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Step-by-Step Guide to Using the Database

Builder
Adapted from the Help files on the Database Builder site

Logging In

At thistime, there is a demonstration copy of the Database Builder
Tool loaded under the Evaluate Programs tab of the State Systems
side of the PreventionDSS that you may use for testing and review.
However, the data you save in the Demonstration version of the tool
will not be saved. If your State or Agency has chosen to implement a
version of the tool, you would find it under your own State Tab
(below the State Systems tab) after you have logged into the
PreventionDSS web site, or through another link which your State or
Agency will tell you about. If you State or Agency has not
implemented a version of the Database Builder Tool, and you would
like to have accessto it, you should contact your CAPT to obtain
more information (see Get Training and Support/CAPT Training and
Technical Assistance on the PreventionDSS.org web site.). The tool
isafree product and CSAP provides the technical support necessary
to get the tool up and running.

1. Log on to the Database Builder datatool, click the mouse in the
Login field and type in your User ID. Click in the password field and
type in your password. Y our system administrator will provide you
with alogin and password for the system.
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Prevention Database Builder

Welcome to the Prevention Database Builder
Login

Login:

Password:

Did you forget your user ID or password?
Contact Your Admin Here at 1-800-555-1212
(admin@youremail.com).

2. You will now see the main menu for the Database Builder. The
items that appear in your menu will depend on the roles that have
been assigned to you by your system administrator. In this example,
we are showing all possible items that will appear in the menu;
however, you are likely to have a subset of these items in your own
menul.
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* required field delete itermn @' edit item & codebook lookup

Database Builder: Main Menu

Overview - This tool is intended to assist state prevention services staff with creating, managing, and
administering Instruments to prevention service participants and attendees.

Instructions: Select an option from the menu below. You can always return to this menu from any place in the application by clicking
on the "Returm to Menu" icon at the bottom of the page

Logout

MAIN MENU for Database Builder

System Administration Tool

dmini: Users Create, modify, and view system users

dmini user Classes Creats, modify, and view user classes

administer Permissions Create, modify, and view explicit permissions on objects to which you have
Acmister termis=lons read/write access

Administer Code Tables
dmini: Hierarchies

Create, modify, and view code groups and code values

Create, modify, and

Evaluation Admi

Manage Create, modify, and view information about instrument respondents.
Manage Observations
Manage Observation Series

Manage Evaluation Packages

Creats, modify, and visw observations.

Create, madify, and view abservation series.

Manage evaluation packages, including respondents and observations.
Data Collection

[use the data entry wizard to enter data.

Enter Data With Wizard
Review And Edit Data

Generate Reports
Download
Manage Instruments
Manage Measures

Understanding the Terminology

[Review and madify pre-entered data,

Reporting

[Dsfine and generate user-speific reports for on-screen display.

[ Define and generate datasets for download in Excel format.

Measure and Instrument Management
[create, modify, and visw available instruments,

[ create, modify, and view available measures.

To use the Database Builder, it will help to understand the
terminology used in the system. When you conduct a survey or
administer a questionnaire, you typically are asking program
participants a series of questions.

Individual questions can be grouped into ameasure, which is used to
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understand more about the participants of a program. For example, a
participant could be asked to rate the individual questions “I do the
opposite of what people tell me, just to get them mad” and “I ignore
rules that get in my way” as part of measuring Individual/Peer-
Rebelliousness (the measure).

Measures can then be grouped together to form an instrument, for
example a survey designed to determine program participant attitudes
to alcohol, tobacco and drugs.

Each time the instrument is used with a program participant (a
respondent) and the datais collected, it is called an observation..
Respondents can be grouped into classes, for example a respondent
class may be all of the participants enrolled in an after school
program. Respondent classes must be defined before the datais
entered into the Database Builder.

Observations can be stand-alone, or part of alongitudinal series of
observations (that is, measures that are administered over a period of

time). Some observations may be arranged in alongitudinal seriesto
support specific evaluation objectives.

Enter Data With Wizard

One task that is commonly done with the Database Builder is entering
datainto the system.

1. Select “Enter Data With Wizard” from the main menu.
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Manage Observation Series Create, modify, and view ob
|

anage Evaluation Packages Manage evaluation packages| Data Collec_tion: Data Entry Wizard
- Student Attitude Survey System -- ID0001
Data Collection

Enter Data With Wizard —> Use the data entry wizard ta Data Entry
‘Rcvh:w—ﬁ-rrd—[—d‘i‘tﬂ'&fﬁ-r Review and modify pre-ente
Reporting

Generate Reports Define and generate user-sp

ST S TN

Guy Garnett Test ID Measure

There are currently no questions assigned to this measure.

Individual /Peer - Rebelliousness Scale

1 do the opposite of what people tell me, just to get them mad.
) . . . 1ignore rules that get in my way, __umgw at false
2. A list of open observations to which the user has at least input only ——

. . I like to see how much I can get away with.
access is presented. Use the drop down box to select the observation
name to beg| n data entry Have you ever used smokeless tobacco (chew, snuff, dipping tobacea, or chewing tobacen)? ‘Once in a while but not regularly ~ ‘

How frequently have you used smokeless tobaceo during the past 30 days? ‘OMB in a while but nat regularly v ‘

H ked ci thes? . o
aVE YU ever smoked elgarsties ‘Once in a while but not reqularly ~ ‘

Data Collection: Data Entry Wizard How frequently have you smoked cigarettes during the past 30 days? ‘Less than one cigarette per day 3 ‘
Select an Observation Bl ) ey @ (17 e e e (e fee, eies, o e Nauer @ ekl i yeur -
lifetime? (More than just a few sips.) 3 - 5 occasions b

On how many oesasions (if any) have you had bser, wine, or hard liquor during the past 30

* Select an observation Student Attitude Survey Pretest|§d days?

m This back over the last two weeks, On how many days did you have five or more alcoholic -
drinks at the same time or within a couple of hours of each other? 6 - 9 occasions ~

3. Depending on how your administrator set this up for you, you will : — __
either be prompted to create a new respondent, select an existing
respondent, or both. Review and Edit Data

Data Collection: Data Entry Wizard Occasionally you will need to review and edit answer records.

Enter Respondent Identification Value

Instructions:

1. When a user enters the module, alist of open observations to
which the user has at least input only accessis presented. Click on the

Review And Edit Data link in the menu.

* Enter new or existing Respondent Identification Walue 1D0001
T T

@ Enter a respondent identification value for Student Attitude Survey Pretest,

mpﬂana e EValuation FacKaqes ||~'|anage evaluation packages, Inciaaim
Data Collection

Enter Data With Wizard dse the data entry wizard to enter dat

Review And Edit Data ﬁ‘) Review and modify pre-entered data.
e —

4. Data entry is presented as a single long input form, with sections
for each measure being collected. If data are needed for the
respondent identification measure, this measure is presented first,

followed by the remaining measures in the instrument. Fill in the ) . ) .
form with t);\e data coll ectged from the respondent. 2. Select the observation containing the observation you want to edit.

Reporting

| concreate Bannetc | Mefine and nenerate near-cnarifie ren
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3. Now you will see a search form allowing you to locate the
observation you will edit by specifying the identification value of the
respondent, who entered the data, and/or when the data was entered.
Y ou will see the results of the search below the search fields. Click
on the “Edit” button to edit the observation, or the“ X” button to
delete the observation.

Data Collection: Data Review and Edit
Respondent Search and Result Display

Overview - Respondent Search tool allows user to find a respondent to edit or view his data collected

Instructions

Enter information inta the criteria fields and click an SEARCH button. The Search results will show up below the search section.

¥ou can use any combination of the criteria o limit your search. Only respondents whose data have been callected and whose information match all the
criteria are included in the search result. You can leave all the criteria fields blank

If an invalid date is entered into Created Date From or Created Date To field, this field is considered to be blank

Find a Respondent to Edit/View Data Collected

Find respondents based on any of the criteria below

Identification Walue: | ‘ Exact match? []

Entered by: | ‘

Greated Date From: [05/25/2003

‘ (example: 06/17/2003)

Created Date To: |06/01f2003 ‘

Results 1 - 3 of Total 3

Respondent Entered by on
- 5885 Administratar 05/25/2003 12:00PM
= 7410 Adrninistrator 05/29/2003 12:00PM
r 8000 Administrator 05/29/2003 12:00PM

Reporting: Generate Reports
Report Type Select

Report Types Available

O single Observation
O Dual-observation (side-by-side report)

KIS RS

# Select a report type:
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Generate Reports
The Generate Reports module is intended to produce the most basic
overview of adata set. Two types of reports are available - single

observation frequency analysis, and a dual-observation, side-by-side
report.

Single Observation

1. Select the Generate Reports link from the main menu.

Reporting

Generate Regnris_j) Define and generate user-specific rep

LA | Download

Define and generate datasets for dow

KMeasure and Instrument Manaaen

2. Choose “single observation” and click the “ Next” button.

Reporting: Generate Reports
Report Type Select

Report Types Available
O single Observation
O Dual-Observation (side-by-side report)

* Select a report type:

3. Select the observation to report and the “ Next” button.
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Generate Reports: Single Observation 2. Choose “ Dua observation” and click the “Next” button.

