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Reports Tab

Introduction:

The Reports section allows you to generate the Interim and Annual Progress reports required by
the CDC each budget period. Your Project Officer/Program Consultant will provide you with the
exact date for submission of the reports.

¢ Interim Progress Report - includes Action Plan/Community Action Plan progress for
the first six months of the budget year, and the Action Plan/Community Action Plan
for the upcoming budget year.

e Annual Report - includes progress for the entire budget year.

Information from various sections of the MIS is used to generate the reports. The MIS guides you
through a series of steps required for creating the report. At the end of this process, you will have
the option to create a draft version of the report for review. Any updates necessary once the draft
report is generated should be made in the MIS and a new draft copy of the report should be run.
Once you are satisfied with the information contained in the report, you will have the option to
finalize and print the report for submission to the CDC.

Accessing Reports in the MIS:

e To access either report, click the Reports tab.

e The system will default to the correct report (Interim or Annual) based on the current date. If
you need to access the other report, click on its link.

e To view reports from a previous year if available, select the year from the drop-down list and
click the ‘Go’ button.

System FOAs B . Program i Resources il Planning l Action lEummunil:vl l Reports l Search
Admin Recipients Information Plan Information
Interim Report |\:l.1ﬁl.|a| Report
2012-2013 Reports Year: | 2012-2013 I
: : Click the year drop down
C|ICk. a link to select the list to view reports from
Interim or Annual report a previous year.
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Interim Report Instructions:

The Interim Report contains the Action Plan/Community Action Plan for the current year, progress
for each Annual Objective, and the Action Plan for the upcoming budget year.

To create the Interim Report:

¢ Navigate to the Reports tab. Depending on the reporting period, the Interim Report page
will be displayed. If not, click on the Interim Report link.

- The MIS will guide you through the five steps required to generate the Interim
Report:

o Step 1: Review Errors in Current Action Plan
Step 2: Enter Report Narrative

Step 3: Transfer Information

Step 4: Review Errors in the New Action Plan
Step 5: Update Report Status

O O O O

- Each step must be completed in the order shown. Subsequent steps are not
accessible until the current step is complete.

- Initially, the status of each step is set to ‘Incomplete’. As you finish a step, the
status is automatically changed to ‘Complete.’

e To execute a step, click on its link.

System FOAs & Program Resources Planning Action Community Reports Search
Admin Recipients ||Information Plan Information
Interim Report | Annual Report
2012-2013 Reports yeoar: | 2017-2013 v

Click on the link to

Interim Report - DRAFT execute the Stepl

Process Status
Step 1: Review Errors in Current Action Plan Incomplete
Step 2: Incomplete
Step 3: Incomplete
Step 4: Incomplete
Step 5 DRAFT

\ Step Status
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Step 1: Review Errors in Current Action Plan

e In Step 1, the MIS reviews the current Action Plan/Community Action Plan to check that
information required for generating the Interim Report has been entered. The following

information is required for the Interim Report:

- Each Annual Objective must have progress entered for first 6-months
- At least one Activity must be entered for each Annual Objective

e The results of the system’s Action Plan/Community Action Plan review are displayed:

@ - Indicates information has been entered
@ - Indicates information has not been entered

N/A - Indicates information is not required

Interim Report - DRAFT

Step 1 of 5: Review Errors in Current Action Plan

& Print this page

Listed below are all objectives and activities to be included in the report. Please print this page, review and correct any invalid information. The following information

is required:

» Each Annual Objective must have at least one PROGRESS entered.
+ Each Annual Objective must have at least one ACTIVITY entered.

Select the @ jcons below to add progress or activities, Once all corrections have been made, select FINISH .

Action Plan
. Progress Activity
B Entered? Entered?
PPO: 1 - Increase the number of non-smokers from 5 to 10 by September 2017. MN/A N/ A
AO: 1.1 - Decrease the number of smokers from 10 to 5 by September 2013. () 1]
AO: 1.2 - Increase the proportion of nen-smokers to smokers from 0 to 10 by September 2013. @ @
AO: 1.3 - Maintain the number of non-smokers from 10 to 10 by September 2013, () @
Community Action Plan
Healthy Mon-Smoking Community
. Progress Activity
S Entered? Entered?
Community: Healthy Nen-Smeking Community N/A N/A
PPO: 1 - Increase the number of asdfasdf from 0 to & by September 2017. N/ A N/A
AO: 1.1 - Decrease the percent of asdfsdf from 50% to 25% by September 2013. @ @
AO: 1.2 - Increase the proportion of asdsd from 5 to 25 by September 2013, w [~]
R 1t
Click the red ‘!
icon to enter
missing
information
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To enter missing activities or progress:
e Click on the red ‘I icon. The page required to enter the missing activity or progress will be displayed
in a ‘pop-up’ window over the ‘Step 1: Review Errors in Current Action’ Plan page.

FLY
Annual Objective Activity *Required
Curren
ind act) Add Annual Objective Activity formation.
Related Annual 1.1 - Decrease the number of smokers from 10 to 5 by
inual O Objective: September 2013,
nual ¢
* H— .
id prog Activity ID: |
* Activity Title: |
* Activity Description: St
C el En
af non-
mber o
portion
nber of W
Characters: 0/ Maxirnum: 2000
¥ *Lead Personnel | Select
Assigned:
] Prc
*Key Contributing [INo partners assigned Eni
king Co Partners:
Ao rmil =l Cmlmmm A

Pop-up window to
enter missing progress
or activity

e Enter the required information and click ‘Save.” The activity or progress entered will be saved
in the current year’s Action Plan.

e On the Review page, the red ‘!" icon will be replaced with the green ‘v icon.

e Missing Objectives Warning:
- Some programs require at least one Annual Objective for each Project Period Objective
(PPO) entered in the Action Plan. The MIS checks for this condition and issues a warning
message if it finds PPOs without Annual Objectives. Each PPO missing an Annual
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Objective is highlighted, and a message with a check box to ‘Continue without annual
objectives’ is displayed at the end of the page.

