the Strategy.
The Billing Category and Short Term Outcome are pre-populated for you.

Click the === (Save) button.
*Note: To exit the screen without saving, click the ' == (Cancel) button.

SD User Manual 59

Activities
Activity

Start Date (mmiddfyyyy or mm-dd-yyyy)

End Date (mmddfyyyy or mrm-de-yyyy)

Responsible

(This is a partial screenshot displaying the Activities Edit Form.)

Process Indicators

Outputs

OK button ok Cangel

(This is a partial screenshot displaying the Activities Edit Form.)

Activities

Conduct research to identify evidence- |6/1/2011 |&/31/2012 |Temy C
based practices and principles for
“*®| developing and conducting social
marketing campaigns.

Progress in completion  |Research
of research per findings
established timelines.

Billing Category Education

Short Term Outcome By 5/31/2012, 40% of youth ages 12 to 20 will have increased knowledge about the problems and
consequences associated with underage drinking.

Save button Save Cancel

(This is a partial screenshot displaying the Activities Edit Form.)
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Editing an Activity
1. Click Planning from the main menu.

2. Click Work Plan from the submenu.

3. Click the Activity Name link of the activity you wish to edit.

4. To modify the activity details, click the - =t (Edit) button to the left of the
appropriate activity.

5. Make any changes needed to the form.

6. Clickthe = ®«  (OK) button.
*Note: To cancel the activity details, click the | =« (Cancel) button.

7. Click the =¥ (Save) button.
*Note: To exit the screen without saving any changes, click the ' <=« (Cancel) button.

Deleting an Activity

1. Click Planning from the main menu.
Click Work Plan from the submenu.
Click the Activity Name link of the activity you wish to delete.

> w

appropriate activity.

5. To delete all of the activities associated with the strategy, click the ' °<== ' (Delete)

button at the bottom of the form.
*Note: To exit the screen without deleting, click the ' === (Cancel) button.

6. You will receive a message asking if you are sure you want to continue with the

deletion. Click the (OK) button to continue with the deletion.
*Note: Click the (Cancel) button to cancel the deletion.

7. You will receive a confirmation message indicating the activity has been deleted

successfully. Notice that the activity is no longer in the list.

SD User Manual

To remove an individual activity, click the - == ' (Remove) button to the left of the

‘Targe! Population <ciick to add a Target Population> |
=-Youth, ages 12-20

‘Gnals <Click to add a Goal> |

=~ Decrease 30-day alcohol use by youth aged 12 to 20

|Long Term OQutcomes <Click to add a Long Term Outcome> |

=~ By June 30, 2013, 30-day alcohel use among youth ages 12 to 20 will decrease by 10% to an overall rate of 54%.

--|Lnng Term Outcome Indicator <click to add = Long Term Outcome Indicator> |

[ By June 30, 2012, 30-day alcohel use among youth ages 12 to 20 will decrease by 5% to an overall rate of 57%.

|0bjectives <Glick to add an Objective>

= Increase the perception of harm of underage alcohol use among youth ages 12 to 20

--|Intermediate Outcomes <Click to add an Intermediate Outcome> |

B By June 30, 2013, 80% of youth ages 12 to 20 will report perceiving underage alcohol use to be harmful

: ‘l t diate Out Indicat <Click to add a i - |

: By June 30, 2012, 40% of youth ages 12 to 20 will report perceiving underage alcohol use to be harmful.

|Inlerventior|s |

=~ Communities Mobilizing for Change an 4|
-‘Strategies <Click to add a Str ACt'V'tV Name I|nk

&- Communities Mobilizing for Change on Alcy

‘Aclivities <¢lick to add an Activit), |

- Conduct research to identify evidence-based practices and principles.

(This is a screenshot displaying the Work Plan Listing Page.)

Activities
Goal Decrease 30-day alcohol use by youth aged 12 to 20.
Objective Increase the perception of harm of underage alcohol use among youth ages 12 to 20.
Intervention Communities Mabilizing for Change on Alcohal

Strategy Communities Mobilizing for Change on Alcohol

Message from webpage @
Activities
|g] Are you sure you wish to PERMANENTLY DELETE this record?
Conduct o completion | Research
based pr| per findings
Edit Remove developit timelines.
marketin aK Cancel
Add
Remove button
OK button
Short Term Outcome By 5/31/2012, 40% of youth ages 12 to 20 will have increased knc
consequences associated with underage drinking. De|ete button

Save Cancel Delete

(This is a partial screenshot displaying the Activities Edit Form.)
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Approval

The Approval module is a read-only module. It allows you to see if the state has approved the various components of your Work Plan. Once these components are approved,

you can begin to add Implementation information.

Viewing Approvals

1. Click Planning from the main menu.
2. Click Approval from the submenu.

SD User Manual
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= (@ [

e Communication Administration Help

Sefttings = fo§ L:I::]

Logic Model Planning Implementation Invoicing ﬂ

KPS South Dakota

Home > Planning > Approval
Approval

Decrease social availability of Communities Mobilizing for Disseminate messages about social availability and community
alcohol to underage youth aged 12-

% Change an Alcahol palicy through multiple methods. Appraved

Decrease social availability of

alcohol to underage youth aged 12- gﬁ;”;;‘%’g?;ﬂ;g:"mg ot
20 :

Meet with event organizers to discuss addition to their registration
policy to add read and sign sheet concerning serving alcohol to
minors brochure

Mot
Approved

(This is a screenshot displaying the Approval Listing Page.)
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IMPLEMENTATION

The Implementation module is used to implement the prevention plan.

Identify Strategy Details
This module is used to identify strategy details.

Adding a Program

1. Click Implementation from the main menu.

2. Click Identify Strategy Details from the submenu.

3. Clickthe = crexenewswtesy  (Create New Strategy) button.

4. Using the Objectives* checkboxes, select the objectives to associate with your
program.

5. Using the Intervention* checkboxes, select the interventions to associate with
your program.
*Note: The Intervention* section will populate once an Objective is selected.

6. Using the Strategy* checkboxes, select the strategies to associate with your
program.
*Note: The Strategy* section will populate once an Intervention is selected.

7. Using the Activities* checkboxes, select the activities to associate with your
program.
*Note: The Activities* section will populate once a Strategy is selected.