Observation Select

Available Observations

i Name (Al iation) Respondent Class i
o ABS4(ED) GG Test Instrument 3/10 Billy's Class Reporting: Generate Reports
) Codedb (Code Book Ob) Code baok Instrument Duplowa Data Report Type Select
Dennis' Observation (D10_OBS_1] Dennis' Instrument Dennis' Demo Class I
(¢} e Report Types Available
()  Dwayne's Observation (DR OBservation 1) Dwayne's Test Toal Dwayne's Statewide Respondent Classes [ — B
¢y GG Demo Observation (GGDEMO) GG Test Instrument 3/10 GG Demo Respandent Class O Dual-observation (side-by-side report)
() GG Empty ID Measure Test 1 (GGTESTL) CM - Family Survey GG Empty 1D Measure Test 1
€ Molly'sobservation (Molly'sobs) Molly'sTnstrument Molly'sClass
O Mew Obs 3/28/03 (OBSCAB) CAB 001 Carolyn's Test on 3/28/03
O Obs 3/26/03 (OBS032603) Test Cab One Dennis' Demo Class
() Obs of Iowa Dup (OBS040203) Dup Tawa Duplowa Data 3 % t th b . . t t d th " N ” b tt
@  Observation 1 {0BS1) Augie's Test Toal for GPRA Measures Augie's Cross-State Provider Agency . eC e O wve{tlon wles O rqjor an e E :t u On
Respondents
¢ Posttest (PT) Student Attitude Survey Systerm Dottie Organizational Team
¢y Student ttitude Survey Pretest (SAS1) Student Attitude Survey System Dottie Organizational Team Generatr_e Repa!‘ts. Dual-Observation (Slde bv Side Comparlson)
Observation Series Select
¢ Survey Mid-program (52} Student Attitude Survey System Dottie Organizational Team

Available Observation Series

“ Observation Series Name (Abbreviation)

@  Student Atibtude Survey (SASS)

T TN

4. Once the observation is chosen, a data filtering and grouping menu 4. Select exactly two of the available observations in the series,

is displayed. When the report is run, frequency counts are generated W : i
for the answers to each question. To generate a printable version of il bl e
the report, click on Printer View. To change the filters, click on
Previous.

Instruction: Please select two observations

Available Observations

[picture not available at this time] s uu e (Moot e e

Post test (FT) Student Attituds Survey System Dottie Organizational Team
Student Attitude Survey Pretest (SAS1) Student Atttude Survey Systerm Dottie Organizational Team
Dual Obse rvation (Slde_by_slde Com parlson) O Survey Mid-program (52} Shudent Attitude Survey Systam Dottie Organizational Team

5. Select the filters and items to report. Frequency counts are

1. Select the Generate Reports link from the main menu. generated for each question, with the results presented side-by-side.

: : . To generate a printable version of the report, click on Printer View.
: Reporting To change the filters, click on Previous.
Generate Regnris_j) Define and generate user-specific rep
Download Define and generate datasets for dow

[picture not available at this time]

Measure and Instrument Manaaen
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Data Filtering and Grouping

The variables in the identification measure associated with a given
respondent class can be used to select which answer rows are
included in the report, or to group records for frequency analysis. The
user may select one or more variables, and use them for grouping,
filtering, or both.

[picture not available at this time]

Download

Data can be downloaded one answer set at atime, or as alongitudina
series. If you have an observation with multiple respondents, only the
records for the respondents that have data entered will be included in
the download file. Select one of these sets, a data format, and which
data you want to download, then click on Download. All available
observations with answer sets are listed, with alist of longitudinal
observation series if the longitudinal mode is selected.

1. Select Download” from the maip menu.

Reporting
Ge eports Define and generate user-specific
Download > Define and generate datasets for «

Measure and Instrument Manat

2. A list of observations to which you have access will be displayed.
Pick one to download its data set. Select the file format and the
contents for thefile.
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Reporting: Download
Please choose an item from each of the three drop down lists below and click on Download

Microsoft Excel has a limit of 255 columns. Long questionnaires, generally those with over 125 questions, will exceed this
limit if both answer codes and long text answers are included in the download. To allow vou to download all questions in the
case of long questionnaires, a drop down list is provided to specify whether the download file should contain "Answer
Codes" anly, "Answer Text" only, or both "Answer Codes and Answer Text "

This process may take several minutes. Please be patient

Download Observation Criteria
Ob; ti .
servasan [heee flotudent Attitude Survey Pretest]ig

Download Format "
p=ry Microsoft Excel

Daownload File Contains

p=ry Answer Text and Answer Codes ¥

[oomioio o=

3. The next screen will provide you with directions on how to
download thefile.

Reporting: Download

Your Download File has been created. Click to, read the file im’@j Excel.
A Data Dictionary for the download file was also created. Click to, download the file

The download file is a comma-delimited file with an .CSV extension. If you have
Microsoft Excel installed on your system, it should open inside of Microsoft Excel. If you
have defined Microsoft Excel as a helper application for your browser, the file will open
inside a new browser window. Be sure to save the file to a name of your choice hefore

closing the Excel window.

If your system does not have Excel installed, it should prompt you for where to save the
file.

In some cases, Excel wants to convert number ranges to dates, for example it wants to
convert "10 - 19" to "19-0Oct” or "Oct-19", depending on your option settings.

There are 2 work-arounds for this problem. The best solution is to avoid dashes in
Answer Text values (e.g. use "10 to 19" not "10 - 19").

The other option is to right click on the file and download it, rather than opening the file
from the download form. After downloading, change the .csv extension to .txt before
you open the file in Excel. This will cause the Import Wizard to interact with you rather

than making it's own assumptions. Choose comma as the delimiter and choose TEXT for
the column being converted.

4. In this example we have chosen an Excel file format and have read
the fileinto Excel. The results are displayed:
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A1 ~| = RespClasstbbr

A B C D E [E G H | N
1 |RespClasqgObservatio [dertificati OPPOSITE OPPOSITEIGNORE | IGNORE 1 GETAWAY GETAWA" SSCH
2 DOTS SA51 00001 1 Very false 2| Somewhat 2| Somewhat C
3 DAaTs SAST 10002 2 Somewihat 3 Somewhat 3 Somewhat D

Download Format

Currently the download file is formatted for reading into Excel only.
The output is atab-delimited file with an .XLS extension. If you have
Microsoft Excel installed on your system, it should open inside of
Microsoft Excel. If you have defined Microsoft Excel as a helper
application for your browser, the file will open inside a new browser
window. Be sure to save the file to a name of your choice before
closing the Excel window.

Support for loading download data into SAS and SPSS is planned.
Support for Microsoft Access is under review.

Download File Contains

Microsoft Excel has a limit of 255 columns. Long questionnaires,
generally those with over 125 questions, will exceed this limit if both
answer codes and long text answers are included in the download. To
alow you to download al questions in the case of long
guestionnaires, a drop down list is provided to specify whether the
download file should contain "Answer Codes' only, "Answer Text"
only, or both "Answer Codes and Answer Text ".

Manage Evaluation Packages

An evaluation package isthe set of all resources and database objects
required to conduct an evaluation. A complete evaluation package
consists of one or more respondent classes, one or more instruments
(each of which is composed of one or more measures, and each
measure containing one or more questions). The respondent classes
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and instruments are grouped to define one or more observations. |If
data have been collected, the evaluation package also includes the
answer sets corresponding to each observation. The evaluation
package is a convenient way of grouping these resources in order to
organize the evaluation activities, and grant access rights to these
objects asawhole.

The evaluation package feature is intended to be the primary means
used to manage a large-scale evaluation effort that involves multiple
evaluation designs or multiple evaluation types.

1. Click on the “ Manage Evaluation Packages’ link in the main
menu.

Evaluation Administration Tool

Manage Respondents
Manage Observations

HELP Man

Create, modify, and view information a

Create, modify, and wiew observations

Series Create, modify, and view observation ¢

Manage Evaluation Packaqes_--‘""- Manage evaluation packages, including

I Data Collection

2. Use the Find feature to locate the evaluation packages that
you want to manage, and click on the “Edit” link next to the
package name, or create a new evaluation package by clicking
on the “Create Evaluation Package” link.
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Evaluation Package Management: Find and View/Edit

Overview - Find Evaluation Fackage toal allows usar to find an evaluaton packaces to adit or
wiew by ertering information to any of the folowing fields: Evalustion Fackage Mame or
Abbrewiation.

Inslructions

Eritar infornation irka 1he catena fiekds and chok o SEARGH buton. Tha Beanch reauls will shoe up balmw 1he
seach seclion

YOU can uge any combingtion of 1he crEerz o limit your search. Only records kel mstch all the Criterk 58
ncluded in tha seanch resub. You can leava al 1he critana fislds blank

Chck on the evaltion package's name in the search resut to edifiew i

Click on the Stait Juer bulton 1o fiy & new ssach which wl el all the cnlena fields blank.

Ewvaluation Package Manager

Creata Evaliation Package
Find evalution packaqes based om any of the criteria bakow

Evabiation Package Mame: |

Evslustion Facksgs dhbrewistion; |

oo
Search Result - 1 hownd

Evaluation Package Hame Evaluation Package Abbreviation
Ciottis's Eyvslustion Fackags DEF

Cgr Dolete

3. To add or edit the Evaluation Package Properties, click on the
“edit” link next the title “Evaluation Package Properties’.
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Evaluation Package Management: View/Edit Evaluation Package
Evaluation Package View/ Edit

Inztreciinn

Click or mn Edi link baloow 0wt 1he conwa pondisg section of ha svalskor paciags

Eval AEEN Pk Fiogeni | il
vl inEn Pk dideanion DR

e W Bfwr Schoal Clake
Eosarinn Faokngs [e Lonphion |

Thy package ponkern gl the remarons el clats b s chomets regared b corchuet cor gyebppien, rehoeiesg

PR SO, D8 S, WEELTRIWSTE: | R A1 0 0 o o BT Bl oF §B8 o0 (e FREZ SRS, BN Sk Msmre
‘Sonkdsni §] OFs OF MOEME AN Etir). The Mesponaent Ca s i and ST 4re Groupsd tn deine ohisrvations.
i daka ore ol inciod , tho el nalee pockoge b parkad e s e e e i oo pondng L sach thoredon

B NN POk TS B
(= 21

2. Ehuient dthinde Survsy Syrtan

1. Toam Srreong

Evaduninn Pomhogm Ry peedend Clao e fo
. Cotts Organ iestiansl Team

2. Doy’ Sl du P o o li s

4. Enter an evaluation package name and abbreviation. The
abbreviation is a short text string used as a value or encoded
representation of this particular evaluation package. The
abbreviation may appear in data downloads, or in locations
where the package needs to be expressed in compact form. The
maximum length is 16 characters.

