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CDMIS User Training Manual Introduction

Introduction

The Reports section allows you to generate the Annual Performance Report, which provides a high-level
view of the yearly progress the recipient is making towards meeting outcomes and performance
measures.

Information from various sections of CDMIS is used to generate the reports. CDMIS guides you through
a series of steps required for creating the report. Before finalizing the report, 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 CDMIS and a new draft copy of the report should be run. Once you are satisfied with
the information contained in the draft report, you will have the option to finalize and print the report for
submission to the CDC.
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Annual Performance Report

The Annual Performance Report serves as the continuation application. For new FOAs, this report
replaces the Interim and Annual Progress Reports. This report provides a high-level view of the yearly
progress the recipient is making towards meeting outcomes and performance measures.

Creating an Annual Performance Report

CDMIS guides you through the following five (5) steps required to generate the Annual Performance
Report:
e 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

e  Each step must be completed in the order shown. Subsequent steps are not
accessible until the current step is complete.
Once a report is finalized for you to submit to CDC, the report can no
longer be modified.

e The next year’s Annual Performance Report is available only after the
current year’s report is finalized.

Imp-ortant

Step 1: Review Errors in Current Action Plan

In Step 1: Review Errors in Current Action Plan, CDMIS reviews the current Action Plan to check
that information required for generating the Annual Performance Report has been entered. The
following information is required for the Annual Performance Report:

e Each AO must have progress entered for the first 6-months.

e At least one Activity must be entered for each AO.

To complete Step 1 of the Annual Performance Report process:
1. Click the Reports tab.
Result: The system displays the Annual Performance Report page.
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Chronic Disease MI5: 5tate Oral Disease Prevention Program (DP13-1307)
Alaska Department of Public Health

‘ 5;;15.:::1 ‘ R:g:is'&:ts I“F":::?“':t':;“ Resources ‘ Financial ‘ { Planning Action Plan Reports {
Annual Performance Report

2013-2014 Reports Year: 20132014 W

Annual Performance Report - DRAFT

Process Status

Step 1: Review Errors in Current Action Plan Incomplete

Step 2: Enter Report Narrative Incomplete

Step 3: Transfer Information Incomplete

Step 4: Review Errors in Upcoming Action Plan Incomplete

Step 5: Update Report Status DRAFT

;‘5 e [Initially, the status of each step is set to Incomplete. As you finish a step, the status is

automatically changed to Complete.

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

3. Click on the Review Errors in Current Action Plan link.
Result: The system displays the Step I of 5: Review Errors in Current Action Plan page.
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Chrenic Disease MIS: State Oral Disease Prevention Program (DP13-1307)
Alaska Department of Public Health

by Bagorts @ pealn 5 Log ovt

Spetem
Adenin

) oy e ey ey

FOAs & Frogram
Recipienis | |Isformmation

Amnasl Performance Report

2013-2014 Reports
Annual Performance Report - DRAFT

Step 1 of 5: Review Errors in Current Action Plan

LUisted balow are all objectives and activities to ba incduded in the report. Mease print this page, review and comect any invalid
information, The following Information is required:

= Each Project Perod Objective must have at beast one PROGRESS entered.

= Each Annual Objective must have at least one PROGRESS entered, ; LR
= Each Annual Objective must have at least one ACTIVITY enbered, C“Ck the red :lcon tO
i e ; enter missing
Select the B icons below to add progress or activities. Once all corrections have been made, 4 | .
information
2013-2014 Action Plan | View all for 2013-2014
Action Plan
TOQrass Activity
fjuck e tered?  Entered?
PPO: 1 - Increase the number of projects with partngrs to 10 by August 2014 o A,
AQ: 1.1 - Increase the numbar of profects with partners to 10 by August 2014 o &
PPO: 2 - Increase the number of projects with partners to 10 by August 2014 O )
PPO: 3 = Increase the number of outreach efforts to 15 by August 2014 o &
3 to B by Awgust 2014,
PPO: 4 - Incfease the number of infrastiucture components supporting policy, systems and enviromental changes siratedies frodm o &
PPO: 5 - Increase the number of test 5 to 4 by August o &
Finish | Finish later|
4 5 . '@'Indicates required information has not been completed. Click on the icon to display a pop-up
“;t e window and complete the required information.

. I@Indicates required information has been completed. No other action is needed and no pop-up
window is displayed.

e N/A indicates information is not required.

e 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.

4. Click on ared “!” icon.
Result: The system displays a pop-up window for entering the missing activity or progress.
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12-1205)

m Annual Objective Progress

Add Annual Objective Progress

Related Annual C 1.1 - Increase the number of data sets and surveillance
Objective: systems as a means of assessing Illinois cancer burden
from 2 to 3 by June 2014.