8. Select a strategy type from the Strategy Type* dropdown list.

9. Select a strategy name from the Strategy Name* dropdown list.

10. Selecting a Strategy Name will populate the Strategy Name* and Strategy

Description* text boxes.
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Logic Model Planning Implementation Invoicing M J Pak ] [e] %HJ
Data Tools HKnowledge-base Communication Administration Help
Sefitingsw L_ LED
This module is used to identify strategy Create New
Home > Implementation = |dentify Strateg: Strategy button

Create New Strategy

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

Logic Model Planning Implementation Invoicing J A L4 =] ;LH

Data Tools Knowledgebase Communication Adminisistion  Help
Settingsw & =1
This module is used to identify strategy details.

Home = Implementation = ldentify Strategy Details

You may now Add an item
Program Information

Objectives™ .
[1Decrease social availability of alcohol to underage youth aged 12-20.

Intervention™
Strategy”
Activities®
Strategy Type® | Select One +
Strategy Name™ | «

Strategy Name*

(This is a partial screenshot displaying the Identify Strategy Details Edit Form.)

© KIT Solutions®2013



Tips

11.

12.

13.

14.

15.
16.

17.

18.

Each strategy may be associated with multiple Objectives, Strategies, and Activities. When making these selections check off as many as are applicable to your strategy.

You must confirm that you read the displayed strategy description, to do so click

the checkbox next to the line: Check here to confirm that you have read the [ Check here to confim that you have read the Stategy Description
Strategy Description. Stotue” [cte B
10M* | Select Cne B

The Status is defaulted to Active.
a. Active: the strategy is currently being implemented
b. Inactive: the strategy is no longer being implemented
Select the IOM category from the IOM* dropdown list.

10OM Description®

MNumber of Sessions*

a. Selecting the IOM will automatically populate the IOM Description* field Total Hours
with the appropriate description. Notes
Enter the total number of sessions for this strategy in the Number of Sessions*
text box.

Enter the number of strategy hours in the Total Hours text box, if desired.

) ) X (This is a partial screenshot displaying the Identify Strategy Details Edit Form.)
Enter any notes about the strategy in the Notes text box, if desired.

Funding Sources
SAPT Block Grant 5 SAPT Block Grant

[ Safe and Drug Free Schools

Select the Funding Sources by clicking on the appropriate checkboxes.
a. Enter the funding amount to the right of the funding source name.

b. If Other — Federal, Other — State, or Other — Local is checked, enter the [ Other - Federal
funding source name in the Please Specify Other text boxes. ] Ot - State

Click the === (Save) button.
*Note: To exit the screen without saving, click the ' == (Cancel) button.

[ Governors Commission

[] Other - Local
Save button

Save Cancel

(This is a partial screenshot displaying the Identify Strategy Details Edit Form.)
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Editing a Program

o s~

Click Implementation from the main menu.

Click Identify Strategy Details from the submenu.

Click the Strategy Name link of the strategy you wish to edit.
Make any changes needed to the form.

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

Deleting a Program

L

Click Implementation from the main menu.
Click Identify Strategy Details from the submenu.
Click the Strategy Name link of the strategy you wish to delete.

Click the ' P#==  (Delete) button at the bottom of the form.

*Note: To exit the screen without deleting, click the ' === (Cancel) button.

You will receive a message asking if you are sure you want to continue with the
deletion. Click the (OK) button to continue with the deletion.

*Note: Click the (Cancel) button to cancel the deletion.

You will receive a confirmation message indicating the strategy has been deleted
successfully. Notice that the strategy is no longer in the list.
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Logic Model Planning Implementation Invoicing M J

Create New Strategy

This module is used to identify strategy details.

Home = Implementation > Identify Strategy Details

Data Tools Knowledgebase

&)

Fill

Communication Administration Help

Setlings ¥ L LE:]

high-risk students

fruancy, discipling problems,
negative aftitudes toward
school, and parental substance
abuse. In recent years, Project
SUCCESS has been usedin
regular middle and high
schools for a broader range of

u:::ﬁe Description L
Project SUCCESS (Schools Indicated
Using Coordinated Community
Efforts to Strengthen Students)
is designed to prevent and
reduce substance use among
students 12 to 18 years of age.
The program was originally
developed for students
attending alternative high
e e S e
Succe :
= Strateay Name Link

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

Funding Sources

SAPT Bloc

[T] safe and D

[T Governors

Message from webpage

\el Are you sure you wish to PERMANENTLY DELETE this record?

I 0K J I Cancel
[T] Other - Feq
[C] Other - State OK button
[C] Other - Local

Save Cancel EDeIete?

Delete button

(This is a partial screenshot displaying the Identify Strategy Details Edit Form.)
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|dentify Groups
The Identify Groups module is used to create groups of participants for Recurring Services.

il

Dsts Tooks  Knowledge-bsse Communication Administrstion  Help

Adding a Group sotngsv | G| |

This module is used to create groups participants.

Logic Model Planning Implementation Invoicing M J = =]

1. Click Implementation from the main menu. I ——
2. Click Identify Groups from the submenu. Create New Group Create New Group button
3. Click the Create New Group button.

(This is a screenshot displaying the Identify Groups Listing Page.)

Logic Model Planning Implementation Invoicing J d LJ [=] LLU

Data Tools Knowledge-bsse Communication Administration Help

Settings w & =y

This module is used to create groups participants.

Home > Implementation = ldentify Groups

4. Select a strategy to associate the group to from the Strategy Name* dropdown You may now Add an tem

||St Group Information

*Note: The Associated Activities field populates once the strategy name is selected. Strategy Name* | Select One v
5. Enter a name for the group in the Group Name* text box. Associated Acthities:

6. Enter a description for the group in the Group Description text box if you wish.
7. The Status is defaulted to Active.
a. Active: the group is currently receiving services.

b. Inactive: the group is no longer receiving services or has completed the
strategy.

Group Name*

Group Description

Status™ | Active B

(This is a partial screenshot displaying the Identify Groups Edit Form.)
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8.

0.

If attendance will be tracked for this group, select the Participants tab.

a. Select from the available participants by clicking the checkbox next to
their name.

*Note: Participants must be entered in to the system to be accessible. See the Adding a
Participant section for further details.

To track only the demographics of the group, select the Demographics tab.
*Note: Only demographics or individual participants can be tracked, not both.

a. Enter the total number of participants for this group in the Number of
Participants text box.

Enter the number of participants by Age in the appropriate text boxes.
Enter the number of participants by Gender in the appropriate text boxes.
Enter the number of participants by Race in the appropriate text boxes.

Enter the number of participants by Ethnicity in the appropriate text
boxes.

® 20T

10. Click the ' == (Save) button.

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

Tips

Participants | Demographics

widual Participants

ParthlDantS Tab [JSena, John [ Salazar, Daivd

Save Cancel

(This is a partial screenshot displaying the Identify Groups Edit Form.)

