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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 this time, 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 access to 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 
is a free product and CSAP provides the technical support necessary 
to get the tool up and running. 
 
1. Log on to the Database Builder data tool, click the mouse in the 
Login field and type in your User ID. Click in the password field and 
type in your password. Your system administrator will provide you 
with a login and password for the system. 
 

 
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 
menu. 
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Understanding the Terminology 
 
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 a measure, which is used to 

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 data is 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 data is 
entered into the Database Builder. 
 
Observations can be stand-alone, or part of a longitudinal series of 
observations (that is, measures that are administered over a period of 
time). Some observations may be arranged in a longitudinal series to 
support specific evaluation objectives. 
 
 
 
Enter Data With Wizard 
 
One task that is commonly done with the Database Builder is entering 
data into the system.  
 
1. Select “Enter Data With Wizard” from the main menu. 
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2. A list of open observations to which the user has at least input only 
access is presented. Use the drop down box to select the observation 
name to begin data entry.  
 

 
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.  

 
 
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 the data collected from the respondent. 

 

 
 
Review and Edit Data 
Occasionally you will need to review and edit answer records.  
 
1. When a user enters the module, a list of open observations to 
which the user has at least input only access is presented. Click on the 
Review And Edit Data link in the menu. 
 

 
 
2. Select the observation containing the observation you want to edit. 



Step-by-Step Guide to Using the Database Builder    page 4 of 33 

 
 
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. 
You 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. 
 

 
 

 

 
Generate Reports 
 
The Generate Reports module is intended to produce the most basic 
overview of a data 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. 
 

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

 
 
3. Select the observation to report and the “Next” button. 
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4. Once the observation is chosen, a data filtering and grouping menu 
is displayed. When the report is run, frequency counts are generated 
for the answers to each question. To generate a printable version of 
the report, click on Printer View. To change the filters, click on 
Previous. 
[picture not available at this time] 
 
Dual Observation (Side-by-Side Comparison) 
 
 
1. Select the Generate Reports link from the main menu. 
 

 
 

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

 
 
3. Select the observation series to report and the “Next” button. 

 
4. Select exactly two of the available observations in the series. 

 
5. Select the filters and items to report. Frequency counts are 
generated for each question, with the results presented side-by-side. 
To generate a printable version of the report, click on Printer View. 
To change the filters, click on Previous. 
 
[picture not available at this time] 
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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 a time, or as a longitudinal 
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 a list of longitudinal 
observation series if the longitudinal mode is selected. 
 
1. Select “Download” from the main menu. 

 
 
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 the file. 
 

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

 
 
4. In this example we have chosen an Excel file format and have read 
the file into Excel. The results are displayed: 
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Download Format 
Currently the download file is formatted for reading into Excel only. 
The output is a tab-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 
allow you 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" only, "Answer Text" 
only, or both "Answer Codes and Answer Text ". 
 
Manage Evaluation Packages 
 
An evaluation package is the 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 

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 as a whole. 
 
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. 
 

 
 
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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3. To add or edit the Evaluation Package Properties, click on the 
“edit” link next the title “Evaluation Package Properties”. 
 

 
 
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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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 
are included in this evaluation package.  
 

 
 
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. 
 

 
 
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. 
 

 
 
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 others in your group, transfer 
existing instruments from the main Measure and Instrument 
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. 
 

 
 
2. At this point, you can (a) 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, delete it or 
edit it. 
  

 
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 characters in 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 a result, 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, original purpose or intent, previous publication 
citations, and so forth. The instrument description may be up to 6000 
characters in length. 
 

 

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. 
 

 
 
10. Now, provide a categorization for the instrument by clicking on 
the “Edit” button next to the Instrument Categorization title.  
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11. Select the “Add Top-Level Categories” link. 
 

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

 
 

13. To view the instrument that you have created, you can click the 
“RTF Instrument View” for a version 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. 
 

 
 
RTF View 
Selecting this view option will open a text 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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Print View 
 

Data Entry View 

 
 
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 Instruments Repository 
(MIR). Click on the "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. You 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. You 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 the title. 
 
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 the title, 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. You 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. 
 

 
 
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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Manage Measures 
 
A measure is 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 others in 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. 
 