*Progress Period: Select one -

ie report. Pleal] ~Objective's Target ~ ©Yes ONo (£ 0ngoing
Met:

ave at least o ] o

ave at least oif| * Current [[JUnknown at this time
Measurement:

*Describe Progress: ﬂ

| corrections h

ed to impleme

nce systems =

to define and

y data to defi Characters: 0 / Maximurm: 5000

*Describe specific ﬂ
partner

contributions

f the Illinois St ral public frc

Illinois Cance 0 by June 2

including activities
iin the ICP to that supported this

coordinate oo ActionPlan_tem_Add.aspx?Control=7&PPOID=3974 8.A0ID=9340 & CommunitylD=0&Report Type=1

annual meetings from 2 to 2 by June 2017.
hip bi-annual meetings from 2 to 2 by June 2014.

5. Enter the required information and click Save.
Result: The system saves the activity or progress in the current year’s Action Plan and replaces the
associated red icon with a green icon.
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Chronic DMsease MIS: State Oral Disease Prevention Program (DP13-1307)

A

My Bgcorty W talg BN Log ot

Alaska Department of Public Health
FOAS &

| e e e e

Amnausl Perlormance Report

2013-2014 Reports
Annual Performance Report - DRAFT
Step 1 of 5z Review Errors in Current Action Plan

Listed below are all objectives and activities to be induded in the report, Flease print this page, review and corract any invalid
Information, The feilowlng Information is reguired:

= Each Froject Perlod Objective must have at least one PROGRESS enbersd.
= Each Annual Objective must have at least one PROGRESS entered,
= Each annual Objective must have at least one ACTIVITY entered,

Salect the ) icons below to add progress or activities. Once all corrections have been made, select FIMISH.
2013-2014 Action Plan | View all for 2013-2014

Action Plan

Objectives

PPO: 1 = Increase the number of projects with partners to 10 by August 2014
AD: 1.1 - Increase the number of profects with partners te 10 by August 2014

PPO: 2 - Increase the number of projects with partners to 10 by August 3014

PPO: 3 - Increase the number of cutreach efforts to 15 by August 2014
3 te B by August 2014,
PPO: 4 - Increase the number of infrastructure components supporting policy, systems and enviromental changes strategies from

PPO: 5 - Increase the number of test 5 to 4 by August

6. Repeat step 4 for all the red “!” icons displayed.

When missing information
is completed, the system
replaces the red “1” icon
with a green one.

Ty
Entprad? Entared?
1Y

&

e & 0 0
e e 0 0

Result: The system replaces all the red icons with green ones and enables the Finish button.
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Action Plan
S Progress Activity
e Entered? Entered?
PPO: 01 - Increase the number of data sets and evaluations used to implement and evaluate programmatic and N/A N/A
collaborative efforts from 0 to 4 by June 2017.
AO: C 1.1 - Increase the number of data sets and surveillance systems as a means of assessing Illinois cancer (] (]
burden from 2 to 3 by June 2014.
PPO: 02 - Increase the number of users of cancer registry data to define and implement comprehensive cancer control N/A N/A
strategies from 0 to 30 by June 2017.
AO: C 2.1 - Increase the number of users of cancer registry data to define and implement comprehensive cancer @ @
control strategies from 5 to 15 by June 2014,
AO: C 2.2 - Increase the percent of value and relevancy of the Ilinois State Cancer Registry to the cancer control @ @
community, clinicians, researchers and the general public from 0% to 10% by June 2014.
PPO: 03 - Increase the number of effective alliances within the Illinois Cancer Partnership to coordinate existing N/A N/ A
comprehensive cancer control resources from 113 to 140 by June 2017.
AO: C 3.1 - Increase the number of effective alliances within the ICP to coordinate existing comprehensive cancer @ @
control resources from 120 to 127 by June 2014,
AO: C 3.2 - Increase the number of active ICP members to coordinate comprehensive cancer control resources [~] [~]
from 260 to 270 by June 2014.
PPO: 04 - Maintain the number of Ilinois Cancer Partnership bi-annual meetings from 2 to 2 by June 2017. N/A N/A
AO: C 4.1 - Maintain the number of Illinois Cancer Partnership bi-annual meetings from 2 to 2 by June 2014. (] (]
PPO: 05 - Increase the rate of annual reviews and maintenance of the Illinois Comprehensive Cancer Control Plan from N/A MN/A
0 to 5 by June 2017.
AO: C 5.1 - Increase the rate of annual reviews and maintenance of the Illinois Comprehensive Cancer Control Plan (] (]
from 1 to 2 by June 2014.
PPO: 06 - Increase the rate of ICCCP Evaluation Plan development activities to serve as a guidance document as to N/A N/ A
the progress made in implementing the Ilinois Comprehensive Cancer Control Plan 2012-2015 from 0 to S by June 2017.
.. FCCP Evaluation Plan development activities to serve as a guidance document as @ @
When all missing hg\he Illinois Comprehensive Cancer Control Plan 2012- 2015 from 1 to 2 by
information is completed,
the system enables the
Finish button.
[ Finish ] [ Finish later ]
,-3 e The Finish button is not enabled until all errors are corrected and the red icons have been replaced
!
e by green ones.
Hote

e If the PPO without Annual Objectives warning is displayed, the Continue without Annual
Objectives check box is also displayed at the bottom of the Step 1 of 5: Review Errors in
Current Action Plan page. The Finish button will not be enabled until the Continue without
Annual Objectives check box is selected, or at least one AO is entered for the PPO.