Participants | Demographics

Total Participants Demoaraphics Tab

Number of Participants |0

Age

040
511 |0

1214 |0

(This is a partial screenshot displaying the Identify Groups Edit Form.)

In the individual participant section the Check All link can be used to select all available participants. The Uncheck All link can be used to remove selections from all check boxes.
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Editing a Group

1.

ok

Click Implementation from the main menu.

Click Identify Groups from the submenu.

Click the Group Name link of the group you wish to edit.
Make any changes needed to the form.

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

Deleting a Group

>

Click Implementation from the main menu.
Click Identify Groups from the submenu.
Click the Group Name link of the group you wish to delete.

Click the ' P (Delete) button at the bottom of the form.

*Note: To exit the screen without deleting, click the ' =« (Cancel) button.

You will receive a message asking if you are sure you want to continue with the
deletion. Click the (OK) button to continue with the deletion.

*Note: Click the (Cancel) button to cancel the deletion.

You will receive a confirmation message indicating the group has been deleted
successfully. Notice that the group is no longer in the list.
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I = e
H |
Logic Model Planning Implementation Invoicing M J = |[=) gl]
Deta Tooks  Knowledge-bese Communicstion  Adminictration  Help
Seftingsw |G @
This module is used to create groups participants.
Home > Implementation > Identify Groups
Create New Group
Group Name | Program Name Group Type
| communities
Buver Baviare KDICA Group Name Link Demographics
on
Alcohol

(This is a screenshot displaying the Identify Groups Listing Page.)

American Indian/Alaska 0

Race Unkn

Mult e

Ethnicity

Message from webpage @I

|O\ Are you sure you wish to PERMAMENTLY DELETE this record?

[ ok | Ccancel

Hispanic or Latino 0

Not Hispanic or Latino 1

Save Cancel

OK button

Delete button

(This is a partial screenshot displaying the Identify Groups Edit Form.)
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|dentify Participants
The Identify Participants module is used to identify the participants that will receive Recurring Services.

Adding a Participant

1.
2.
3.

© 0o N o ok

10.
11.
12.

13.

14

Click Implementation from the main menu.
Click Identify Participants from the submenu.
Click the (Create New Participant) button.

Create New Participant

Enter the participant’s first name in the First Name* text box.

Enter the participant’'s middle initial in the Middle Initial text box, if desired.
Enter the participant’s last name in the Last Name* text box.

Enter the participant’s code in the Participant Code text box, if desired.
Select the participant’s gender from the Gender* text box.

Enter the participant’s birth date in the Birth Date* text box.
*Note: If the birth date is unknown, select an age range from the Age Range Selector dropdown
list and a hirth date that falls within that range will populate in the Birth Date* text box.

Select the participant’s race from the Race* text box.
Select the participant’s ethnicity from the Ethnicity* text box.
The Status is defaulted to Active.

a. Active: the participant is currently receiving services

b. Inactive: the participant is no longer receiving services or has completed
the program

Select the participant's second language from the Second Language dropdown
list, if desired.

Select the participant’s service location from the Service Location County text
box.

a. Select the participant's service location city from the City dropdown list.

b. Select the participant’s service location 5-digit zip code in the Zip Code
text box.
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Logic Model Planning Implementation Inveicing M J
Dsta Tools  Knowled,

Communication Administration

5 |& il

Setlingsw & @

This module is used to register individual participants.,
Create New
Participants button

Home > Implementation > Identify Participants

Create New Participant

(This is a screenshot displaying the Identify Participants Listing Page.)

Logic Model Planning Implementation Invoicing M J ) n [=] im
Data Tools HKnowledge-base Communicstion Administrafion  Help
Seftings w E L‘é{]

This module is used to register individual parficipants.
Home > Implementation > Identify Participants
» You .may néw Add an \terﬁ : . .
General Information
First Name*
Middle Initial
Last Name*
Participant Code

Gender* | Select One [~ |

Birth Date" (mm/ddlyyyy or mm-dd-
Yyyy)
Age Range Selector [~]
Race* Select One E
Ethnicity Select One =]

Status* |Active

Second Language E

Service Location
County |Please Select[~]

(This is a partial screenshot displaying the Identify Participants Edit Form.)
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Contact Information

Address

15. Enter the participant’s contact information, if desired, by filling out the Address,

City, State, Zip, Phone, and Alt. Phone text boxes. w

*Note: The telephone number should be entered as a 10-digit number. Do not enter the one (1) Sta‘f

before the area code. Zip (300x05K 0T 0000-0KK)
16. Enter the participant’s emergency contact information, if desired, by filling out the - : 1 z”‘*“""‘;

Name and Phone text boxes.
*Note: The telephone number should be entered as a 10-digit number. Do not enter the one (1)

Emergency Contact Information

before the area code. Name
17. Click the == (Save) button. Phone 1 o000
*Note: To exit the screen without saving any changes, click the ' <= ' (Cancel) button. Save ~ Gancel Save button

(This is a partial screenshot displaying the Identify Participants Edit Form.)
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Editing a Participant LogiModel Plarung, inplenentncn oo S O IE) A8

1' ClICk Implementatlon from the maln menu' This module is used to register individual parficipants. — R hzl:u
2. Click Identify Participants from the submenu. Home > lmplementation > Identiy Participants
3. Click the Participant Name (First Name) link of the participant you wish to edit. b A A R
4. Make any changes needed to the form. - P;t',’:;;“r:L,nk . festtiame
. = ICI |
5. Click the "= (Save) button. (This is a screenshot displaying the Identify Participants Listing Page.)
*Note: To exit the screen without saving any changes, click the ' <=« (Cancel) button.
Contact Information
Deleting a Participant Address
. . . Message from webpage @
1. Click Implementation from the main menu. )
2. C“Ck Identlfy PartICIpantS from the Submenu' ‘e' Are you sure you wish to PERMANENTLY DELETE this record?
3. Click the Participant Name (First Name) link of the participant you wish to delete.
'e ancel
4. Click the === (Delete) button at the bottom of the form. Emergency Contact Inform e
*Note: To exit the screen without deleting, click the ' =« (Cancel) button. OK button B
. . . . . . Name
5. You will receive a message asking if you are sure you want to continue with the oo 1. o
deletion. Click the (OK) button to continue with the deletion. Delete button
*Note: Click the (Cancel) button to cancel the deletion. Save| |Cancel| |Delets;
6. You will receive a confirmation message indicating the participant has been (This is a partial screenshot displaying the Identify Participants Edit Form.)

deleted successfully. Notice that the participant is no longer in the list.