5. Select the object node from the drop down list. Object nodes are
set up by the administrator, and determine the permissions for each
package. Each evaluation package must be associated with one (and
only one) node in a hierarchy. See the section on Administrating
Hierarchies for more information on setting this up.

6. Enter in an evaluation package description. Click the “Save” button
when done.
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Evaluation Package Management: Evaluation Package Editor
Fage 1 of 1: View/Edit Evaluation Package

Instristts i

Flagre mosdify b evaluation packie bidos and thean cick an e SAE bution

Fieltks wilh % aro raginadd

Ed Evalesison Package
i Dodtie’s Evaliason Packane
Fhyaluntian Packags dbhreviatian DEF
*Ohject Moda:

After Scleonl Chibs b

Ere ki AL & Ll e Thiz package containg all the eeacukcas and -

datsha=e obj=cts required to conduct our
=valuation, including respondent classes,
instruments 4{each of which is conpo=ssd of one oC
nors nEEsuces, and sach nessuces containing oos

ob hore gquesticons) . The respendent classes ard
inatruments arse gecuped to delins obsarvations.

H3 data are collestsed, the evaluation packKage -

7. On the “Evaluation Package Management: View/Edit
Evaluation Package’ page, select the “Edit” link above the list
of Evaluation Package Instruments to change which instruments
areincluded in this evaluation package.

Ewvaluation Paclkage Instruments: Edit

1. CAB 06
2. Student Attitude Survey System
3, Teen Smoking

8. To add an instrument, select from the set of available instruments
by checking on the box next to the instrument name. To remove an
instrument, uncheck the box next to the instrument name in the
“Included Instruments” list.

page 9 of 33

Evaluation Package Managemeant: Instrumeants

Instructions

Please modify the evalustion packags balow and then click on the 38%E bution

add /Ramove Instrumant s
Induded Imstruments

[Flcae os

[l Studmnt Attbude Sureny Srstam
[ Teen Smaking

avwalasble Iretuments

:_'m.lgir's- Test Tocd for GFRO Messyures
[Ccap o1
LICAR OF

Cleap oz
[eap o
Ocae =

9. Click the “Save’ button to return to the View/Edit page. To change
the respondent classes for this package, click the “ Edit” link next to
the “Evaluation Package Respondent Classes” title.

Evaluation Package Respondent Classes: Edit
1. Dottie Organizational Team

2. Dwayne's Statewide Respondent Classes

10. In the same way as the Instruments lists, you can add and remove

respondent classes by checking and un-checking boxes. Click the
“Save’ button when done.

Manage Instruments

An instrument is a group of measures, arranged in a definite order.
Depending on your user permissions, you may be able to create new
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instruments for your use or the use of othersin your group, transfer
existing instruments from the main Measure and I nstrument
repository, or make copies of existing instruments and modify them
according to your specific needs. If you have any questions about
which of these features you can or cannot access, please talk to your
Provider Administrator.

1. Click on the * Manage Instruments’ link in the main menu.

Measure and Instrument Management

Manage Instruments_) Create, modify, and view available instruments.

Wit |Manage Measures

Create, modify, and view available measures.

2. At this point, you can (@) create a new instrument, (b) transfer an
instrument from the main MIR repository, or (c) search for an
instrument that is already in existence and either copy it, deleteit or
edit it.
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Repository: Instrument Builder

Instructions:

Chok on & link Baliw 10 edE s exiEling instiumert.

Click on Copy Lo make s copy of the instmend.

Click on Create a Hew Instoumeent 1o add & new instrument 1o tha reposiory

Click on Clear Results and S4art Chwer to abandon these search resuks and enter a new search string [or sim
the Name box and click on S=arch

» Creabe d Mew Instrument
& Transfer Instruments from main MR repository

Hame: |

General Assessment Domains: All w

| Search I [ __l_3IE|ar Results and Stﬁrt_ }

Tnstrument Search Rasults

kDT COET Augie's Task Tool for GPAA Measures
EDUT S0P CAB D01
EIT COFY CaB 02
EDIT CORY CAB D3

Create a new instrument
3. To create a new instrument, click on the “Create a New
Instrument” link.

4. Fill in the abbreviation—a short text string used as a short
representation of the instrument. The abbreviation may appear in data
downloads, or in locations where the instrument needs to be
expressed in compact form. The maximum length is 16 characters.

5. Fill in the instrument name. The name is used to identify the
instrument, and is the primary field upon which most users will be
searching for the instrument. It can be up to 120 charactersin length.
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6. Select either “draft” or “final” for the status. Draft status indicates
that the instrument is still being worked on, and as aresult, the
Instrument cannot be transferred to another installation of the
Database Builder. Final status means that the instrument is ready for
use, and can be transferred to another installation of the Database
Builder.

7. Select the object node in the hierarchy. Each instrument must be
associated with one (and only one) node in a hierarchy. This node
determines the object permissions for the instrument, and is the
default object node that will be associated with database objects
(observations, respondent classes, respondents, and answers) created
within the package.

8. Provide a description. The description provides additional
information about the instrument, such as the instrument's author,
date of its creation, origina purpose or intent, previous publication
citations, and so forth. The instrument description may be up to 6000
charactersin length.

Repository: Instrument Builder
Modify Instrument Properties

Instructions

# Enter your data using the form below
» To save your Instrument Properties and add questions to this instrument, click on Next

Edit An Instrument
* Instrument t Abbreviation SASS

*Instrument Name Student Attitude Survey System

@ praft O Final

* object Hode After School Clubs v
Instrumen 't Deseription

Instrument Version

Assessment of student attitudes to
school, drugs, gangs, activities in
the program
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9. Now, move the measures you need (shown in the left column) into
the new instrument that you are creating (shown in the right column).

To move a measure, click on the measure name. It will then appear in
the right column.

If you make a mistake, you can delete the measure by clicking on the
delete button () next to the measure name.

Move measures up and down in the list to change the order, using the
up (@) and down () icons next to the measure name.

When done, click on the “Return to Instrument Editing Menu” link.

Repository: Instrument Builder
View/Modify Instrument Measures

Instructions

& Click on a link below to edit an existing Instrument

e Click on or to reorder Measures within the selected Instrument.
& Click on a measure link to add a new Measure to this Instrument. Your changes will be saved when you return to Instrurnent Editing Menu

Return to Instrument Editing Menu

| Measures | Student Attitude Survey System

Measure Name (Text) Measure Name (Text) Deletes
Indivigual sPeer - Rebeliousness Scale Eoonder
The vear Individual /Peer - Rebelliousness Scale [-X -]
dernoaraphics 4

— Student Survey: Drug/leohol Usage [-X-]
Student Survey: Drug/Alcohol Usage Schaal - Education Expectations and Aspirations Sc [-X-]
Family - Parent/Child Bonding (Parent Instrument)

Cods Book Test Individual/Peer - Favorable Attitudes Toward Antis [-X-]

Individual/Peer -Perceived Harm Scale

Community - Sense of Community Index

Tadividial/Daar - Dacanhars Salf.actaam Srale

10. Now, provide a categorization for the instrument by clicking on
the “Edit” button next to the Instrument Categorization title.
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Instrurnent Categorization: Edit

Mo categorization specified for this instrument,

11. Select the “ Add Top-Level Categories’ link.

Fepository: Instrument Properties

Imstrurispns

® Chck o o bnk biedew b add ar meddy calsgoizain

n Chrkon fn rerreres 3 £absgoneshan

Acld Top-level Categorles Beburm to Instrument Editing Menu
. Instrumenb:GtedesAdAuesvi |
Cafegpariralees Bemnee
Ma categanicatias specried dar b rebnment s

12. Choose atop level category from those listed, and then click the
“Save” button.

Repository: Instrument Properties

Instructions

®  Enter your data using the form below,
e To save your data, click on Save,

Add Categories

Assigned Categories

Mo categories are assigned at this level.

Available Categories

[ General assessment Damains
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13. To view the instrument that you have created, you can click the
“ RTF Instrument View” for aversion suitable for most word
processing software. Click the “Print Instrument View” to see how
the instrument will look pinted, and the “ Data Entry View” to see
how the data entry screens for this instrument will appear.

Repository: Instrument Builder

Instructions:

@ Click an an Edit link below to edit the corresponding section of that instrurnent

s Click on RTF Instrument View to view a text document of this instrument in another window.

»  Click on Print Instrument View to view a printer-friendly copy of this instrument in another window,

» Click on Data Entry View to view the instrument as it would appear when being administered to a respondent

Instrument: Student Attitude Survey System
Instrumnent Properties: Edit
Instrumen it Abbrevia tion: SASS
Instrument Narme: Student Attitude Survey System
Instrumen it Version: Draft
Object Node: After School Clubs
Instrument Description: Assessment of student attitudes to school, drugs, gangs, activities in the program
Measures: Edit
There are 4 measurefs) in this instrument.