- If your program requires at least one Annual Objective for each PPO, do not check the
‘Continue without Annual Objectives’ check box. Instead, click the ‘Return to the Action
Plan” link to go back to the Action Plan and enter an Annual Objective for the highlighted
Project Period Objective. (Please refer to you program guidance to determine if this
applies to you. If your Program guidance allows a PPO to be entered without an Annual
Objective, click the checkbox to continue. The ‘Finish’ button will then be enabled,
allowing you to complete Step 1.)

Missing Objectives Warning:

Community Action Plan

Healthy Non-Smoking Community

B
Community: Healthy Non-Smoking Community N/A N/A
PPO: 1 - Increase the number of asdfasdf from 0 to 6 by September 2017. N/A N/A
AO: 1.1 - Decrease the percent of asdfsdf from 50% to 25% by September 2013. (1] o
AO: 1.2 - Increase the proportion of asdsd from 5 to 25 by September 2013. @ (@]
AO: 1.3 - Increase the number of blah from 0 to 1 by September 2013. (1] o
PPO: 2 - Maintain the rate of asdfsd from 1 to 1 by September 2017. N/ A N/A

AO: No Annual Objectives entered.

One or more Project Period Objectives highlighted above are missing Annual Objectives. Please check the 'Continue’ box below if you wish to continue without
entering Annual Objectives, or Return to the Action Plan or Return to the Community Action Plan

(\WWDContinue without entering Annual Objecti Vs‘:

Finish later

Click this checkbox if you don’t need to add
Annual Objectives for the highlighted Project
Period Objective
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e When all errors have been corrected, and all icons are green, the finish button will be enabled.
If the PPO without Annual Objectives warning is displayed, the ‘Finish’ button will not be
enabled until the ‘Continue without Annual Objectives’ box is checked, or at least one Annual

Objective is entered for the PPO.

Action Plan
Objectives
PPO: 1 - Increase the number of non-smokers from 5 to 10 by September 2017,

AO: 1.1 - Decrease the number of smokers from 10 to 5 by September 2013,

AO: 1.2 - Increase the proportion of non-smokers to smokers from 0 to 10 by September 2013,

AO: 1.3 - Maintain the number of non-smokers from 10 to 10 by September 2013.

Community Action Plan

Healthy Non-Smoking Community

Objectives
Community: Healthy Non-Smoking Community
PPO: 1 - Increase the number of asdfasdf from 0 to 6 by September 2017.
AO: 1.1 - Decrease the percent of asdfsdf from 50% to 25% by September 2013,
AO: 1.2 - Increase the proportion of asdsd from 5 to 25 by September 2013,

AO: 1.3 - Increase the number of blah from 0 to 1 by September 2013.

( Finish | [ Finish later ]

¢ Click the Finish button to complete Step 1. This will also enable Step 2.

2012-2013 Reports Year: 2012-2013 v

Annual Report - DRAFT

Process

Step 1: Review Errors in Current Action Plan
Step 2: Enter Report Narrative

Step 3:

Step 4:

button to save your changes and return to Step 1 later.

Progress
Entered?
N/ &

©
@
©

Progress
Entered?
N/ &

N/A
©
©
©

Status

Complete
Incomplete
Incomplete

DRAFT

If you were not able to add all the required activities or progress, you can click the ‘Finish Later’
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Step 2: Enter Narrative Report

To complete Step 2 of the Interim Report process:

1.

Click on the ‘Step 2: Enter Report Narrative’ link. The system displays the Step 2 of 5: ‘Enter Report
Narrative’ page.

In the "Please describe the most significant accomplishments during the reporting period field”
enter a detailed description of the significant accomplishments made by your program for the first 6
months of the reporting year, including collaboration across other chronic disease programs.
Maximum text is 5,000 characters or about 1,000 words. You may enter information directly in the
text box, or cut and paste information from another application such as Microsoft Word.

In the "Please describe the most significant challenges during the reporting period” field, enter a
detailed description of the significant challenges encountered by your program during the first 6
months of the reporting year. Maximum text is 5,000 characters or about 1,000 words. You may
enter information directly in the text box, or cut and paste information from another application such
as Microsoft Word.

When finished entering information, click ‘Save’. The system saves the narrative report, marks Step
2 as Complete, and enables the link for ‘Step 3: Transfer Information’. (Note: the ‘Save’ button is
disabled when the narrative field is blank and becomes enabled when text is entered.)

Note: You can update the narrative report in Step 2 as often as necessary up until the Interim

Report is finalized in Step 5.

Interim Report - DRAFT

Step 2 of 5: Enter Report Narrative

“Pleaze describe the most significant accomphishments dunng the reporting pengd:

*"‘I'
During the first & months of the budget period, the program made the following significant
accomplishments:

Characters 0 / Maxmunn: 5000

“Plaase describe the most significant challenges during the reporting period:
—*—I|

During the first & months of the budget period, the program encountered the following significant
challenges:

\

Enter narrative report information about
your significant accomplishments.
Maximum text is 5,000 characters,
about 1,000 words.