7. Click the Finish button.
Result: The system changes status on Step 1 to Complete and enables the link for Step 2: Enter




Annual Performance Report CDMIS User Training Manual

Report Narrative.
Chronic Disease MIS: S5tate Oral Disease Prevention Program (DP13-1307)

Alaska Department of Public Health

1 h |
System FOAs B Program . = ) P .
| Admin Recipients | |Information | Resources Financial | Planning 1 Action Pla After completlng a step, the
Annual Performance Report status Changes to
Complete.

2013-2014 Reports )

After completing one step,
Annual Performance REFGI’t - DRAFT the System enables the next

step.
Process P Statl.Js
Step 1: Review Ermrors in Current Azfion Plan Complete
Step 2. Enter Report Namrative Incomplete
Step 3: Incomplete
Step 4: Incomplete
Step 5: DRAFT

Missing Objectives Warning:

Some programs require at least one AO for each Project Period Objective (PPO) entered in the Action
Plan. CDMIS checks for this condition and issues a warning message if it finds PPOs without AOs.
Each PPO missing an AO 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 AO 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 AO for the highlighted PPO. 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 AO, click the check
box to continue. The Finish button will then be enabled, allowing you to complete Step 1.

e  Refer to your Program Guidance to determine if your program allows a PPO to be entered

| without an AO.
mp-ortamt

10
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Chronic Disease MIS: State Oral Disease Prevention Program (DP13-1307)
Alaska Department of Public Health

Systam Action Plan

Admin

Reports | Search

—

FOAs B Program
Recipients ”hfnm.-u-un” R smnurons " Financial

Annual Performance Report

2013-2014 Reports
Annual Performance Report - DRAFT

Step 1 of 4! Rewviis Erfers in Cosrent Actisn Plan

Lested babow ane ol objectves and SCthaDes o be incheded n the repert. Phease pont ths page, review and oomect any imvabd infomaoon. The following miomaon is reguened:

# Each Arriasl Objpscitive mast fave at least one PROGRESS antered.
+ Each Arriadl Ohyscitive must fave at least one ACTIVITY enfersd.

Select the i icons below o add progress or activibes. Onoe al cormecbions: have been made, select FIMISH .

Objectives :"Q'H‘I Gy Activity Entered

PPO; 1,0 - frcreape D narmier of proects with parirscs to 10 By Auuat J004. [T Y [T
AD: 1.1 - brcreass the numbser of projects with Trbal crgemzatons from I 1o & by Septesbar 2012, <] ]
PPO: 3 - bncraass the nombsr of partscpants of COMMtes bo davelap S1a0e chronec debaass praventan plan from O to 12 by August T34, WA A
ADz B - Dncroass the nambssr of recnats for the state plan commettes from O o 15 by Septembaer 2012, -] (7]
PO 3 - Increase Bha mambas of cutreach efforts to 15 by August 2014, WA A
AD: 3.1 - Increass the nember of diabetes brochures referencng rotural desstens to 3 by September 2012, (1] -]
L] A

PPO; 4 - Ircrase the numier of infrastructune components supporting polcy, systems and smaronmental changes strateges from 3 &0 @ by August
4004,

A hig Anrusl Obpec v enilared.
Orvh o mare Prajict Paniod Objictied Rghlghted above are Mstrsg Annual Obmctheed. Plase chack the 'Contirus’ Bex Bt of you wish 18 ConDnu witksul enlenng Arrul Obmethie,

o Raturmn 1o the Acion Pan
[JCosnbnus withiout snbering Arrusal by thies

Click this checkbox if you don’t need to add
Annual Objectives for the highlighted Project
Period Objective

11
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Step 2: Enter Report Narrative
To complete Step 2 of the Annual Performance Report process:

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

2013-2014 Reports
Annual Performance Report - DRAFT

Step 2 of 5: Enter Report Narrative

*Pleasze describe the most significant accomplishments during the reporting period:

-

Teut goes here...

Characters 14 / Masemim: S000

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

-

Text goes here...

Characters 14 / Maseruenc S000

*Describe how CDC could help you overcome challenges to achieving objectives and performance measures:

Taxt goas here...