Instrument Categorization: Edit
General Assessment Domains

I_ RTF Instrument View [ Print Instrument View ] [ Data Entry View ]

RTF View

Selecting this view option will open atext document of the
instrument and its measures. Depending on your browser
configuration, you will be prompted to either save it on your drive, or
it will be displayed in a Word viewer within a new browser window.
The browser window must be closed before making another
instrument selection.
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oz

"
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e |

Hmstrument: Student Attiode Suvey System
- il H Fox- R Srale

1 [do 1 cpportnaf whal paophe tall e, pot fopr thon med.

Exkam

Srawrad Fike

s farmretul b
ey i

L 3 [ gmorn rdas (hal gel n ey vy

L T e e —

Pk ars
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Print View

Page 2 of 2: Instrument Details

Instrument: Student Attitude Survey System

Measure: Individual /Peer - Rebelliousness Scale

I do the opposite of what people tell me, just to get them mad.,

Iignore rules that getin my way.

1 likes to ses how much I can get away with.

Measure: Student Survey: Drug/alcohol Usage

Hawe you ever used smokeless tobacco {chew, snuff, dipping tobacco, or chewing
tobacco)?

Haw frequently havs you used smokeless tobacea during the past 30 days?

Have you ever smoked cigarettes?

How frequently have you smoked cigarettes during the past 30 days?

Data Entry View

Wery false
Somewhat false
Somewhat true
Wery true
Very false
Somewhat false
Somewhat true
Very true
Wery false
Sarmewhat false
Sormewhat true
Very true

Newer

Qnce or twice

Once in a while but not regularly
Regularly in the past

Regularly now

Mewer

Once or twics

Once in a while but not regularly
Regularly in the past

Regularly now

Mewer

Once or twice

Qnce in a while but not regularly
Regularly in the past

regularly now

Mot at all

Less than one cigarstte per day
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Page 2 of 2: Data-Entry Preview

Instrument: Student Attitude Survey System

Measure: Individual /Peer - Rebelliousness Scale
I do the opposite of what people tell e, just to get them mad.
PR peck ! ¢ rEma @ | Very false b
rmaE Very false b

) Very false S
Measure: Student Survey: Drug/Alcohol Usage

Have you ewer used smokeless tobaceo (chew, snuff, dipping tobacco, or chewing

Iignors rules that gat in my way.

I like to see how much I can get away with,

tobacco)? ‘ Never o ‘
| newe o3
How frequently have you used smokeless tobacco during the past 30 days?
quently b 9 the p ¥ & ‘ Never H ‘
Have you ever smoked cigarettes?
s Never v
How frequently have you smoked cigarsttes during the past 30 days?
Auenty i : gmep v mm‘Nntatall V|

On how many occasions (if any) have you had beer, wince, or hard liguor to drink in your
lifetime? (Mare than just a few sips.)
| newe &3]

on how many accasions (if any) have you had beer, wine, or hard liquor during the past 30 |
days?

- gCcasions
1 - 2 occasions
EERE (3 - 5 oceasions
6 - 9 occasions
10 - 19 occasions
2N - A nrracinne

This back over the last two weeks, On how many days did you have five or more alcoholic
drinks at the same time or within a couple of hours of each other?
| newe &R

Transfer an instrument from the main MIR repository
14. Another option from the main Instrument Builder menu is to
Transfer Instruments from the Measures and I nstruments Repository
(MIR). Click onthe "Transfer Instruments from main MIR
repository” link.

15. A framed window will open with a search form for instruments
from the main Measure and Instrument repository at the top and
"return to to your previous Database Builder work™ link at the
bottom.

16. Click on the "Transfer to Database Builder" button. A message
"Data has been successfully transferred” will be displayed. Click on
the "Previous' button. Y ou will see that the Transfer Cart is empty.
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17. Click on the "Exit this resource and return to your previous
Database Builder work™ link on the bottom frame. Y ou will be
returned to the Database Builder.

18. Click on the Search button to verify that the instrument(s) were
transferred. The transferred instrument will have an "X" next to it,
since you are the owner and have delete right to it, and "Transferred
Copy of" will be pre-appended to thetitle.

19. Go to the Main Menu and click on the "Manage Measures' to do
a search and verify that the instrument's measures are listed on the
results list. These measures, with "Transferred copy of" pre-appended
to thetitle, cannot be deleted without first deleting the associated
instrument.

20. Select the instrument that you transferred from the search results.
The instrument details will appear on the right side. Note that the
Transfer Cart is currently empty. Click on the "Add to Transfer Cart”
button. Test the "Transfer Instrument(s)" link. Y ou will see the
instrument, with a list of its measures.

[pictures for 14-20 not available at this time]

Search for instrument to copy or edit

21. If you have elected to copy or edit an existing instrument, fill in
the search terms on the main Instrument Builder page and click the
“Search” button. A list of all of the available instruments will be
shown.
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Repository: Instrument Builder

Instruckions:

& Click on  link bales to edit an existing instnmeant.

® Click on Copy 1o reke a copy of the instrument

# Click on Create o Hew Instrumant to add & nesy ingtrurnent to the repository

® Click on Clear Resukts and Stan Over 10 sbandon these search results and erer a new seanch =i
1he Mame hox and click on Search

s Zreate g Mew [nstrument
v [ransfer Insrumsnts fam man MIE repoesifory

Hame: om
General Assesoment Domeans: .iq." -u-
i. Search | f Clear Results and Start Over

Instrument Search Results

Z0PT M - Family Survey
S0RT M - IndividuslPesr

Z0RT M - Stadsnt Survey

EEEE

S0P Copy of CM - Family Survey

22. To delete an instrument, click the X button next to the instrument
name. To edit, click the Edit link, and to Copy (for example, to use an
existing instrument to which you intend to add some additional
measures) click the Copy link. Once copied, you can edit the new
copy of the instrument.
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EDIT COEY M - Farmily Survey
ECIT C CM - Individual/Peer
EDIT COPY CM - Student Survey

Manage Measures

A measureis an ordered group of questions. Some measures may
have psychometric properties of interest to the outcome of the
evaluation. Others will be used to collect other data, such as
demographics, cohort or grouping data, and other values of interest to
the evaluation. Some measures are known as "scales’, if they have a
single well-defined score or output value computed from the
responses to all of the questions in the measure.

Depending on your user permissions, you may be able to create new
measures for your use or the use of othersin your group, transfer
existing measures from the main Measure and Instrument repository,
or make copies of existing measures and modify them according to
your specific needs. If you have any questions about which of these
features you can or cannot access, please talk to your Provider
Administrator.

1. Click on the “ Manage Measures’ link in the main menu.

Measure and Instrument Management

Manage Instruments Create, modify, and view available instrurents,

Create, modify, and view available measures.

Manage Measures
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2. In aprocess analogous to the process for managing
Instruments, you can (a) create new measures, (b) transfer
measures from the MIR, or (c) search for a measure to edit,
copy or delete.

Repository: Measure Builder

Instructinns:

lick on @ lirkc balme En &bt an existing measurs

Clich on Copy 0 make & copy of he rmeagirs

Click on Creata a Hew Measure 1o add a new measura (o the reposiony

Click on Clean Resales amd Seart Oeer to sbandon these seech resulls and eeder a new search slrng (o iirg
the Waane box and chck on Search

» Creabs 8 hew Magsuns

» Trarsfer Measures from main WIF repository

Marmes;

Ganiral Aseatermant Damaine: A" ey
Measure Typel -A" '.,,--
Search | [ Clear Results and Start Over -]

3. Measures information include:

Measure Abbreviation

The abbreviation is a short text string as a short representation of the
measure. The abbreviation may appear in data downloads, or in
locations where the measure needs to be expressed in compact form.
The maximum length is 16 characters.

Measure Name

The name is used to identify the measure, and is what appears on
most on-screen displays of the measure, or as a section title when
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measures are combined into instruments. It can be up to 120
charactersin length.

Measure Status

Draft status indicates that the measure is still being worked on, and as
aresult, the measure cannot be transferred to another installation of
the Database Builder. Final status means that the measure is ready for
use, and can be transferred to another installation of the Database
Builder.

Object Node

Each measure must be associated with one (and only one) node in a
hierarchy. This node determines the object permissions for the
measure, and is the default object node that will be associated with
database objects (observations, respondent classes, respondents, and
answers) created within the package.

Measure Description

The description provides additional information about the measure,
such as the measure's author, date of its creation, original purpose or
intent, previous publication citations, and so forth. The measure
description may be up to 6000 charactersin length.
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Repository: Measure Builder
Modify Measure Properties

Instructions

e Enter your data using the form below
e To save your measure properties and add guestions to this measure, click on next.

Edit A Measure

*# Measure Abbreviation HA
Health Attittues
® Draft O Final
After School Clubs |

* Measure Name

Measure Mersion

* Object Mode

Measure Description

attitudes about healthy lifestyles
including eating habits, exercise, and
avoiding harmful substances.|

4. If you are creating a new measure, you will need to select or
create questions that are part of that measure. Click on the
“Create a New Question” link.
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Aepository: Measure Builder

| T Fisamu e Haaleh drislimise boe besrosuccsariilp Acd ed iv e Rapenmorp

Wiew  Modily Measuie Questions

B Pasl | sk

e k] Dslata,
Quaniticn Masin [Takk] '"“h:_

5. Enter the question name, which uniquely identifies the
guestion.

Enter the question text, which is the question that is displayed
on the survey instrument.

Enter the help text for the question, what the user of the
instrument will see if they ask for help on that question.