Charpcters 0 Musdenanr: 5000 \

Enter narrative report information about

— [save| | Cancel |

significant challenges.
Maximum text is 5,000 characters,
about 1,000 words.

When finished, click ‘Save’.
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Step 3: Transfer Information

Step 3 transfers information from one budget year to the next. Information in the following tabs will be
transferred to the upcoming year:

Important

» Tabs are displayed in the MIS according to the specific FOA associated with a user.

o Program Information tab - All Contact Information and Program Summary information.

o Resources tab - All active Personnel, Partners, and Contractors/Consultations; all ‘Vacant’
positions; the Partnership/Coalition, and the Leadership team.

o Financial tab - All information.

o Planning Tab: All information (Standard and Other Data Sources, Plans and Logic Models).

o Action Plan - All information except PPO and AO progress. Products will be transferred if the
related Activity is transferred.

o Community Information - as applicable.

o All existing attachments in any section.

o » Project Period Objective (PPO) Progress and Annual Objective Progress cannot be
¥ transferred to the upcoming year. Progress must be entered on an annual basis, at least once
Haote for each PPO (during Annual Report), and twice for each Annual Objective (once per Interim

and once per Annual).

To transfer information to the upcoming year:

e Click the link to execute ‘Step 3: Transfer Information’

e The Action Plan items selected for transfer will be displayed. Click the ‘View All for YYYY-YYYY’
link to see an expanded list of information that will be transferred from the Personnel, Partners,
Contract/Consultant and Action Plan sections.

e You may uncheck Action Plan/Community Action Plan items selected for transfer if you do not want
them transferred to the upcoming year. However, you must uncheck all associated Activities before
you can uncheck an Annual Objective, and if you check an Annual Objective Activity, the Annual
Objective will also become checked.
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Click the green

2012- 2013 Action Mlan | View a8 for 2012-2013 checkbox to

SEIEE prevent the
Objectives & ACtivities Translar Dat ..
PPO: 1 - Increase the rumbaer of nfrastructuns Commirscalions Componsnts supperting CTG actratias from 0 Bo 10 by Septembar 2016, acthlty or
A0 1.1 - Incraass tha parcent of the pubbs sxposed (o massages about communty reads and CTC planmed afforts and ackhernsamsnts of objective from
adults 18+ in the 12 intensive counties from 1% to 15% by September 2013.
ACT: 1.1.1 - Basebne public opinion poling = being tra nsferred

ACT: 1.1.7 - Local Presentatons .
to the upcoming
ACT: 1.1.3 - CA Broadcasters AssocCiateon

ACT: 1.1.4 - Local media B year

ACT: 1.1.5 - Community avents =

ACT: 1.1.6 - Targeted communications and Erainings B

ACT: 1.1.7 - Statewide CTG pressntabons/presence =
Ad: 1.2 - Increase the numbser of pariners exposed o messages about community needs and CTG planned efforts in the 12 mtensive 10/11072012
counted from 24 to 48 by September 2011

ACT: 1.2.1 - COSMP webnar =

ACT: 1.2.2 - Logec Modebng webmar & TA -

ACT: 1.2.3 = MUH Webmnar =

Community Action Plan

Healthy Non Smoking Community

Objectives & Activities Transfer Date Transfered
Community: Healthy Non Smoking Community 03/07/2013
PPO: 1.0 - Increase the number of surveys from 2 to 10 by September 2017. 03/07/2013
AO: 1.1 - Decrease the number of smokers from 66 to 3 by September 2013. 03/07/2013
ACT: 1.1.a - Decrease the number of smokers
ACT: 1.2.a - second activity

» Click the Transfer button to have the selected items transferred to the upcoming
budget year. The status of Step-3 will be changed to ‘Complete’ and Step-4 will be
enabled.

» If you add new information to the current budget year Action Plan after executing
the transfer step, the MIS will evaluate the changes made and reset the status of
Step 1 to ‘Incomplete’ if necessary. If the status of Step 1 is changed to
‘Incomplete’, you will need to rerun Step before you can proceed to Step 4. (Note:
the status of Step 2 will not be changed.)

» The ‘Transfer step may be run multiple times to transfer new information. Once an
item has been transferred, it cannot be transferred again.

» If you edit an item in the current year after the transfer step, unless a change is
made in the Action Plan, you will need to make the same edit in the upcoming year,
if the change is needed in both years.

> If you are not ready to complete the transfer step, click the ‘Cancel’ button to return
to the Interim Report main page.

» On completion of the transfer step, the new budget year will be created in the MIS.

» Both the current year and the upcoming year will remain open for data entry until
the report is finalized in Step 5. Once the report is finalized, any updates will not
appear in the report.
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I rtant
PN the current year.

Please make sure that you have selected the correct year when entering data. If you
inadvertently enter data in the upcoming year, you will need to delete it and re-enter it to

Interim Report | Annuzl Report

2012-2013 Reports Year: | 2012-2013
2011-2012

2010-2011

. 2009-2010
Interim Report - DRAFT 2008-2009

Process
Step 1: Review Errors in Current Action Plan

v [co]

2012-2013

Step 4: Review Errors in New Action Plan

Click on the Year
drop down list to
access the new
budget year.