Tips

e You will not be able to delete a participant if it used in conjunction with a service. You will need to set the participant's Status to Inactive.
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Report Single Services/Activities
The Report Single Services/Activities module is used to report one-time services or activities.

Adding a Single Service

1. Click Implementation from the main menu.

2. Click Report Single Services/Activities from the submenu.

3. Clickthe — cremeNewsngesenice (Cregte New Single Service) button.

4. Select a strategy name from the Strategy Name* dropdown list.

5. The activities associated with that strategy populate the Activity Name field. If
more than one activity is listed, use the radio buttons to select the specific activity
being reported on.

6. Enter a date for the service in the Service Date* text box as mm/dd/yyyy, mm-dd-
yyyy, or use the Calendar Feature.

7. Select a duration in hours and minutes, days, weeks, or months from the
Duration* dropdown lists.

8. Enter a description of the service in the Service Description* text box.

9. Select a location for the service from the Location* dropdown list.

10. Select a billing category from the Billing Category* dropdown list.

*Note: The Funding Available field will populate as Yes or No indicating whether you have any
fundjng left for the category selected. If No populates, this will not deter you from saving the
service.

11. Select the service that was delivered from the Service Delivered* dropdown list.

12. Enter a name for the group in the Name of Group* text box, or use the Or
Choose from Existing Groups dropdown list to use groups entered in previous
single services/activities.

13. Enter any notes about the service in the Note text box, if desired.
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Logic Model Planning Implementation Invoicing ﬂ d T =1 llu

Data Tools Knowledge-base Communication Administration  Help

Sellings v I =
This module is used to report one-time activities.
Create New Single
Service button

Home = Implementation » Report Single Senvices/Activities

Create New Single Service

(This is a screenshot displaying the Report Single Services/Activities Listing Page.)

& [

Communication Administration Help

Logic Model Planning Implementation Invoicing w d =
Dsta Toels Knowledge-base

Seftingsw & @

This module is used to report one-time activities.

Home = Implementation = Report Single Services/Activities

You may now Add an item

Service |dentification
Strategy Name® | Select One A

Activity Name*

Service Date® [mm/ddiyyyy or mm-dd-yyyy)

Duration |0 v | Hour

¥| and [0 | (mins)

Service Description®

Location™ | Select One 4
Billing Category™ | Select One W
Funding Available:
Service Delivered® | Select One v
Name of Group®

Or Choose from Existing v
Groups
llote

(This is a sample screenshot displaying the Report Single Services/Activities Edit Form.)
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14

To enter staff hours for the service, click the ! (Expand Button) under the section
heading “You Must Enter Staff Hours”.
*Note: Once you have finished entering the information you can collapse the section again by
clicking the & (Collapse Button) under the section heading.
a. Enter the number of Billable Hours and Non-billable Hours for each staff
member that worked on or delivered the service using the hrs. text box
and mins. dropdown list.

Tips

15.

16.

Billable staff hours WILL be invoiced. Non-billable staff hours will NOT be invoiced.

To enter target populations for the service, click the® (Expand Button) under the
section heading “You Must Enter Service Populations”.
*Note: Once you have finished entering the information you can collapse the section again by
clicking the &) (Collapse Button) under the section heading.

a. Select the appropriate check boxes next to the service populations that

were present during the service.
*Note: You can make as many selections as you need.

To enter service demographics, click the @ (Expand Button) under the section

heading “You Must Enter Service Demographics”.
*Note: Once you have finished entering the information you can collapse the section again by
clicking the & (Collapse Button) under the section heading.

a. Enter the total number of participants that were present at the service in
the Number of Participants text box.

Enter the number of participants by Age in the appropriate text boxes.
Enter the number of participants by Gender in the appropriate text boxes.
Enter the number of participants by Race in the appropriate text boxes.

Enter the number of participants by Ethnicity in the appropriate text
boxes.

® 2o o

SD User Manual 72

You Must Enter Staff Hours

Julia Frasier 0 rs. |0 [%|mins. a hrs. |0 |%|mins.

Louis Thacker 0 rs. |0 | lmins. 0 hrs. |0 |% mins.

(This is a sample screenshot displaying the Report Single Services/Activities Edit Form.)

Service Information

You Must Select Service Populations

B

Check All Uncheck A

[INeighborhood Associations

[CJ0lder Adults

[CIParents/Families

[JPeople with Mental Health Problems*

[JBusiness and Industry

[ Children of Substance Abusers®
[ Civic Groups/Coalitions
[OCollege Students

(This is a sample screenshot displaying the Report Single Services/Activities Edit Form.)

You Must Select Senice Demographics

Total Participants

Number of Participants ( Use Census Breakdown

Age
04 ¢

511 ¢

(This is a sample screenshot displaying the Report Single Services/Activities Edit Form.)
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Tips
e Clicking the Use Census Breakdown link in the demographics section will estimate the numbers for Age, Gender, Race and Ethnicity. You must still enter the total number of participants.
e Inthe service population section the Check All link can be used to select all available service populations. The Uncheck All link can be used to remove selections from all check boxes.

Environmental - Media Strategies
17. To enter non-demographic activities, click the® (Expand Button) under the Counter-Advertising []
section heading “You May Enter Non-Demographic Activities”. Informational/A0D [
% . _ . . . . . Warning Posters, Notices
Note: Once you have finished entering the information you can collapse the section again by & Signs
clicking the &) (Collapse Button) under the section heading.

. L Environmental - Policies and Regulations
a. Use the checkboxes to select your non-demographic activities.

Advertising Restrictions []

. If you select an Information Dissemination checkbox, enter the Alcohol Spansorship ]
number of A/V materials disseminated or the number of media Restrictions
campaigns conducted in the appropriate text box. Environmental - Other

. e . . Community Development []

ii.  If your activities involved compliance, enter the number of o =
compliance checks (at retailers or ID checks at bars and taverns) Legislature

in the appropriate text box.

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

Save Cancel

(This is a sample screenshot displaying the Report Single Services/Activities Edit Form.)
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Editing a Single Service

1. Click Implementation from the main menu.

Click Report Single Service/Activities from the submenu.
Click the Date link of the activity you wish to edit.

Make any changes needed to the form.