Enter the question codebook [note: this needs to be defined)].

page 17 of 33

Repository: Measure Builder
Edit/Modify Question

Insdrucksons

m Enbar your dsbs using {he fom below
u Toosmm yawr dais snd amier Aesponse Limifs or &rnresr Chaicae, click an Bea

BN oo song b

Qumation Mames Ex1

DlieiuicTRG How often do ¥ou exercize’

Quastion Halg Tacxt Exercise; in this question, refercs to

amy type of ewerclss--walking, biking,
wunning, playing Informal or formal
sports, etc.

Question Codeback

Sl AT Muitiple-Chaice b
Azquirad No =

SPES/SAS Wanabls Name

Select the type of question from the drop down list of types.

'Multiple-Choice ¥

b

Mumeric {Decimal)
Mumeric {Integer)
Text

~|Essay i
= Check all that apply
Scale
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Select “ Yes’ or “No” for whether this question is required for
this measure. If required, when the datais entered it must be
specified.

Fill in the SPSS/SAS variable name. This is the variable name
that will be assigned to the question for doing data analysisin a
statistics program such as SPSS or SAS.

6. Depending on the question type, you will be provided with a
table for filling in the response categories for the question. For
example, the multiple choice answer type requires you to create
answer codes (these are the values that are used in your
statistical package) and the answer text (these are the choices
that appear on the instrument itself).

Repository: Measure Builder

Instruct joms

® hidie any desined changes weing the fomm baloe
& To s your changes and covtinue, click on Hest

Answer Chpices Dreemar Code  Answer Text

0 | don't exerciss regularhy
1 a fewr times o week
2 pretty much every day

Or, aquestion type that requires a range response (e.g. a scale of
one to ten) asks for the question upper and lower limits.
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FRepository: Measure Builder

Instructions

& [ake any desired changes usrg the form elos
& To gawe your charges and continue, click on Hext

Quastion Uppar Limit [4

umzhon Lower Limit ﬁp

Manage Observations

Observations can be stand-alone, or part of alongitudinal series of
observations.

1. Click on the “ Manage Observations’ link in the main menu.

IAdminister Hierarchies |Create, rmodify, and view category and se

Evaluation Administration Tool

Create, modify, and view infarmation abaou

Manage Respondents
Manage Observations —-_:D

# |Manage Observation Series

Manage Evaluation Packages

Create, modify, and view observations.

Create, modify, and view observation seri

Marage evaluation packages, including re:
Nata Cnllectinn

2. You can choose to either add a new observation (click on the
“ Add Observation”) or perform a search for existing
observations to edit. Typein the search terms you are interested
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inand click “ Search”. To edit an existing observation, click on
the “Edit” link next to the observation name.

Observation Management: Find Observation to View/Edit
Observation Search and Result Display

Overview - Find Observation tool allows user to find an observation to edit or view by entering information to any of the
following fields: Observation MName, Observation Abbreviation, Respondent Class MName, Instrument Mame

Instructions

Enter information into the criteria fields and click on SEARCH button. The Search results will show up below the search section.
You can use any combination of the criteria to limit your search. Only records that match all the criteria are included in the search result. You can leave
all the criteria fields blank.

Click on the observation's name in the search result to edit/vew this observation

Click on the Start Over button to try a new search which will set all the criteria fields blank,

Find an Observation to Edit/View

Add Observation

Find observations based on any of the criteria below

Observation Name:
Observation Abbreviation:
Instrurnent Mare: -

Respondent Class Name: v

Search Result - 11 found
Instrument Name

Observation Name (Abbreviation) Respandent Class Name

Edit ABS4 (B1) GG Test Instrument 3/10 Billy's Class

Edit CodeAb (Code Book Ob ) Cods book Instrument Duplowa Data

Edit Dennis' Observation (DJO_OBS_1) Dennis' Instrument Dennis' Dema Class

Edit Dwayne's Observation (DR OBssrvation 1) Dwayne's Test Tool Dwayns's Statewide Respondent
Classes

Edit GG Demo Observation (GGDEMO ) GG Test Instrument 3/10 GG Demo Respondent Class

Edit Delete GG Empty ID Msasurs Test 1 (GGTESTL ) CM - Family Survey GG Empty ID Msasurs Test 1

Edit Molly'sObservation (Molly'sObs ) Molly'sInstrument Molly'sClass

Edit New Obs 3/28/03 (OBSCAB ) CaB 001 Carolyn’s Test on 3/26/03

Edit Delete Obs 3/26/03 (0BS032603 ) Test Cab One Dennis' Dema Class

Edit Obs of Iowa Dup (OBS040203 ) Dup Towa Duplowa Data

Edit Observation 1 (OBS1 ) Augie's Test Tool for GPRA  Augie's Cross-State Provider Agency

Measures Respondents

3. Enter (or edit) the observation abbreviation. The Abbreviationisa
short text string used as a value or encoded representation of this
particular observation. For most observations that are part of an
observation series, it is ssmply a number. The Abbreviation may
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appear in data downloads, or in locations where the observation needs
to be expressed in compact form. The maximum length is 16
characters.

4. Select the observation node. Each observation must be associated
with one (and only one) node in a hierarchy. This node determines
the object permissions for the observation, and is the default object
node that will be associated with database objects (observations,
respondent classes, respondents, and answers) created within the
package.

5. Select the instrument name. Each observation is associated with
one (and only one) instrument. This instrument will determine what
guestions are asked (and what answers collected) during the course of
the observation.

6. Each observation is associated with a respondent class. Any
respondents created during data entry for this observation are created
as members of the respondent class; alternatively, data may be
entered for existing respondents in the class, depending on the setting
of the respondent creation property.
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Observation Management: Add Observation
Create New Observation

Add New Observation

* Observa tion Mame:

Student Attitude Survey Pretest
* Observa tion Abbrevial tion: SAS1

* Object Node:

" After School Clubs v

* Instrument Name:

Student Attitude Survey System v

* ; . P
FepemEn Ekes Dottie Organizational Team v

*Respondent Creation: @ ad-hoc (create new respandents during data entry)

O pre-defined (only allow data entry for respandents created before data entry)
O both (ad-hoe and pre-defined)
Start Date:

06/16/2003

End Date:

09/22/2003

Ob: tion D tion: .
sssssssssssss LA First survey for a new group of students, to be

administered at beginning of the program (during
the summer)

7. Select the respondent creation option. Depending on the evaluation
design and the preference of the evaluators, respondents may be
created prior to data entry, or created as answer data is entered. Some
evaluations will allow both methods of respondent creation to be
used. The respondent creation property can be pre-defined, ad-hoc, or
both.

If the respondent creation property is pre-defined, all respondents
must have been previously created in the Manage Respondents
module or by entry of datainto previous observations that use the
same respondent class. Entry of respondents not already defined is
prohibited. This method is normally used for evaluations that use
automatically generated numbering schemes, and for the second and
subsequent observations in a longitudinal series.

If the respondent creation property is ad-hoc, respondents are created
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during the data entry process. Respondents previously defined (either
through the Manage Respondents module or by entry of datafor other
observations that use the same respondent class) may not be used.

If the respondent creation property is both, then both pre-defined and
ad-hoc respondent creation is allowed for this observation. Thisisthe
default.

8. When creating an observation, the start and end dates may be
specified, but thisis optional. These dates will be used to make
specific observations available to the respondents for data input. An
observation is open for data entry if the current date is between the
start and end dates. If the start date is missing, answer data may be
entered at any time up to the end date. If the end date is missing,
answer data may be entered at any time after the start date. If both are
missing, then the observation is aways open for data entry.

9. The description (optional) provides additional information about
the observation.

Manage Observation Series

Observations can be stand-alone, or part of alongitudinal series of
observations. Some observations may be arranged in a longitudinal
series to support specific evaluation objectives. Observation series
grouping is convenient for managing multiple longitudinal
observations. Each observation within the series retains its full
identity and may be referred to independently.

1. Click on the “ Manage Observation Series’ link in the main
menu.
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IAdminister Hierarchies Create, modify, and view category and se

Ewvaluation Administration Tool

Manage Respondents
Manage Observations Create, modify, and view observations.

Manage Observation Ea?igs—:; Create, modify, and view observation seri
Manage Evaluation Packages

Create, modify, and view information abaou

Manage evaluation packages, including re:
nNata Cnllectinn

2. Select arespondent class and click the “ Go” button. Each
observation is associated with a respondent class. Any
respondents created during data entry for this observation are
created as members of the respondent class; aternatively, data
may be entered for existing respondents in the class, depending
on the setting of the respondent creation property.

Observation Management: Observation Series
Observation Series Management

Instructions

Select a Respondent Class first and then click on the Go button. The observations and observation series for the selected respondent class are displayed
below the resondent class section.

To add a new observation for the selected respondent class, please click on the Add button within the Observation section

To create a new observation series for the selected respondent class, please click on the Add button within the Observation Series section. Mote: It
requires that there are at least two observations before you can create an observation series for the selected respondent class

Click on the links before observation series's name to editview or delete this observation series

Observation Series Management

Select Respondent Class

Select a respandent dass name and dick the Ga buttan.

Respondent Glass: 5 e
b Dottie Organizational Team v

3. Add observation information to the observation by using the
“Add” button.
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Observation Management: Observation Series
Observation Series Management

Instructions

Select a Respondent Class first and then click on the Go button. The observations and observation series for the selected respondent class are displayed
below the resondent class section

To add a new observation for the selected respondent class, please click on the Add button within the Observation section,
To create a new observation series for the selected respondent class, please click on the Add button within the Observation Series section. Mote: |t
requires that there are at least two observations before you can create an ohservation series for the selected respondent class

Click on the links before ohservation series's name to editiview or delete this absemvation series

Observation Series Management
Select Respondent Class
Select s respondent class name and click the Go butten.