Status
Incomplete

e In Step 4, the MIS reviews the upcoming year’s Action Plan/Community Action Plan to check that
information required for generating the Interim Report has been entered. The only requirement for
the upcoming year for the Interim Report is:

- Every Annual Objective must have at least one Annual Activity associated with it.

e C(Click the step name link to execute Step 4. The MIS reviews the new Action Plan and displays a

report of any errors found.

e The results of the system’s Action Plan review for the upcoming year are displayed:
© - Indicates information has been entered

@ - Indicates information has not been entered

N/A - Indicates information is not required

e Click on the red ‘I’ icon to display the ‘Add Activity’ page.
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Interim Report - DRAFT & Print this page

Step 4 of 5: Review Errors in New Action Plan

Print this page to review and correct any missing activities in your Action Plan. If you need to add additional Annual Objectives and/aor Activities, please visit the Action Plan tab
to do so, and then return to this screen to check your work. The following information is required:

» Each Annual Objective must have at least one ACTIVITY entered.

Select the & icons below to add activities. Once all corrections have been made, select FINISH .

Action Plan
Objectives Activity Entered?
PPO: - Maintain the number of ACHIEVE national partnerships from 5 to 5 by September 2013, NS
AO: - Increase the number of communication opportunities with national partners from 2 to 3 by September 2014. (V]
PPO: - Maintain the number of communication tools and products from 3 to 3 by September 2013. N/
AO: - Increase the number of ACHIEVE communities with access to the website from 134 to 150 by September 2014. (~]
AO: - Increase the number of information sharing/communication mechanisms from 2 to 4 by September 2014, (~]

Community Action Plan

Community far a Smoke-Free Society

Objectives Activity Entered?
Community: Community for a Smoke-Free Society N/
PPO: 1.01 - Decrease the number of smaokers from 6000 to 0 by September 2013. N/
AO: 1.02 - Decrease the number of smokers to 0 by September 2014. @

e Asshown in Step 1, the ‘Add Activity’ page will be displayed in a pop-up window over the review
page. Enter the required information and click the ‘Save’ button. The activity entered will be saved
in the new year’s Action Plan, and the red ‘!’ icon on the review page will be replaced with a green
¢ Zicon.

e Click the Finish button to complete Step 4. This will also enable Step 5.

e If you were not able to add all the required activities or progress, you can click the ‘Finish Later’
button to save your changes and return to Step 4 later. However, you won’t be able to proceed to
Step 5 until Step 4 is finished.

Step 5: Update Report Status
e In Step 5, you will finalize the Interim Report.

e Note: Once information is transferred, any changes to the information in the current year will not be
reflected in the upcoming year.

e At any time before you finalize the Interim Report, you can view a draft of the report by clicking on
the ‘Print Report’ link on the Interim Report main page.
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Interim Report - Finalized for submission to CDC

Process
Step 1:

Step 2:
Step 3:
Step 4:
Step 5:

Finalized Report
Finalized on: 07/08/2013

View and Print Report

Status

Finalized for submission to COC an
07/08/2013

Finalizing the Interim Report

To finalize the Interim Report, you must complete Step 5:

1.
2.

Click on the ‘Step 5: Update Report Status’ link.

Link to view and
print Annual Report

In the Report Status field, select the ‘Finalized for submission to CDC’ option.

Enter the submission date into the text box (in the format MM/DD/YYYY). You can also click the
calendar icon to select a date. This field is required.

Click the ‘Save’ button.

Note: The ‘Save’ button only saves the selected ‘Report Status’, it does NOT finalize the report.

Interim Report | Annual Report

2012-2013 Reports

Interim Report - DRAFT

Step 5 of 5: Update Report Status

"Report S5tatus:

& Draft

Select the option: ‘Finalized for
submission to CDC'.

/{:} Finalized for submission to CDC T

You must also enter the
date finalized.

You can click on the
calendar to select a

date.

[Save] [ Cancel ]

/

Click ‘Save’ when you are
finished entering the date.
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4. After you click the ‘Save’ button you will be prompted to confirm the change of the report status
from ‘Draft’ to ‘Finalized’.

e Click the “Yes’ button to complete the finalization process. The report status will be
updated to ‘Finalized’ and the submission date will be entered. A link to view and print the
finalized Interim Report will be displayed on the Interim Report main page.

¢ Click ‘No’ to cancel the report finalization and return to the Update Report Status page
where the report status will change back to ‘Draft’.

Interim Report | Annuzl Report

2012-2013 Reports

Interim Report - DRAFT

Step 5 of 5: Update Report Status

Are you sure you wish to change the Progress Report status to "Finalized for submission to the CDC"?

[Yesl [ND]

Click 'Yes’ to complete Step 5 and
finalize the report.

5. After you click ‘Yes’ on the confirmation message, the system saves the finalized status and the
submission date. The system also does the following:

e Saves the finalized Interim report and creates a PDF file of the report.
e Allows you to view and print the PDF from the report Interim Report main page.
¢ Disables all the steps of Interim Report (for non-CDC users).

e Changes ‘Progress’ entries in the current year to ‘view only’ if the date of the entry is within
the first six months of the reporting period.

e Creates a ‘Previously Finalized Reports’ section on the Interim Report main page, where
you can see the finalized date and also view and print the report.

e Enables Step 1 of the Annual Report for the current budget year.
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Viewing and Printing a Report
To view and print the finalized Interim Report, follow the 2 steps below:
1. Inthe ‘Previously Finalized Reports’ section (located beneath the list of steps), click on the

‘View and Print Report’ link. The system displays pop-up window which shows the status of the
report and how to access it..