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

o w

Tips

Logic Model Planning Implementation Invoicing ﬂ

Al o (@ (2l

Data Tools Knowledge-base Communication Administration Help
Settingsw & @
This module is used to report one-time activities.
Home = Implementation > Report Single Senvices/Activities
Create New Single Service
Date Strategy Name Service Code Location Description (Ii:a_unl'l-ls Eﬂ

Comi R ) . - | Review school board School
4112042l 11ama Date Link E;L“I‘;e gp:;g meeting/planning and | Board 512712012 | com

Chanlge—orrrrooror |P0\|C\es review WMeeting

(This is a screenshot displaying the Report Single Services/Activities Listing Page.)

e Clicking the <= (Copy) button on the listing page next to a service will copy that service exactly except for Service Date, Description and Hours.

Deleting a Single Service

1. Click Implementation from the main menu.
Click Report Single Services/Activities from the submenu.
Click the Date link of the activity you wish to delete.

Click the ' °==  (Delete) button at the bottom of the form.
*Note: To exit the screen without deleting, click the ' === (Cancel) button.
5. You will receive a message asking if you are sure you want to continue with the
deletion. Click the (OK) button to continue with the deletion.
*Note: Click the (Cancel) button to cancel the deletion.
6. You will receive a confirmation message indicating the single service has been
deleted successfully. Notice that the activity is no longer in the list.

> w
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Service Information

Y¥ou Must Select Service Pq

¥

You Must Select Service Dg

Message from webpage

|gl Are you sure you wish to PERMANENTLY DELETE this record?

==

[ o Cancel

You May Enter Nen-Demographic Acti

(This is a sample screenshot displaying the Report Single Services/Activities Edit Form.)

OK button

Delete button

Save Cancel D
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Report Recurring Activities
The Report Recurring Activities module is used to report and manage recurring services or activities.

Adding a Recurring Service

10.
11.
12.
13.

Click Implementation from the main menu.
Click Report Recurring Services/Activities from the submenu.
Click the Create New Recurring Service button.

Select a strategy name from the Strategy Name* dropdown list.

The activities associated with that strategy populate the Activity Name field. If
more than one activity is listed, use the radio buttons to select the specific activity
being reported on.

Select a group from the Group dropdown list.

Select a hilling category from the Billing Category* dropdown list.

*Note: The Funding Available field will populate as Yes or No indicating whether you have any
funding left for the category selected. If No populates, this will not deter you from saving the
service.

Select the service from the Service Delivered* dropdown list.

Select Active, Canceled, or Completed from the Group Series Status dropdown
list

Enter a date for the service in the Service Date* text box.

Select a duration in hours and minutes from the Duration* dropdown lists.

Enter a description of the service in the Service Description* text box.

Select a location for the service from the Location* dropdown list.
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Logic Model Planning Implementation Invoicing J J ﬂJ &U

Data Tools Knowledge-base Communication Administration Hel,

Seftings w & (=]

This module is used to report and manage recurring activities.

Create New Recurring

Home » Implementation > Report Recurring Services/fActivities Service bUtton

Create New Recurring Service

(This is a screenshot displaying the Report Recurring Services/Activities Listing Page.)

Logic Model Planning Implementation Invoicing J [ [£]

owledge-base Co

Settingsw & d;']

This moedule is used to report and manage recurring activities.

Home = Implementation » Report Recurring Senvices/Activities

You may now Add an item
~"Service Identification
Strategy Name* | Select One e
Activity Name*
Group | Select One V:
Billing Category* | Select One et
Funding Available:
Service Delivered® | Select One v
Group Series Status* | Select One v
Service Date® g (mmiddAyyyy or mm-dd-yyyy)

Duration 0 % Hour and |0 ¥ (mins))

Service Description®

Location* | Select One ¥

(This is a sample screenshot displaying the Report Recurring Services/Activities Edit Form.)
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14. To enter target populations for the service, click the® (Expand Button) under the

15.

16.

17.
18.

section heading “You Must Enter Service Populations”.
*Note: Once you have finished entering the information you can collapse the section again by
clicking the &) (Collapse Button) under the section heading.

a. Select the appropriate check boxes next to the service populations you

wish to choose.
*Note: You can make as many selections as you need.

To enter participant attendance for the service, click the @ (Expand Button) under
the section heading “You Must Track Group Attendance”.
*Note: Once you have finished entering the information you can collapse the section again by
clicking the &) (Collapse Button) under the section heading.

a. Use the checkboxes next to the participants’ names to select only the

participants that were in attendance for the service being entered.
*Note: You can make as many selections as you need.

To enter staff hours for the service, click the®! (Expand Button) under the section
heading “You Must Enter Staff Hours”.
*Note: Once you have finished entering the information you can collapse the section again by
clicking the & (Collapse Button) under the section heading.
a. Enter the number of Billable Hours and Non-billable Hours for each staff
member that worked on or delivered the service using the hrs. text box
and mins. dropdown list.

Enter any notes about the service in the Note field, if desired.

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

SD User Manual 76

You Must Select Senvice Populations
Service Populations*

Check All Unchecic

[ Business and

Industry [ Government/Elected Officials [l 0Ider Adults [ Property Managers
[ Children of . . )

/]
Substance Abusers® [THealth Professionals [[IParents/Families [1Religious Groups
O civic [JPeople with Mental

[IHigh School Students [IRetailers

Groups/Coalitions Health Problems®

(This is a sample screenshot displaying the Report Recurring Services/Activities Edit Form.)

You Must Track Group Attendance

Service Participants - ___, .

Unchack

[1Sena. John []Salazar, Daivd

(This is a sample screenshot displaying the Report Recurring Services/Activities Edit Form.)

You Must Enter Staff Hours

Henry Foreman 0 hrs. |0 % |mins 0 nrs. |0 % mins.

Julia Frasier 0 nrs. |0 % mins 0 nrs. |0 mins.

Louis Thacker 0 nrs. |0 mins 0 nrs. |0 % mins.
Note

Save button
Save Cancel

(This is a sample screenshot displaying the Report Recurring Services/Activities Edit Form.)
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Tips

¢ Inthe service population section the Check All link can be used to select all available service populations. The Uncheck All link can be used to remove selections from all check boxes.
o The group attendance section will only display if the group selected for the recurring service is based on individual participant attendance and not on demographics.

o Billable staff hours WILL be invoiced. Non-billable staff hours will NOT be invoiced.

Logic Model Planning Implementation Invoicing m d _:L|| QLU

Data Tools Knowledgebese Communicstion Administrstion  Help

Editing a Recurring Service supy || g (@

This module is used to report and manage recurring activities.