Respondent Glass:

Dottie Organizational Team v

Observation Information
Click on tha Add link balow ta add 3 new obseration to this respondent class.

There is one Observation Available for
Dottie Organizational Team
1. Student Attitude Survey Pretest

Observation Series List
It requires ot least two observations created before you can create an observation series,

There is no observation series you have access to for pottie Orgsnizstions Team .

4. Enter an observation series name and abbreviation. The
Abbreviation is a short text string used as a value or encoded
representation of this particular observation series. For most
observations that are part of an observation series, it issmply a
number. The Abbreviation may appear in data downloads, or in
locations where the observation series needs to be expressed in
compact form. The maximum length is 16 characters.

The description provides additional information about the observation
series. The description may be up to 4000 charactersin length.

A list of available observations is displayed, with a checkbox next to
each observation. At least two observations must be checked. Click
the “Save’ button to save the series information.
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Obzervation Management: Observation Serkes Editor
Create Observation Series

sl ey Dibesmrwation Series
Amapardant Clam: Dot rqaniz stioas Tesm

® ohseration Ban e NaviE! Shudent Attibasdn Sty

% Chasrvsbion Sares &b bravisbon:

M55
(R e P Ere-, mid- and post-interwventiocn surweys to
detarning chapnges in AaTudent arritudes

* Chservations [F] Past tant

] Erudent ititide 8 urvsy Preosst
] 8urvar MWid-proegram

L e J e
i)

5. Next, add the observation serieslist. Click on the “ Add” buttonin
that section to select the observation series.
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Observation Management: Observation Series
Observation Series Management

Instructions

Select a Respondent Class first and then click on the Go button. The observations and observation series for the selected respondent class are displayed
below the resandent class section.

To add a new observation for the selected respondent class, please click on the Add button within the Observation section
To create a new observation series for the selected respondent class, please click on the Add button within the Observation Series section. Note: It
requires that there are at least two observations before you can create an observation series for the selected respondent class.

Click on the links before observation series's name to edit/view or delete this observation series.

Observation Series Management
Select Respondent Class

Select a respondent class name and dick the Ga buttan.

Respondent Class:

| Dottie Organizational Team ol

Observation Information
click on the Add link below to add a new observation to this respondent dass,

There are 3 Observations Available for
Dottie Organizational Team
1. Post test 2. Student Attitude Survey Pretest
3, Surwey Mid-program

Observation Series List
Click an the Add link below ta add a new ohservation series ta this respondent dass,

Observation Series Available for
Dottie Organizational Team

Edit Delete  Student Attibtude Survey (SASS )

Manage Respondents
1. Click on *“ Manage Respondents’ in the main menu.

2. In the Manage Respondents module, classes of respondents are
defined, and individual respondents created within each class.
Respondent classes must be defined before observations can be
defined and before data can be collected. Each respondent classis a
group of respondents who share characteristics from the point of view
of the evaluation system.

Click on the “Create New Class’ link to create a new respondent
class, or select the “Edit” link next to the name of the class you want
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to edit.

Software Development: Manage Respondents
Manage Classes

| You can manage Respondent Classes of the system below. |

Respondent Classes

Create New Class

Internal {(automatically generated ID)
Edit | Delete | Augie's Cross-State Prowider Agency Respondents

Edit | Delete | Dennis' Demo Class

Edit | Delete | Dwayne's Statewide Respondent Classes

Edit | Delete | Molly'sClass

No ID Number

|B|IIy‘5 Class

E
=
=
I
I
2
I

External (you supply ID numbers)

Edit | Delete | Carolyn's Test an 3/28/03
Edit | Delete | Duplowa Data

Edit | Delete | GG Demo Respondent Class
Edit | Delete | GG Empty ID Measure Test 1

Create New Class

3. Enter an abbreviation for the class. The abbreviation may appear in
data downloads, or in locations where the respondent class needs to
be expressed in compact form. The maximum length is 16 characters.

Enter a class name, and select the object node.

Select the numbering scheme for the respondents. Options are:
None: No respondent 1D values will be collected or presented.
Internal: Additional information about the numbering scheme must
be collected: the number of respondents expected, the number

generation technique (random or sequential), and the starting number
of the range. If random numbers are selected, an upper bound must
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also be supplied. When the respondent classis created, respondents
are added to the class with respondent 1D values generated according
to the selected numbering scheme.

External: The respondent 1D numbers will be entered during data
entry.

Select longitudinal “yes’ or “no”, depending on your evaluation
design. Click the “Save” button when you are done entering or
editing the data for the class.

Software Development: Manage Respondents
Define Classes

your respondent to the system, so that a database can be created far you

Respondents: Respondents are the people or organizations that will provide information for your evaluation. Vou need to provide some information about |

Add Respondent Class
DOTS

‘Duttie Organizational Team ‘

* Class Abbreviation

* Class Name

* i : ; :
Class Description Evaluators for cross-program longitudinal studies

* Object Node After School Clubs M

* Mumbering Scheme O ho 1D Numbers

O External (you supply assigned ID numbers)
@ 1nternal (autornatically generatsd 1D numbers)

For INTERNAL numbering scheme anly
- e

() Sequential numbers beginning st

@ Random numbers between

omer ity 100 e pper iy 200

* Select 8 Measure
Note: This Measure(s) belongs ta the Guy Garnett Test ID Measure v ‘
‘Identification Measure' Category

Identification Re-entry @ No (Enter ID Measure Data Once)
(Cves (Re-Enter ID Measure Data every Observation)

Longitudinal Ono @ ves

?m
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Edit Respondent Glass

# Class abbreviation DOTS

" . ——
Class Mame Dottie Organizational Team

* . . .
Class Description Evaluators for cross-program longitudinal studies

*
Objsct Nods After School Clubs b

* Select a Measure
Mote: This Measure(s) belongs to the
“Identification Measure’ Category

Guy Garnett Test ID Measure ¥

RIS (-G () Ma {Enter ID Measure Data Once)

O es (Re-Enter ID Measure Data svery Observation)

Longitudinal Ono @ves
Elaspnr\der\ts generated/entered for this No. Identification Yalue
ass

1 111
2 123
3 137
4 142
5 171
6 175
7 189
g 190
g 195
10 200

Select the measure from the drop down list. This measure is used to
capture additional identification, classification, and cohort or
grouping data as determined by the evaluation design. One or more
measures in the "l dentification Measure" category are available.

Enter yes or no for the Identification Re-entry. |dentification
data may be collected for arespondent only once, or collected
after each observation. In most evaluations, the identification
data needs to be collected only once for each respondent,
regardless of the number of observations that respondent
participates in. However, some evaluation designs require that
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the identification data be collected for every observation.

Click the “Save’ button when done entering or editing the

information.

Administer Users

In the Administer Users module users are created. For each user there
are three sections: Identity/Login Information, Contact Information,

and Security Categorization.

1. Select “ Administer Users’ from the main menu.

System Administration Tool

Administer UEE—-::)
=

Create, modify, and wiew system users

LAY | Administer User Classes

Create, modify, and wiew user classes

LEES | Administer Permissions

Create, modify, and view explicit parmis
read/write access

Administer Code Tables

Create, modify, and view code groups a

Administer Hierarchies

Create, rmodify, and view category and :

T SN O Ny [y N P S Oy 8 DGOy Ny

2. Click “Create New User” to create a new user, or “Edit” next to a
user name to edit the user information.
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Usar Management: Manu

You can manage usars of the sysbem below:.

e

£f

E

Delete | Admirstrstor
Augustn Crana
Bily Jones

Dl it | Cniinile Opfesmanin
Pelete | Cotte Matal
Deplete | Consyns Aadslife
Prolete | lim Craver

Jan Boif

plete | Kevin Barth
Deelete | Merquis Pattarsan
Pralebe | Moy D;ulane'f
Balutn | Taress Grimes

ik
:

H
|E
I;

FRRTRER R
;

Edit | Baletn | Sor Ganait

Edix |EI.|.HI |9ribﬁrﬁ Difauk ORner

E

3. Each user will require the following information:

Full Name is required for each user. This name will normally be the
full or legal name of the user, and does not need to be unique. The
maximum length is 120 characters.

Login ID must be unique to each user. The maximum length is 16
characters.

User Classisrequired for each user. This defines the level of access
the user has to each module within the system.

A Password is required for login. The password does not need to be
unique. Inthe login view, the password being entered is hidden. The
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password must be at least six characters long and must include at
least two of the following: lower-case letters, upper-case letters,
numbers, or punctuation. The maximum length is 16 characters.

Notes, which is optional, may be entered for each user. The
maximum length is 4000 characters.