Your report has submitted for processing

To check the status, click Wy R t= located at the top right of vour screen

2. Click the ‘My Reports’ link to open the report.

Interim Report | Annuzl Report

2012-2013 Reports Year: FVEENTE |

Interim Report - Submitted for processing

Process Status
Step 1: Review Errors in Current Action Plan

Step 2: Enter Report Narrative

Step 3: Transfer Information

Step 4: Review Errors in New Action Plan

Step 5: Update Report Status Your report has been submitted for
processi o check the status,
( ocatad at the

Important Notes about Reports

e The MIS does not submit the Interim Report to CDC; you must manually submit the report
according to CDC and PGO guidance.

e If your report is not finalized in the MIS by the report due date, the report will be locked down and
marked as “Past Due”. If this occurs, you must contact your project officer to unlock the report for
editing.

e If your report has been finalized by mistake, you must contact your project officer for assistance.
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e If your report has been finalized and is then reverted to DRAFT status for any corrections, both the
original and the newly submitted report will be saved in the MIS, and both reports will be displayed
in the ‘Previously Finalized Reports’ section.

»  The MIS does not submit the report. You need to print and submit the Interim
Important Report to CDC according to CDC and PGO guidance.

> Please contact your Project Officer or Program Consultant if you have
finalized the report in error.

Annual Report Instructions

In the 1%'and 5™ years of the FOA, the Annual Report section will be enabled regardless of the Interim
report Status. In the 2" through the 4" years, the Annual Report section will be disabled until the Interim
Report is finalized.

To create the Annual Report:

¢ Navigate to the Reports tab and click on the Annual Reports link. The MIS will guide you through
the 4 steps required to create the Annual Report:
o Step 1: Review Errors in Current Action Plan
o Step 2: Enter Narrative Report
o Step 3: Transfer Information
o Step 4: Update Report Status

e Each step must be completed in the order shown. Subsequent steps are not accessible until the
current step is complete.

e |nitially, the status of each step is set to ‘Incomplete’. As you finish a step, the status is
automatically changed to ‘Complete.’

e To execute a step, click on its link.
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Link to Annual Report

Interim Report | Annual Report

2012-2013 Reports Year: | 2012-2013

Annual Report - DRAFT

Process

Step 1: Review Errors in Current Action Plan
Step 2

Step 3:

Step 4;

Click the step’s link to
execute the step

Status
Incomplete

Incomplete
Incomplete

DRAFT

\

\

Step Status
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Step 1: Review Errors in Current Action Plan

e In Step 1, the MIS reviews the current Action Plan to check that information required for
generating the Annual Report has been entered. The following information is required for the

Annual Report:

- Progress must be entered for each Project Period Objective

- Progress must be entered for each Annual Objective for the second 6-months of the

reporting period

- Atleast one Activity must be entered for each Annual Objective

e The results of the system’s Action Plan review are displayed:
@ - Indicates information has been entered

@ - Indicates information has not been entered

N/A - Indicates information is not required

e To enter missing information: click on the red ‘" icon and the page for entering the missing activity
or progress will be displayed in a ‘pop-up’ window over the ‘Step 1: Review Errors in Current Action’

Plan page.

Annual Report - DRAFT

Step 1 of 4: Review Errors in Current Action Plan

& Print this p

Listed below are all objectives and activities to be included in the report. Please print this page, review and correct any invalid information. The following information is

required:

» Each Project Period Objective must have at least one PROGRESS entered.
» Each Annual Objective must have at least one PROGRESS entered.
+ Each Annual Objective must have at least one ACTIVITY entered.

Select the @ jcons below to add progress or activities. Once all corrections have been made, select FINISH .

Action Plan

Objectives

Progress Activity

Entered? Entered?
PPO: - Maintain the number of ACHIEVE national partnerships from 5 to 5 by September 2013. (1] N/A
AO: - Increase the number of communication oppartunities with national partners from 2 to 3 by September 2013. 1] (]
PPO: - Maintain the number of communication tools and products from 3 to 3 by September 2013. (1] NfA
AO: -Increase the number of ACHIEVE communities with access to the website from 134 to 150 by September 2013, (1] [~}
AO: - Increase the number of information sharing/communication mechanisms from 2 to 4 by September 2013. 0 e
Community Action Plan
Community for a Smoke-Free Society
Objectives Progress ACtIVItV:'

Community: Community for a Smoke-Free Society
PPO: 1.01 - Decrease the number of smokers from 5000 to 0 by September 2013.

AO: 1.02 - Decrease the number of smokers to 0 by September 2013.

Click the red ‘1" icon to input missing
information.
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e Enter required information in the pop-up window and click ‘Save.” The progress or activity
entered will be saved in the current year’s Action Plan.

e On the Review page, the red ‘!’ icon will be replaced with a green * "’ icon.

at Act
tivitie | Annual Objective Progress ‘Required |atio
Perio . .
Objeq Add Annual Objective Progress
Objed

Related Annual - Increase the number of communication opportunities
jress (| Objective: with national partners from 2 to 3 by September 2013.