1. Click Implementation from the main menu.

Home = Implementation > Report Recurring Senices/Activities

2. Click Report Recurring Activities from the submenu. . .
Create New Recurring Service
3. Click the Date link of the activity you wish to edit. b | Stteay = — Group [ Enmy
4' Make any Changes needed to the form 2512012 Proiect Classroom Educaticnal Cherry working on alcehol awareness MMS Grade 12612012 =
. e . ek ideas 3
5- C“Ck the Save (Save) bUtton e Prc Date Llnk ar implementing alcohol awareness | MMS Grade
. ; . . 3119/2012 i t fmp g 6i26/2012 || com
*Note: To exit the screen without saving any changes, click the | == ' (Cancel) button. TSI Cenee [Ereckaidee £
(This is a screenshot displaying the Report Recurring Services/Activities Listing Page.)
Tips

o Clicking the - == (Copy) button on the listing page next to a service will copy that service exactly except for Service Date, Description and Hours.
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Deleting a Recurring Service

1. Click Implementation from the main menu.
Click Report Recurring Activities from the submenu.
Click the Date link of the activity you wish to delete.

Click the ' o= (Delete) button at the bottom of the form.
*Note: To exit the screen without deleting, click the ' === (Cancel) button.
5. You will receive a message asking if you are sure you want to continue with the
deletion. Click the (OK) button to continue with the deletion.
*Note: Click the (Cancel) button to cancel the deletion.
6. You will receive a confirmation message indicating the recurring service has been
deleted successfully. Notice that the activity is no longer in the list.

H wn
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You Must Track Group Attendance
&

You Must Enter Staff Ho

Message from webpage

[O} Are you sure you wish to PERMANENTLY DELETE this record?

==l

[

oK

) |

Cancel

OK button

Save Cancel

Delete button

(This is a sample screenshot displaying the Report Recurring Services/Activities Edit Form.)
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INVOICING

Invoice Information

The Invoice Information module is used to enter service time that are not directly related to a service but can be billed to the state. Examples include travel reimbursements or

purchasing curriculum.

Adding Invoice Information

Click Invoicing from the main menu.

Click Invoice Information from the submenu.

Select a Provider from the Provider dropdown list.

Select an invoice period from the Invoice Period dropdown list.
Click the (View) button.

Click the = * ' (Add) button.

S L e A

7. Enter a service date in the Service Date text box as mm/dd/yyyy, mm-dd-yyyy, or
use the Calendar Feature.

8. Select a federal category from the Federal Category dropdown list.

9. Select a service type from the Service Type dropdown list.

10. Enter the number of units in the Units text box or enter the dollar amount in the

OR Amount text box.
*Note: You can enter either Units or Amount; only one is required to save. If you enter an Amount,
it will be converted to Units upon saving.

11. Enter a description in the Description field.

12. Clickthe = @ (OK) button.
*Note: To exit the screen without saving any changes, click the

13. Click the ' == (Save) button.
*Note: To exit the screen without saving any changes, click the

Cancel

(Cancel) button.

Cancel

(Cancel) button.

SD User Manual 79

Logic Model Planning Implementation Invoicing i| J A [*] guL

Data Tools Knowledgebase Communication Administration =lp

Seflingsw & @
KPS South Dakota

Home > Invoicing > Invoice Information
Invoice Information

Provider Sﬁppurl Demo Org 2 v V|eW bUttOn
Invoice Period 61/2012 - 6/30/2012 v
Begin Date | End Date View

Other Service

= Add button

Save Cancel

(This is a screenshot displaying the Invoice Information Page.)

Other Service Time

Service Date {mmfdddyyyy or mm-dd-yyyy)
Federal Category | Select One 7
Service Type | |v
Units 0

OR Amount 0

Description

Save button ok Cancal
Ok button

Save Cancel

(This is a partial screenshot displaying the Invoice Information Edit Form.)
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Editing Invoice Information

S L e A

~

Click Invoicing from the main menu.

Click Invoicing Information from the submenu.

Select a provider from the Provider dropdown list.

Select an invoice period from the Invoice Period dropdown list.

Click the (View) button.

Click the = =t (Edit) button to the left of the invoice information that needs
editing.

Make any changes needed to the form.

Clickthe = o (OK) button.
*Note: To exit the screen without saving any changes, click the

Click the "= (Save) button.
*Note: To exit the screen without saving any changes, click the - °*™' ' (Cancel) button.

Cancel

(Cancel) button.

SD User Manual
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Logic Model Planning Implementation Invoicing

KPS South Dakota

Home > |nvoicing > Invoice Information

Invoice Information
Provider Support Demo Org 2 v
Invoice Period |6/1/2012 - 61302012 v

F
man
e
i

&)

Data Tools Knowledge-base Communicstion Administration Help

Setingsw L_ lg']

View button

Begin Datei End Date | 130/2012 View
Edit button
|/ 8/20/2012 |FST02 50005 - Education costs forfiscal senvices. 19.6078
Edtt Remave Professional
Development
Gi4/2012 |FSTOH STNOS - planning 14.0000
e e susanay Frinted
Iaterial
Development
Add
Save Cancel
(This is a screenshot displaying the Invoice Information Listing Page.)
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Deleting Invoice Information

SR L e A

Click Invoicing from the main menu.

Click Invoicing Information from the submenu.

Select a provider from the Provider dropdown list.

Select an invoice period from the Invoice Period dropdown list.

Click the (View) button.

Click the - == ' (Remove) button to the left of the invoice information that needs
deleting.

You will receive a message asking if you are sure you want to continue with the

deletion. Click the (OK) button to continue with the deletion.
*Note: Click the (Cancel) button to cancel the deletion.

You will receive a confirmation message indicating the invoice information has
been deleted successfully. Notice that the information is no longer in the list.

Click the === (Save) button.
*Note: To exit the screen without saving any changes, click the - ™' | (Cancel) button.
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Logic Model Planning Implementation Invoicing m J =|

Dats Tools Knowledge-base Communicstion  Administration Help

KPS South Dakota

Home = lnvoicing = Invoice Information

Invoice Information

Provider | Support Demo Org 2 |
Inveice Period | 6/1/2012 - 6/30/2012 V:

Begin Date |

Other Service Time

_|End Date : View

iz |

x]

& [

Settingsw & &=

‘?/ Do you want ko remove this Service Time?
Remove button
i 6/20/2012 |FSTO2 S0005 - QK 19.6078
Edit Remove Professi ;
6/412012 |FS OK button 14.0000
Edit Remove T
Material
Development
Add
Save Cancel
(This is a screenshot displaying the Invoice Information Listing Page.)
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Contract Information

The Contract Information module displays the funding amounts allocated to your organization for each federal category. The information displayed on the Contract Information
page is read only and cannot be edited or deleted. Contract Information is pre-loaded for you by the state.