3. Select the class for the user.

4. Enter in the user contact information.

Identity /Login Information

* Full Name |Dnttie Natal

Change Password | |
Retype Password | |
# User Class System v
Notes (4000 characters max) DataEntry

Dennis' Data Entry
Evaluation Designers
Example Eval Designer

_Example User Class =
P Guy's Eval Designer
Organization Name s
Inactive
Street Address kb's data entry

Molly'sUserClass
Mailing Address
City ITE:st Class

P =

5. Select the appropriate security level for the user. The level of
security is defined for each user and is mandatory. Each user
must be assigned to the system hierarchy so that they can access
system-wide features.
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Contact Information

Organization Nams Imagen Multimedia Corp

Strest Address 300 North G Street
Mailing Address

City Lompoc

State CA

Zip Code 93436

Ernail Address dottie@imagenmm.com

Fiems 805-735-7576

Security Categorization

* Security Categorization Security Root
[ aeilly's statewide
Creen Smaoking
] Augie's Statewide
[JEvaluation Contractor
[JGrand Futures
[ Gunnisan County Partners
[ La Plata County Prevention Partners
[ia rasa
D Montezuma County Partners
[J surnmit Prevention Alliance
[ pemonstrations
Clcanp staff
[l oRC Macro Staff
[ Dennis' statewide
[I7/Ta Contractors
1o provider 1
5] Dwayne's Statewide
/T4 Contractors
[Jor provider 1
[l Guy's Statewide
[ 7sTa contractors
[0 GG provider 1
[ mMolly'sstatewids
[t/Tacentractors
[rroviders
[ mally'sPravidert

Administer Permissions

The Administer Permissions module allows authorized usersto set
explicit permissions on any database object. These permissions are
set on alogin user and object basis, rather than relying on hierarchies.
Each explicit permission record assigns a specific level of access (no
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access, input only, read only, read/write) on a specific database object
to a specific user.

This module is used for setting explicit permissions (i.e. auser is
explicitly granted a specific permission to a specific object). The
security system checks three things to determine what a user's
permissions to an object should be:

1. The system checks if the user created the object. If so, the user
is the object’'s owner and has read/write permissions to the
object. If the user isthe object's owner, the system doesn't
check [2] and [3] below.

2. If the user is not the object's owner, then the system checks
explicit permissions, which are set using this "Administer
Permissions’ module. If an explicit permission is set for a user
on an object, the system doesn't check [3] below.

3. If the user is not the object's owner, and no explicit
permission is set on this object for the user, the system checks
"implicit" permissions, which are defined by the user's
relative positional relationship to the object in the security
hierarchy. This is described in more detail below.

Implicit Permissions
Each user and each object are assigned to nodes in the security
hierarchy. A user'simplicit permissions on a given object are
determined by the user's location in the security hierarchy in relation
to an object's location in the same hierarchy. The default security
hierarchy, which cannot be changed but only added to, islaid out as
follows:
?? Security Root*

o Transfer*

o System*
For the purpose of explanation, let's say that the following hierarchy
is set up by a state (note that the built-in nodes are marked with
asterisks):
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?? Security Root*
o Shared Root Objects
o State
== Shared State Objects
e State Health Care
== State Health Care Objects
= Community Health Care
=& Community Health Care Objects
o Transfer*
o System*
To this hierarchy (and the users and objects associated with it) the
following rules are applied:
Rule A: No Access
If user does not have an ancestor or a descendant relationship with the
object, and they do not own the object, and they are not in the same
node, then no access is granted.

Rule B: Input Only

If the requestor's node is a descendant of the object node (i.e., State
Health Care is a descendent of State), then the requestor has input
only permission (i.e., State Health Care has input only permission on
items at the State level). In general, this permission alowsthe
requestor to insert datarecords, but may not view or modify data
objects belonging to others.

Rule C: Read Only

If the requestor's node is the same as the object node, but the
requestor is a different login user than the owner, then the requestor
has read only permission. Login users with read only permission may
read or view the data object, but cannot modify it. This would be the
case for multiple users at the Security Root level. Whoever created
the items under the root level (i.e., State) would have all accessto
those items. The other users at the Security Root level would only
have read permission. The point here isthat several people can be
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working on the same project, but not necessarily have read/write
access to each other's work.

Rule D: Read/Write Edit

If the requestor is the same login user as the object's owner, the
requestor has full read/write access to the data object, regardless of
hierarchical relationship. If the object node is a descendant of the
requestor's node (note that the object and the requestor are not at the
same node), then the requestor also has full read/write accessto the
data object aswell.

Implicit Permissions Example

Applying the rules above to the example security hierarchy yields the
following implicit security:

Putting all of the objects in the Shared Root Object node allows them
to be accessed on a read/write level by any user at the Security Root
level, no matter which user created them per Rule D. Note here that
no other usersin other nodes (i.e., State, State Health Care) would
have any accessto those items per Rule A since Shared Root Objects
and State are on the same level.

Putting all of the objects to be shared by State usersin the Shared
State Objects node would allow them to be accessed (read/write) by
any user at the State level, no matter which user created them per
Rule D. Associate "users' with the State node and "objects’ with the
Shared State Objects node. All State-level users would have read-
write access to those objects via Rule D. Also note that by putting
State Health Care and Community Health Care on the same level as
Shared State Objects, users in those nodes will not have any access to
objects in the Shared State Objects node (per Rule A).

For a given sub-state-level institution, for example State Health Care,
associate the "users' with the State Health Care node and the
"objects" with the State Health Care Objects node. This way any user
associated with the State Health Care node automatically has read-
write access to any object in the State Health Care Objects node.



Step-by-Step Guide to Using the Database Builder

Community Health Care users will not have access to any State
Health Care objects, State users will have read-write access to both
Community Health Care Objects and State Health Care Objects, as
will Security Root users. Finally, State Health Care users will not
have access to objects in Shared State Objects or Shared Root Objects
per Rule A (e.g. State Health Care is neither a descendant nor an
ancestor to Shared Root Objects or Shared State Objects).
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Permission Management: Menu

Below is the list of the all the ohjects of the highlighted type to which you have ReadWrite permissions. To
switch to viewing objects of a different type (e.g. "Instruments” instead of "Evaluation Packages") just click

on the link in the header below

OBJECTS

Evaluation Package | Instrument | Measure | Observation | Respondent Class

Yiew/Update Permissions

Augie's Test Tool for GPRA Measures

Yiew/Update Permissions CABR 001
Yiew/Update Permissions ChB 02
Yiew/Update Permissions ChB 03
« .. .. , . - —

¥iew/Update Permissions
1. Select the “ Administer Permissions’ from the main menu. Yiew/uUpdate Permisslons _|CAB 04
Yiew/Update Permissions ChB 05
Yiew/Update Permissi CAB 06
. A Yiew/Update Permissions CAB 07
SVStEm AdmlnlStratlun TDDI ¥Yiew/Update Permissions CAB 08
Administer Users Create, modify, and view system users View/Update Permissi caB 09
. . Yiew/Update Permissions ChaB 10
A0S | Administer User Classes Create, modify, and view user classes Yiew/Update Permissions | CAB 11
Yiew/Update Permissi CAB 12

Create, modify, and view explicit permis
read/write access

[
ﬁ Administer Permis@
[—

Administer Code Tables Create, modify, and view code groups a

(A0 | Administer Hierarchies

Create, modify, and view category and :

Yiew/Update Permissions

CI - Family Survey

Yiew/Update Permissions

CM - Individual/Peer

Yiew/Update Permissions

CM - Student Survey

Yiew/Update Permissions

Code book Instrurment

Yiew/Update Permissi

Copy of Dwayne's Test Tool

— N _xft_ . a A% % . _at___ w__1

2. Select the object for which you want to change permission. Click
on the object type for which you want to set permissions from the
links at the top of the page (Evaluation Packages, Instruments,
Measures, Observations, Respondent Classes) and then select the
object from the list.

Yiew/Update Permissions

Copy of test

Yiew/Update Permissions

Dennis' Instrument

Yiew/Update Permissi

Dup lowa

Yiew/Update Permissions

Dwayne's Test Tool

Yiew/Update Permissions

GG Test Instrument 3/10

¥Yiew/Update Permissi

Mally'sInstrurment

Yiew/Update Permissions

Second Dup Iowa

Yiew/Update Permissions

Share lowa

Yiew/Update Permissi

Teen Srmoking

Yiew/Update Permissions

test

Yiew/Update Permissions

Test Cab One

3. For each person in the group, select the appropriate permissions

from the options.
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Permission Management: Edit

Eslow are the permissians for Ch - Family Survey

PERMISSIONS

User Name Read/Write Read-only Input-only No Access Use Implicit
Administrator (3] (5] (9] .3 ®
Augusto Diana C) O O O @
Billy Jones (@] O 2] Q @
Dennis Opfermann (@] (2] O ] ®
Dottie Matal (o] (@] O O ®
Dwayne Radcliffe (0] (@] O O @
Guy Garnett O O () ¢] @
Jim Craver (3] (@] O O ®
Jon Rolf O O o] o] ®
Kevin Barth (@] O O (3] @®
Marquita Patterson (o] (o] (3] O ®
Mally Delaney () (2] (4] o} ®
Teresa Grimes {7 @] (o] o] G}

o]

[permissionEdit cfm] DbE 2,0

Administer User Classes

In the Administer User Classes module groups of users with various
level of accessto the system are created. A user class defines which
program features can be accessed by users belonging to the class. If a
user isrestricted from a program feature by their user class, they
cannot access the feature at al - even if they would otherwise have
access to data viathat feature.

There are two default user classes: a"system” class that provides full
access to all tools and features, and an "inactive" class that provides
no access to any features.

Each class has a name and a set of tools for which feature
permissions can be set. There are three levels of permissions:
disabled, view, and full. The default setting is disabled.

Disabled
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The user does not have access to the disabled tool at al. It will not
appear on their menus or options.

View

The user can call up or view data, but not be able to change data.
Save or update features are disabled.

Full

The user can perform al functions and activities, including the ability
to save or update data, within the tool.