* Progress Period: | Select one |

* Objective's Target  OYes ONo & Ongoing

VEna Met: —
il * Current [ ] Cunknown at this time

Measurement: L]
anicat] * pescribe Progress: ﬂ
CHIEWI
farmal

Characters: 0/ Maximum: 5000

| £ = x
i B Facilitating Factors "
smokll of Success: /
mber H

Pop-up window to
enter missing progress
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Entire pop-up window

Related Project
Period Objective:

" Progress Peariod:

" Objective's Target
PMet:

" Current
Measuremeant:

¥ Describe Progress:

T Facilitating Factors
of Success:

T Barriers/Issues
Encountered:

T Plans to Owearcorme
Barriers/Issues
Encountered:

Unanticipated
Cubc ormes Resulting
from the O biective:

Project Period Objective Progress

Add Project Period Objective Progress

1B - Increasse the percent of restaurants that ars
tobacco-free from S2% to 100% by September 201 6.

|SE|ECt ane -

Yes Mo (2rOngoing

|:| U nkmicwemn =t this time

*Reguired

|*

[l

{Characters: O Masinmwamc SO0

|

Oharacterss 0 7 Macdmmaann: SO0

|l

{Oharscters: 0 F hacimmauann 5000

B

Charactars O/ Masinnasnnc SO0

el

Charactars O / kasinnasnnc S000

[Saw=] [ =ancel ]

-

Click ‘Save’ after all
information is entered.
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Missing Objectives Warning:

e Some programs require at least one Annual Objective for each Project Period Objective (PPO)
entered in the Action Plan. The MIS checks for this condition and issues a warning message if it
finds PPOs without Annual Objectives. Each PPO missing an Annual Objective is highlighted
and a message with a check box to ‘Continue without annual objectives’ is displayed at the
bottom of the page.

e If your program requires at least one Annual Objective for each PPO, do not check the
‘Continue without Annual Objectives’ check box. Instead, click the ‘Return to the Action Plan’
link to go back to the Action Plan and enter an Annual Objective for the highlighted Project
Period Objective. (Please refer to you program guidance to determine if this applies to you. If
your Program guidance allows a PPO to be entered without an Annual Objective, click the
checkbox to continue.)

Annual Report - DRAFT

Step 1 of 4 Review Errors in Current Action Plan

Listed belaw are all objectives and activities to be included in the report, Please print this page, reviaw and correct any invalid information. The folloving informtion is required:
+ Each Project Period Objective must have at least one PROGRESS enterad,
+ Each Annuzl Objective must have at least one PROGRESS entered,
+ Each Annuzl Objective must have at least one ACTIVITY entered,

Select the U icons belowto add progress or activities, Once all comactions have been made, select FINISH .

B it this page

Objectives Progress Entered?  Activity Entered?

PRO: 1A - Increzse the percent of Tobaceo frae parks to 100% by September 2015, 0
AQ: 1.0 - Detrease the number of complaints for restrictions needed to 10 by September 2012, 0

PPO: 1B - Increzse the percent of restaurants that are tobacco-free from 52% to 100% by September 2016, 0
AQ: flo Annual Objectives entered,

One or more Project Period Objectives highlighted above are missing Annuzl Objectives, Plaase chack the 'Continue’ box belowif you vish to continuz vithaut entering Annual Objectives, or Return ta the Adtion Flan

MContinue vithout entering Annuz| Objectives

Check this box if you don't need to add Annual
Objectives for the highlighted Project Period
Objectives. This will enable the ‘Finish’ button.
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When all errors have been corrected and all icons are green, the ‘Finish’ button will be enabled.
(If the PPO without Annual Objectives warning is displayed, the ‘Finish’ button will not be
enabled until the ‘Continue without Annual Objectives’ box is checked or at least one Annual
Objective is entered for the PPQO.)

Click the ‘Finish’ button to complete Step 1. This enables Step 2.

Annual Report - DRAFT

Process Status
Step 1: Review Errors in Current Action Plan Complete
Step 2: Enter Report Narrative Incomplete
Step 3. Incomplete
Step 4: DRAFT

If you are not able to add all the required activities or progress, you can click the ‘Finish Later’
button to save your changes and return to Step 1 later.

Action Plan
. Progress Activity

IERNTES Entered? Entered?
PPO: - Maintain the number of ACHIEVE national partnerships from 5 to 5 by September 2013. [~] N/A

AOQ: - Increase the number of communication opportunities with national partners from 2 to 3 by September 2013. [~] ]
PPO: - Maintain the number of communication tools and products from 3 to 2 by September 2013, (~] N/A

AO: - Increase the number of ACHIEVE communities with access to the website from 134 to 150 by September 2013. (] 2

AO: - Increase the number of information sharing/communication mechanisms fram 2 to 4 by September 2013, (~] ]
Community Action Plan
Community for a Smoke-Free Society

N Progress Activity
Shiedives Entered? Entered?
Community: Community for a Smoke-Free Society NfA NfA
PPO: 1.01 - Decrease the number of smokers from 6000 to 0 by September 2013. (] /A
AO: 1.02 - Decrease the number of smokers to 0 by September 2013. [~] ]
[ Finish )] [_Finish later |
Click the ‘Finish’ button If you need to add more required
to complete Step 1 information, but want to save your
81 6=7-q
changes thus far, click ‘Finish
]
Later
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Step 2: Enter Narrative Report
To complete Step 2 of the Annual Report process:

1. Click on the ‘Step 2: Enter Report Narrative’ link. The system displays the ‘Step 2 of 4: Enter Report
Narrative’ page.

2. Inthe "Please describe the most significant accomplishments during the reporting period field”
enter a detailed description of the significant accomplishments made by your program for the
second 6 months of the reporting year, including collaboration across other chronic disease
programs. Maximum text is 5,000 characters or about 1,000 words. You may enter information

directly in the text box, or cut and paste information from another application such as Microsoft
Word.