 
 

2. In a process 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. 
 

 
 
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 
characters in length. 
Measure Status 
Draft status indicates that the measure is still being worked on, and as 
a result, 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 characters in length. 
 

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

 
 
Select the type of question from the drop down list of types. 
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Select “Yes” or “No” for whether this question is required for 
this measure. If required, when the data is 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 analysis in 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). 
 

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

 

 
 
 
Manage Observations 
 
Observations can be stand-alone, or part of a longitudinal series of 
observations. 
 
1. Click on the “Manage Observations” link in the main menu. 
 

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

 
 
3. Enter (or edit) the observation abbreviation. The Abbreviation is a 
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 simply a number. The Abbreviation may 

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 
questions 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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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 data into 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 

during the data entry process. Respondents previously defined (either 
through the Manage Respondents module or by entry of data for 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. This is the 
default. 
 
8. When creating an observation, the start and end dates may be 
specified, but this is 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 always 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 a longitudinal 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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2. Select a respondent 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; alternatively, data 
may be entered for existing respondents in the class, depending 
on the setting of the respondent creation property. 
 

 
 
3. Add observation information to the observation by using the 
“Add” button. 
 

 
 
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 is simply 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 characters in 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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5. Next, add the observation series list. Click on the “Add” button in 
that section to select the observation series. 
 

 
 
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 class is 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. 
 

 
 
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 ID 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 

also be supplied. When the respondent class is created, respondents 
are added to the class with respondent ID values generated according 
to the selected numbering scheme. 
 
External: The respondent ID 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.  
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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 "Identification Measure" category are available. 
 
Enter yes or no for the Identification Re-entry. Identification 
data may be collected for a respondent 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 

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. 
 

 
 
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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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 Class is required 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. In the login view, the password being entered is hidden. The 

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. 
 

 
 
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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Administer Permissions 
The Administer Permissions module allows authorized users to set 
explicit permissions on any database object. These permissions are 
set on a login user and object basis, rather than relying on hierarchies. 
Each explicit permission record assigns a specific level of access (no 

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. a user 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 is the 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's implicit 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, is laid 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  
?? 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 allows the 
requestor to insert data records, 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 access to 
those items. The other users at the Security Root level would only 
have read permission. The point here is that several people can be 
working on the same project, but not necessarily have read/write 

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 access to the 
data object as well. 
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 users in other nodes (i.e., State, State Health Care) would 
have any access to 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 users in 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. 
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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). 
 
1. Select the “Administer Permissions” from the main menu. 
 

 
 
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. 
 

 
 
3. For each person in the group, select the appropriate permissions 
from the options. 
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Administer User Classes 
In the Administer User Classes module groups of users with various 
level of access to the system are created. A user class defines which 
program features can be accessed by users belonging to the class. If a 
user is restricted from a program feature by their user class, they 
cannot access the feature at all - even if they would otherwise have 
access to data via that 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 

The user does not have access to the disabled tool at all. 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 all functions and activities, including the ability 
to save or update data, within the tool. 
 
1. Select “Administer User Classes” from the main menu. 
 

 
 
2. Create a new 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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3. Edit the class by selecting the permissions for the class in each 
drop down list. Click the “Save” button to store the settings. 
 

 
 
Administer Code Tables 
Several lists of codes or choices are required when creating measures 
and instruments. Within the Administer Code Tables module, the user 
will be presented with a list of codes for the selected code table. New 
codes can be added, existing ones redefined, and unused codes 
deleted. Only codes that are not presently in use by any measure or 
instrument may be deleted. 
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 
(several thousand characters or more). 
 
1. Select “Administer Code Tables” from the main menu. 
 

 
 
2. Select the code to edit. 
 

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

 
 
4. Edit the abbreviation, test, help text and description, then click the 
“Save” button. 
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Administer Hierarchies 
Hierarchies are used to organize evaluation packages, manage 
permissions, and classify Measures and Instruments. 
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 characters in 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 

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 
"Two", but not both. 
If a category is not exclusive, such as "Evaluation Type", an 
Instrument, for instance, may be classified under any or all 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. Select “Administer Hierarchies” from the main menu. 
 

 
 
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. 
 

 
 
3. Click on a category to edit the category. Enter in the name, 
abbreviation, description, and exclusivity. You will see a list 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” 

button to store your changes. 
 

 
 
 