S (& 2

-base Communication Administration  Help

Logic Model Planning Implementation Invoicing M

Seftings w R @
KPS South Dakota

Home = Invoicing > Contract Information
Contract Information

Viewing Contract Information

Organization

1. Click Invoicing from the main menu. i
2. Click Contract Information from the submenu. :
3. The Contract Information page will display; any available information will be

Contract Information

presented in a table and is read only. Information Dissemination 535,000.00 534,643.00
Education 511,475.00 $10,822.00
Envircnmental $24,000.00 $23,664.00

Total Amount: §70.475.00

(This is a screenshot displaying the Contract Information Listing Page.)
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DATATOOLS

The Data Tools module is used to generate reports to assist with tracking, monitoring, and assessing prevention services.

Opening a RepOI’t Logic Model Planning Implementation Invoicing r,mim,; . 'g;_w; .. N ‘, - g‘: ) %IL}J
1. Click Data Tools from the main menu. e || &) |8 |%]|0])|©
. . . Generate reports to assist with tracking, monitoring and assessing prepantian actiditine
2. Select thg type o_f report you wish to view/print from one (1) of the category tabs Bl s Select button
(i.e., Administration). Administration  Planning  Implementation  Invoice
H eler H Report Name Selew. Report
3. Click the (Select) button to the right of the Report Name to select the report. e —
4. If applicable, select and enter the desired parameters for the report from the Senices by Strategy Report
available dropdown lists and text boxes. Staff Report
. . Strategy Category Report -Se\ecl
5. Click the ' st~k (Show Report) button to open the report. The report will open i
in rate window. . N
a separate windo (This is a screenshot displaying the Data Tools Page.)
Tips
e Toreturn to the list of reports, click the tab or click the red X to the right of the report name. Then follow the instructions to open a new report.
o If you have a pop-up blocker on your computer, hold the Ctrl (Control) key down on your computer while selecting the = st=+*=r*  (Show Report) button.
Logic Model Planning Implementation Invoicing M e | =f ﬂ| M

Deta Tooks  Knowledge-bsse Communicstion  Administration  Help

Printing or Saving a Report | |20 [E] (] [@] [@

Generate reports to assist with tracking, monitoring and assessing prevention activities.

Once you have clicked the ' sw=«rerer ' (Show Report) button, the report will open as an
Adobe PDF file.

Home = Data Toals

Administration Planning Implementation Invoice
Select Report Parameters

1. Click the print button to print the report. Show Report | Excel
*Note: You do not need to save the report to print. Heporthame,  StaifHeport X
Provider 1117 - Support Demo Org2E|

2. Click the disk button to save the report.
(This is a screenshot displaying the Staff Report Page via the Data Tools Listing Page.)
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COMMUNICATION

This module is available only at the State level.
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ADMINISTRATION

The Administration module is used to complete administrative tasks within the KIT Prevention Service, such as updating organization information, staff registration, and
changing a password.

Organization

The Organization module has fields that can be filled in with various pieces of information specific to your organization. The Primary Contact information will be useful to the
State if there are any questions on the data that has been entered into the SD KIT Prevention Service (KPS).

Editing Organization Information

1.

a bk wn

Click Administration from the main menu.

Click Organization from the submenu.

Click the (Edit This Record) button.
The organization information will display in edit mode.

The Contract/Grant Number, Federal Tax ID, and Circuit fields will be pre-
populated for you.

Edit This Record

Using the Contract/Grant Type checkboxes, select the contract or grant type
your organization has.

a. If Other is selected, you will be asked to specify what that Contract/Grant
Type is using the text box.
Select the funding source your organization receives funding from using the
Funding Type(s) dropdown list.
a. If your organization has another funding source, this can be selected
using the dropdown list below the Funding Type(s) dropdown list.
b. If Other is selected as the Funding Type, you will be asked to specify
what that funding source is using the Please Specify text box.

The SPF SIG and Provider Name fields will be pre-populated for you. You may
modify the Provider Name text box if needed.
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Logic Model Planning Implementation Invoicing LJ J =1

Data Tools  Knowledge-bese Communication  Administration

® §i

Setlings w L

Organization Module

Home > Administration > Organization

Edit This Record Edit This Record button

Provider Identification
Contract/Grant Number 1202
Federal Tax ID

Circuit

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

Contract/Grant Type [ chack All
[JbcF [CsPF [ Other CIDOE

Funding Type(s) | Select One v

¥

Provider Name Support Demo Org

(This is a partial screenshot displaying the Organization Edit Form.)
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10.
11.
12.
13.

14.

15.

16.
17.
18.
19.
20.

21.

The Status is defaulted to Active.
a. Active: your organization is currently providing services
b. Inactive: your organization is no longer providing services
Enter your organization’s street address in the Address text box.
Enter your organization’s city in the City* text box.
Enter your organization’s state abbreviation in the State text box.

Enter your organization’s zip code in the Zip text box.

*Note: The zip code can be entered as a 5-digit or 9-digit code.

If your organization has a website, the website address can be entered in the
Web Site text box.

Using the Same as Coalition checkbox, indicate if the fiscal agent is the same as
the Coalition fiscal agent.

Enter the fiscal agent's name in the Fiscal Agent text box.

Enter the name of the fiscal agent contact in the Contact Person text box.
Enter the fiscal agent’s street address in the Address text box.

Enter the fiscal agent contact’s email address in the Email text box.

Enter the fiscal agent contact’s telephone number in the Phone text box, if

desired.
*Note: This should be entered as a 10-digit number. Do not enter the one (1) before the area
code.

In the Primary Contact Information section, select one (1) of the staff members
to serve as a contact person for your organization from the Choose Contact
dropdown list. The rest of the fields will be loaded for you based on what was

entered in the Staff form.
*Note: Selections for the Choose Contact dropdown list were created in the Staff section.
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Status | Active i
Address
City*
State
Zip (0300 OF XAAHH-XHHK)

Web Site

(This is a partial screenshot displaying the Organization Edit Form.)

Fiscal Agent Contact Info
[ Same as Coalition

Fiscal Agent
Contact Person
Address

Email

Phane 4. (R R )

(This is a partial screenshot displaying the Organization Edit Form.)