1. Select “Administer User Classes’ from the main menu.

System Administration Tool

éﬂmmm______ Create, modify, and view systemn users
2| Administer User Elasslz__::’ Create, rmodify, and view user classes

Create, rmodify, and view explicit permis

LAt | Administer Permissions -
read/write access

Administer Code Tables
Administer Hierarchies

Create, modify, and view code groups a

Create, modify, and view category and :

O NS SNy = = P N Sy = PO~y |

2. Create anew user class by clicking on the “Create New User
Class’, or edit an existing class. The table will show the permissions
for each of the defined user classes.
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User Class Management: Edi
Create New User Class
| Instructions: Please use the form below to provide a name and permissions for this user class. |
Edit |Delete DataEntry
W code rate o B ioarchy o [ usar e ver Clss e
W rermission Mgt B Respondent Mgmt B Observation Mgt B Eval Package ¥ User Class Name ‘ |
M Dats Entry M Data Review/Edit M Data Transfer W arr Example Eval Designer
M Data Download M Adhoc Reports B instrument Access [l Measure Access * Code Table Management
System * Hierarchy Managernent
M code Table Mgmt B Hierarchy Mgmt [ User Mgmt W User Class Mgmt * User Management
M rermission Marnt B Respondent Maormt B Observation Mgt [l Eval Package *
M Data Entry M Data Reviewedit M Data Transfer M ar1 Uerrr @l REmemement
M Dats Download B &dhoc Reparts B instrument Access [l Messure Access * Permission Managernent
Edit |Delete |Evaluation Designers * Respondent Managament
© Code Table Mgmt @ Hierarchy Mgmt @ User Mamt © User Class Mgmt F R ———
M rermission Mgmt B Respondent Mgmt [l Observation Mgt [l Eval Package
M Data Entry M Data Review/Edit M Data Transfer M arr * Evaluation Package
B Data Download M Adhoc Reports B 1nstrument access B Measure Access * Data Entry
Edit |Delete |Example Eval Designer ¥ Data Review/Edit
u
© Code Table Mamt © Hierarchy Mgmt €@ User Mamt © User Class Mamt ST —
W rermission Mgt B Respondent Mgmt B Observation Mgt B Eval Package e Transter
B Oats Entry B Dats ReviewEdit M Data Transfer W arr * pp1
M Data Download M Adhoc Reports M Instrument Access [l Measure Access % Data Download
u
Edit |Delete Example User Class
* adhoc Reports
© Code Table Mgmt @ Hierarchy Mgmt @ User Mgmt © User Class Mgmt
M Permission Mgmt B Respondent Momt B Observation Momt B Eval Package + Tsipument: Heeess
M Data Entry M Datz Review/edit B Data Transfer W el * Measure Access
M Dats Download B &dhoc Reparts B instrument Access [l Messure Access
Edit |Delete Guy's Eval Designer “ m
© Code Table Mgmt @ Hierarchy Mgmt @ User Mamt © User Class Mgmt
M rermission Mgmt B Respondent Mgmt [l Observation Mgt [l Eval Package
M Data Entry M Data Review/Edit M Data Transfer M arr Ad m H H t C d T bl
M Datz Download M Adhoc Reports M 1nstrument Access B Measure Access InIS er O e a eS B .
Edit [Delete | Mally sUzerCiass Several lists of codes or choices are required when creating measures
© Code Table Mame © Hierarchy Momt O User gt O User Class Momt and instruments. Within the Administer Code Tables module, the user
W rermission Mgt B Respondent Mgmit [l Observation Mgt Bl Eval Package . . .
B ooetetry B ote Reviewszait B Dote Transter M aP1 will be presented with alist of codes for the selected code table. New
M Data Download M Adhoc Reports B 1nstrument access M Measure Access COd% Can be addaj, eXIgllng Ones I’edeflned, and unuwj Codes
deleted. Only codes that are not presently in use by any measure or
3. Edit the class by selecting the permissions for the class in each instrument may be deleted.
H H “ 77 H H H
drop down list. Click the “Save” button to store the settings. Code Abbreviation
The abbreviation is a short text string as a short representation of the
code. The abbreviation may appear in data downloads, or in locations
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where the code needs to be expressed in compact form. The
maximum length is 16 characters.

Code Text

The text is used to identify the code, and is what displays in the drop
down lists when defining or selecting codes.

Code Help

The code help text provides detailed instructions and rationale for the
code, such as count methods or other criteria used in deciding which
code is applicable. These data will be used to generate on-line help as
part of the measure search and download module. The code help text
may be page length (several thousand characters or more).

Code Description

The code description provides a detailed description of the code, and
will be used to generate on-line help as part of the measure search
and download module. The code description may be page length
(severa thousand characters or more).

1. Sdect “ Administer Code Tables’ from the main menu.

System Administration Tool

Administer Users
Administer User Classes

Create, rmodify, and view systemn users

Create, rmodify, and view user classes

Create, modify, and view explicit permis

LAt | Administer Permissions .
readfwrite access

Administer Code Table_s___:>
Administer Hierarchies

Create, modify, and view code groups a

Create, modify, and view category and :

O N Oy = D Y = Py

2. Select the code to edit.
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Code Table Management: View/Edit Code Tables

Code Tables

Edit Code Table Name Code Type
@ Explicit Permission Types System
g Hierarchy Association Types Systern
g Instrument More Info Yariables Systern
@ Measure More Info Variables Systern
@ Numbering Scheme Types System
g Object Types Systern
g Question Types Systemn
@ Respondent Creation Codes Systern

3. Select the code to be edited, or move the question type up or down
in the list using the Up and Down icons.

Code Table Management: View/Edit Code Tables

Code Table ¥alues: Question Types

Edit Delete Reorder Code Text Code Code Help Code Description
Abbrev.
@ ° ° Text 3 (undefined) (undefined)
@ ° ° Essay 5 {undefined) {undefined)
E ° ° Check all that apply & {undefined) {undefined)
E ° ° Multiple-Choice 4 {undefined) {undefined)
@ ° ° Nurneric {Integer) 2 (undefined) (undefined)
@ ° ° Scale 7 {undefined) {undefined)
@' ° ° Mumeric {Decimal) 1 (undefined) {undefined)

A Return to Menu

4. Edit the abbreviation, test, help text and description, then click the
“Save” button.
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Code Table Management: View/Edit Code Tables

Instructions

» Make any desired changes using the farm below
» Click on any button below to save your changes.

Code Properties

Code Abbrevia tion 7

P —— SGaIE e R

Code Help

Code Description

Administer Hierarchies

Hierarchies are used to organize evaluation packages, manage
permissions, and classify Measures and I nstruments.

The use of hierarchies for permissions management depends on the
concept of "parent” nodes and "child" nodes.

Hierarchies used to classify measures and instruments are defined
using a set of classification categories and additional information
variables.

Category Name

The name may contain non-alphanumeric characters, and may be up
to 120 charactersin length.

Category Abbreviation

The abbreviation may appear in data downloads or in other locations
where the value of the category needs to be displayed in compact
form. The abbreviation may be up to 16 characters in length.

Category Description
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Additional information is provided about the category. The
description may be up to 6000 characters in length.

Category Applicability

A category must be assigned to a group. Some categories apply to
both Instruments and Measures, while others are designed only to
apply to one or the other. When creating a new Category, you must
decide to what type of object(s) it will apply.

Category Exclusivity

Some categories are exclusive, others are not. If the category is not
exclusive, it must be possible for a measure to be classified using
multiple values from the category. For instance, if the "Example”
category is exclusive, Measures must be classified as either "One" or
"Twao", but not both.

If acategory is not exclusive, such as"Evaluation Type", an
Instrument, for instance, may be classified under any or al of the
subcategories such as "Process’, "Outcome”, or "Other".

Categories defined as being non-exclusive will be represented by
checkboxes in the Measure and Instrument editors. Those defined as
being exclusive will be represented by radio buttons.

1. Sdlect “ Administer Hierarchies’ from the main menu.

System Administration Tool

LESY | Administer Users
LESY | Administer User Classes

Create, modify, and view system users

Create, modify, and view user classes

Create, modify, and view explicit permis

LEEY | Administer Permissions -
readswrite access

Administer Code Tables

m Administer Hierarchies >

Create, modify, and view code groups a

Create, modify, and view category and ¢

SO DR DRI TR S BT DI S |

2. Click “Create Top-Level Category” to add a new top-level
category, or the“ Add” button to the right of a category to add a
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subcategory to that higher level category. button to store your changes.

Hierarchy Management: Hierarchical Structures Hierarchy Management: Hierarchical Structures
Instructions Instructions
® Click on a link below to view or edit category details ® Make any desired changes using the form below.
» Click on & to add a subcategory to a nods ® To save your changes, click an Save

All Database Categorical Structures
Create Top-Level Category Edit & Category

Categorization Category Name

=
o
=

|Augie's Statewide |

Category Abbreviation  [AGTATE

Category Description

General Assessment Domains (Measures and Instruments)

Community Factors

Environment Factors
Eamily Factors
Individual / Peer Factors

Institutional Factors

Measure Type (Measures only)

Category Exclusivity Allow to select multiple subcategories

SAVE

Identification Measure
Security Root (Security only)
ABilly's Statswide

Teen Smoking

Category Statistics

Augie's Statewids Associated with: 0 measures and instruments
Evaluation Contractor Dependants: 1 subcategories

Grand Futures (This category cannot be deleted because it is currently used.)

Gunnison County Partners

La Plata County Prevention Partners

La Rasa

Montezuma County Partners
Summit Prevention Alliance
Demaonstrations

CSAP Staff

ORC Macro Staff
Dennis' Statewide

T/TA Contractors

DJO Provider 1

(B, (. (M () [ (s (5 e (M (s (S (A ([ (8 (A A () [ (8

3. Click on a category to edit the category. Enter in the name,
abbreviation, description, and exclusivity. Y ou will see alist of the
measures, instruments and subcategories associated with the category
in the edit screen. You must first exit this section and remove any
dependencies before you can delete a category. Click the “ Save”