3. Inthe "Please describe the most significant challenges during the reporting period” field, enter a
detailed description of the significant challenges encountered by your program during the second 6
months of the reporting year. Maximum text is 5,000 characters or about 1,000 words. You may
enter information directly in the text box, or cut and paste information from another application such
as Microsoft Word.

4. When finished entering information, click ‘Save’. The system saves the narrative report, marks Step
2 as Complete, and enables the link for ‘Step 3: Transfer Information’. (Note: the ‘Save’ button is
disabled when the narrative field is blank and becomes enabled when text is entered.)

Note: You can update the narrative report in Step 2 as often as necessary up until the Annual
Report is finalized in Step 5.

Annual Report - DRAFT

Step 2 of 4: Enter Report Narrative
“Please describe the most Slgﬁllﬁ-(:ﬂl'll accomplishments dunng the reporting penod:

]

During the second & months of the budget period, the program made the following significant

accmmpishments: Enter narrative report information about

\ your significant accomplishments.

Maximum text is 5,000 characters,
about 1,000 words.

Characters: 0 7 Baxirem: 5000

*Please describe the most significant challenges during the reporting period:

el
During the second & months of the budget period, the program encountered the following significant
challenges:

Enter narrative report information about
significant challenges.
Maximum text is 5,000 characters,

about 1,000 words. When finished, click ‘Save’. | save| | Cancel |

Page 24 of 29 08/14/2013



Chronic Disease Management Information System (MIS) User Guide

Step 3: Transfer Information

In Step 3 of the Interim Report process, the information from the current budget year was transferred to the
upcoming year. The Annual Report transfer process checks for new information that might have been
added since the Interim report was finalized, so that only new information will be transferred in this step.

e C(lick the link to execute Step 3.

e The Action Plan/Community Action Plan items selected for transfer will be displayed. Click the
‘View All for YYYY-YYYY’ link to see an expanded list of information that will be transferred from
the Personnel, Partners, Contract/Consultant and Action Plan sections.

e [tems that were transferred during the Interim Report Process, will be marked as checked in the
‘Transfer’ column and display the previously transferred date. These items will not be transferred
again.

¢ Click the ‘Transfer’ button to have the selected items transferred to the upcoming budget year. The
status of Step-3 will be changed to ‘Complete’ and Step-4 will be enabled. You may uncheck
Action Plan items selected for transfer if you do not want them transferred to the upcoming year.

» If you add new information to the Action Plan/Community Action Plan after
executing the Transfer step, the MIS will reset Step 1 to ‘Incomplete’, however, the
status of Step 2 will remain ‘Complete’. You will need to rerun both Step 1 and
‘Transfer’ again before proceeding to Step 4.

» To complete the transfer Step, click the ‘Transfer’ button at the bottom of the page.

> If you are not ready to complete the transfer step, click the ‘Cancel’ button to return
to the Annual Report main page.

e You may uncheck Action Plan/Community Action Plan items selected for transfer if you do not want
them transferred to the upcoming year. However, you must uncheck all associated Activities before
you can uncheck an Annual Objective, and if you check an Annual Objective Activity, the Annual
Objective will also become checked.
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2012-2013 Action Mlan | View AN for 2012-2013

Actio o
Objectives & Activities Transfar Date Transtored
PRO: 1 - Increase the ramber of nfrastructuns Commuretalions Componants supporting CTG actratios from 0 to 10 by Seplembar 2016, LOVL RS20
A0 1.1 - Incraass tha percent of the pubkc sxposed to Massages about communily neads and CTG planned afforts and achervemsants of 1O/18720 Click the green

adults 18+ in the 12 ntensive counbies from 1% to 15% by September 2013,
ACT: 1.1.1 - Baselne public opinion polling P

ACT: 1.1.2 - Local Presentatons

ACT: 1.1.3 - CA Broadcasters Associatscn

ACT: 1.1.5 - Community avents

ACT: 1.1

2
3

ACT: 1.1.4 - Local madaa
5
6 - Targeted Communicatsons and tramings
T

checkbox to
prevent the
activity or
objective from
being transferred

ACT: 1.1.7 - Statewide CTG presentabons/presence = tO the upcoming
A 1.2 - Increase the number of parners exposed to Messages about COMMUNITY needs and CTG planned efforts in the 12 Ntensive 10/ 11F20
edunvbed froen 24 to 48 by September 1013 year
ACT: 1.2.1 - COSMP webinar =
ACT: 1.2.2 - Logec Modebng webmar & TA B
ACT: 1.2.3 = MUH Webmnar =
Community Action Plan
Healthy Non Smoking Community
Objectives & Activities Transfer Date Transfered
Community: Healthy Non Smoking Community 03/07/2013
PPO: 1.0 - Increase the number of surveys from 2 to 10 by September 2017. 03/07/2013
AO: 1.1 - Decrease the number of smokers from 66 to 3 by September 2013. 03/07/2013
ACT: 1.1.a - Decrease the number of smokers
ACT: 1.2.a - second activity
ACT: Alison DB test 11/05/2010
ACT: DB TEST 11/05/2010
ACT: Dee's Second DB Test 11/05/2010
ACT: denise 11/05/2010
AO: Increase the percent of methods to 20% by June 2011. CI|Ck the TranSfer 11/05/2010
ACT: Dee test DB button at the 11/05/2010
ACT: test act 1 bOttOm Of the 11/05/2010
PPO: Increase the percent of women 30-40 years old with a baseline mamogram from 20% to Z5% by Ju 11/05/2010
page to transfer
cancel ]| the information.
t;’ Project Period Objective (PPO) Progress and Annual Objective Progress cannot be
- transferred to the upcoming year. Progress must be entered on an annual basis; entered at
Hote least once for each PPO, and entered twice for each Annual Objective.
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Step 4: Update Report Status

Step 4 allows you to finalize the Annual Report.