Primary Contact Information

Choose Contact | Select One
go to the Staff form)

| (To edit this individual's infarmation,

First Marme
Last Mame
Wark Phone

(333 K00

Email

(This is a partial screenshot displaying the Organization Edit Form.)
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22. A list of registered staff members are displayed on the Organization form. When
in view mode, a link entitled Add New Staff will be displayed. If you need to enter

additional staff to the Staff list, select the “asnewsar (Add New Staff) link. You

will be taken to the Staff module.

23. Click the ' s>= (Save) button.
*Note: To exit the screen without saving any changes, click the ' <= ' (Cancel) button.
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Staff

Henry

Foreman

11102010

11M10/2010

Julia

Frasier

4/8/2010

4/3/2010

Louis

Thacker

4/8/2010

112612012

Save

Save button

Cancel

(This is a partial screenshot displaying the Organization Edit Form.)
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Staff

The Staff module is used to register any staff members that should have access to the data entered within the application or performing services within the community.

Adding a Staff Member

1. Click Administration from the main menu.
2. Click Staff from the submenu.
3. Clickthe = Cremenewsuftmember | (Cregte New Staff Member) button.

The Provider name and Organization ID fields are pre-populated for you.
Select the staff member’s salutation from the Salutation dropdown list.
Enter the staff member’s first name in the First Name text box.
Enter the staff member’s last name in the Last Name text box.
Enter the staff member’s title or position in the Title text box.
The Status is defaulted to Active.

a. Active: staff member is currently a member of your organization

b. Inactive: staff member is no longer a member of your organization.

10. Select the staff member's second language from the Second Language
dropdown list, if desired.

11. Enter the staff member's date of hire in the Staff Hire Date text box as
mm/dd/yyyy, mm-dd-yyyy, or use the Calendar Feature.

© © N o ok
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Logic Model Planning Implementation Invoicing  |5| | L (7] E_U
Data Tools

D oiz  Knowledge-base Communicstion  Administration  Help

Setingsw | (L | |2 | © @
Staff Module

Create New Staff Member
button

Home > Administration > Staff

Create New Staff Member

(This is a screenshot displaying the Staff Listing Page.)

Logic Model Planning Implementation Invoicing ﬂ J g J &U
Help

Data Tools Knowledge-base Communication Administration
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Staff Module

Home > Adminisiration > Staff

. You may now Add an item .
Staff Information

Provider Name Demo Org 1
Organization ID 1202
Salutation []
First Name
Last Name
Title
Status |Active [=]
Second Langauge E|

Staff Hire Date (mm/ddlyyyy or mm-dd-yyyy)

(This is a partial screenshot displaying the Staff Edit Form.)
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12.
13.

14.

Enter a username for the staff member in the Login Name text box.

Enter a temporary password for the staff member in the Password text box. The
Password can be any combination of alpha or numeric characters. This Password
will be used in combination with the Login Name to log into the SD KIT Prevention
Service (KPS). Once a user logs in, the password can be changed to one of their
liking using the Change Password module.

Select the staff member's permission level from the Role dropdown list.

Tips

15.

16.

17.
18.
19.
20.
21.

22.
23.

24,

Passwords can be any combination of letters, numbers and/or characters.
Passwords are case sensitive.

Enter the staff member’s work telephone number in the Work Phone text box, if

desired.
*Note: This should be entered as a 10-digit number. Do not enter the one (1) before the area
code.

Enter the staff member’s email address in the Email text box.

*Note: This must be a valid email address because the Staff member will be emailed once the
account has been saved to validate the account before logging in for the first time. (For additional
information, see the Activating Your Account section.)

Enter the staff member’s fax number in the Fax text box, if desired.

Select the staff member’s gender from the Gender dropdown list, if desired.
Select the staff member’s ethnicity from the Ethnicity dropdown list, if desired.
Select the staff member’s race from the Race dropdown list, if desired.

Select the staff member’s educational degree from the Degree dropdown list, if
desired.

Enter the staff member’s field of study in the Field of Study text box, if desired.

Select whether the staff member has been certified from the Prevention Certified
dropdown list, if desired.

Click the ' == (Save) button.
*Note: To exit the screen without saving, click the ' === (Cancel) button.
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(This is a partial screenshot displaying the Staff Edit Form.)
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(This is a partial screenshot displaying the Staff Edit Form.)
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Date Created

Date | ast Changed

11102010

11102010
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4182010
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(Tnis1s a screensnot displaying the Staff Listing Page.)

|0] Are you sure you wish to PERMANENTLY DELETE this record?

==

L 0»{_‘ Cancel

OK button

Delete button

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

Editing a Staff Member
1. Click Administration from the main menu. Staff Module
2. Click Staff from the submenu. s Al
3. Click the staff member First Name link of the staff member you wish to edit. Create New Staft Member
4. Make any changes needed to the form. T |
5. Clickthe == (Save) button. — et
*Note: To exit the screen without saving any changes, click the ' <= (Cancel) button. First Name link
Deleting a Staff Member pemegraphie I;‘m:n:ﬂo:fm o
1. Click Administration from the main menu. Bthnict]
2. Click Staff from the submenu. o
3. Click the staff member First Name link of the staff member you wish to delete. Education Informat
4. Click the °== (Delete) button at the bottom of the form. Degre
*Note: To exit the screen without deleting, click the ' =« (Cancel) button. Field of Study
5. You will receive a message asking if you are sure you want to continue with the Proventon Certed |_[z]
deletion. Click the (OK) button to continue with the deletion. s P f P
*Note: Click the (Cancel) button to cancel the deletion.
6. You will receive a confirmation message indicating the staff member has been
deleted successfully. Notice that the staff member is no longer in the list.
Tips
¢ Once a staff member has service or administrative time associated with it, it cannot be deleted. Change the status to Inactive.
[ ]
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Setting the Status to Inactive is used to keep the staff member in the database for history purposes but removed from all of the staff lists on the Edit Forms.
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Change Password

The Change Password module allows a user to change the password on the account they are currently logged in with.

Click Administration from the main menu.

Click Change Password from the submenu.

Enter the current password into the Current Password text box.

Enter a password you would like to use in the New Password text box.
Retype the password in the Confirm New Password text box.

Click the === (Save) button.
*Note: To exit the screen without saving, click the ' <= (Cancel) button

o o s w e

Tips
e [tisimportant to remember that passwords are case sensitive.

e Passwords can be any combination of letters, numbers, and/or characters.
e Passwords do not expire.
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Change Password Module
Home > Administration = Change Password

You may now Edit this item
Password Information

Current Password

New Password

Confirm New Password
Save button

Save Cancel

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