Click on the link to execute Step 4. The ‘Step 4 of 4: Update Report Status’ page will be displayed.

Before you finalize the Annual Report, the report status will automatically display ‘Draft.” You can
view a draft of the report at any time by clicking on the ‘Print Report’ link at the top right of the report

main page.

Annual Report - DRAFT

Process

Step 1: Review Errors in Current Action Plan
Step 2: Enter Report Narrative

Step 3: Transfer Information

Step 4: Update Report Status

Finalizing the Annual Report

Status
Complete

Complete
Complete

DRAFT

& Print Report

To finalize the Annual Report, you must complete Step 4 of the Annual Report process:

1.
2.

Click on the Step 4 link.

In the Report Status field, select the ‘Finalized for submission to CDC’ option.

Enter the submission date into the text box in the format MM/DD/YYYY. (You can also click the
calendar icon to select a date.) This field is required.

Click the ‘Save’ button. (Note: The ‘Save’ button only saves the selected ‘Report Status’, it does

NOT finalize the report.)

2012-2013 Reports

Annual Report - DRAFT

Step 4 of 4: Update Report Status

"Report Status:

To finalize the report, select the
option: ‘Finalized for submission
to CDC'.

VA ran alena nli
1VuU uail aiov ule
on the calendar to
select a date.

Draft
1Finalized for submission to CODC

You must also enter the
date finalized.

[ save | [ Cancel ]

Click ‘Save’ when you are
finished enterina the date.
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5. After you click the ‘Save’ button you will be prompted to confirm changing the report status from
‘Draft’ to ‘Finalized’.

o Click the ‘Yes’ button to complete the finalization process. The report status will be
updated to ‘Finalized’ and the submission date will be entered. A link to view and print
the finalized Annual Report will be displayed on the report main page.

o Click ‘No’ to cancel the report finalization and return to the ‘Update Report Status’ page
where the report status will change back to ‘Draft’.
2012-2013 Reports
Annual Report - DRAFT

Step 4 of 4: Update Report Status

Are you sure you wish to change the Progress Report status to "Finalized for submission to the CDC™?

/[YES] [Nu:u]

Click ‘Yes' to finalize the report and
complete Step 4

6. After you click ‘Yes’ on the confirmation message, the system saves the finalized status and the
submission date you entered. The system also does the following:

e Saves the Annual Report and creates a PDF file of the report.
e Allows you to view and print the PDF from the Annual Report main page.
¢ Disables all steps of Annual Report (for non-CDC users).

e Changes all information in the current year to “view only,” (i.e., Add, Edit, and Delete links
are no longer available in the current year).

e Creates a ‘Previously Finalized Reports’ section on the Annual Report main page, where
you can see the finalized date and also view and print the report.

e Enables Step 1 of the Interim Report for the upcoming budget year.

e Note:for those FOA’s that require that each Project Period Objective have at least one
associated Annual Objective, if a Project Period Objective does not have an Annual
Objective, the system will not save the report.

,.-5 » The MIS does not submit the Annual Report. You need to print and submit the
Annual Report to CDC according to CDC and PGO guidance.

> Please contact your Project Officer or Program Consultant if you have finalized the
report in error.
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Viewing and Printing a Report
To view and print a finalized Annual Report, follow the steps below:

1. If you have just generated the finalized report, check the report status by clicking My Reports at the
top right of the Reports page. When the report is ready, click “Clear this request” in the My Reports
pop-up window to refresh the Reports page.

2. Inthe ‘Finalized Reports’ section (located beneath the list of steps), click the
‘View and Print Report’ link. The system displays a standard File Download window.

3. Click ‘Open’ to open the report, or click ‘Save’ to save the report to a location on your computer.
(You can also save the report after you open it by clicking ‘File’ and then ‘Save as’ on the PDF.)

2012-2013 Reports Year: v

Annual Report - Finalized for submission to CDC

Process Status

Step 1.

Step 2:

Step 3:

Step 4: Update Report Status Finalized for submission to CDC on
07/08/2013

Finalized Report Link to view and

Finalized on: 07/08/2013 View and Print Report

print Annual Report

Important Notes about the Reports

e The MIS does not submit the Annual Report to CDC; you must manually submit the report
according to CDC and PGO guidance.

e If your report is not finalized in the MIS by the report due date, the report will be locked down and
marked as “Past Due”. If this occurs, you must contact your Project Officer to unlock the report for
editing.

e If your report has been finalized by mistake, you must contact your Project Officer for assistance.

e If your report has been finalized and is then reverted to DRAFT status for any corrections, both the
original and the newly submitted report will be saved in the MIS, and both reports will be displayed
in the ‘Previously Finalized Reports’ section.

Important

> Remember to Print and Manually Submit the Annual Report to CDC according to CDC
and PGO guidance.

> Please contact your Project Officer or Program Consultant if you have finalized the
Annual Report in error.

> Finalizing the Annual Report will close out the current budget year. You may view the
information for the closed year in the MIS, but will not be able to change any data.
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