Charscters 14 / Medamuerc 5000

; Save | , Cancel

P
‘15 e The Save button is not enabled until the fields are completed.

12
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2. Inthe Please describe the most significant accomplishments during the reporting period field,
enter a detailed description of the significant accomplishments made during the reporting period.
The maximum characters allowed for this field is 5,000 characters or 1000 words.

3. Inthe Please describe the most significant challenges during the reporting period field, enter a
detailed description of the significant challenges encountered during the reporting period. The
maximum characters allowed for this field is 5,000 characters or 1000 words.

4. 1Inthe Describe how CDC could help you overcome challenges to achieving objectives and
performance measures field, enter a detailed description of what CDC can do to help you
overcome the challenges encountered during the reporting period. The maximum characters
allowed for this field is 5,000 characters or 1000 words
Result: The system enables the Save button.

5. Click the Save button.
Result: The system saves the narrative report, marks Step 2 as Complete, and enables the link for
Step 3: Transfer Information.

Chronic Disease MIS: State Oral Disease Prevention Program (DP13-1307)
Alaska Department of Public Health

“ - ~
[ 5]
]nf::?nr:;;:ln] Resources Financial | Planning |[.l.-|:l:i-un Plll‘l] [ Reports Search

Annual Performance Report

FDAS B

Systam
Recipients

Admin

2013-2014 Reports
Annual Performance Report - DRAFT

Process Status

Step 1: Rewiew Errors n Current Action Plan Complate

Step 2: Enter Report Narrative Complete

Step 3: Transfer Information Incomplete

Step 4: Incomplete

Step 5: DRAFT

,-3 ®  You can update the narrative report in Step 2 as often as necessary up until the Annual
e Performance Report is finalized in Step 5.

Hote

Step 3: Transfer Information

The transfer process allows information to be transferred from one budget year to the next. The process
avoids re-entry of information by helping to build the Action Plan for the next year. Information
transferred will be included in the next year’s Annual Performance Report. Once the transfer process is
started, it is recommended that it be completed. If the process is cancelled, information will not be saved
and the process will have to be restarted. Once the transfer is complete, information transferred into the
upcoming year cannot be re-transferred. The corresponding check boxes for items recommended for

13
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transfer will automatically be selected. You may de-select any item that is recommended for transfer or
select any items that were not recommended.

,-3 ¢  Once information is transferred, any changes to the information in the current year will not be reflected in

the upcoming year.

e If you complete Step 3 and then make changes to the Action Plan that affect the transfer process, which add
items that should be recommended for transfer, then Step 3 will return a status of Incomplete. The system
saves all previous data; however, you must visit the Section 3 again to mark it as complete.

e The system automatically copies some sections, e.g. Program Information, Program Summary, Community
Information, etc. from the current year into the upcoming funding year.

Information in the following tabs will be transferred to the upcoming year.

¢ Program Information tab — All Contact Information and Program Summary information.

e Resources tab — All active Personnel, Partners, and Contractors/Consultants; all ‘Vacant’
positions; the Partnership/Coalition, and the Leadership team.

¢ Financial tab — All information.

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

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

e All existing attachments in any section.

Tabs are displayed in CDMIS according to the specific FOA associated with a user.
PPO Progress and AO Progress cannot be transferred to the upcoming year. Progress must

Imp-ortant e
be entered on an annual basis.

14
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To complete Step 3 of the Annual Performance Report process:

1. Click on the Step 3: Transfer information link.
Result: The system displays the Step 3 of 5: Transfer Current Funding Year Information to
Upcoming Funding Year page.

System H FlAs & ]| Pragram |

[Mmrtﬂ-“ Fimamcial ] Mamning |:-ll.rt-lw|l’l|m Raports ]I Gearch l

Adwnin Recipienis || Isformation
Annual Perfermance Report ]
2013-2014 Reports tEr)]eseg?ct tt'he chet(:jk b?'x':hat tt;]ortreiporllfs t?
R e rt - DRAFT € opjectives and activities that should no
be transferred.
Step 3 of 5: Transfer Current Funding Year |

Please review the information below to ensure the correct information Is copled Into the upcoming funding year,

L\ Important: Transfer Process
= Sections NOT listed below are automatically copied into the upcoming funding year via this process {such as Program Infprmation,
Program Summary, #ic.

= Onoe nformation has baen transferred o the next year, it cannot Be copied sgaen; thus all current fundeng yvear infarmatiyn should be up to
date before completing thas process,

= Anry gdis made after completeng the trangher will NOT automatically be rellectied = both years; edeis made after trangfernng\must be made = both
the current and upcoming year,

= IF an activity iz selected for transfer, its related Annusl Objective and Project Perncd Objective will sutcmatically be selected fon transfer sz well. IF an

Annizal Objective is sebected for transfer, its related Project Period Objective will automatically be transferred.

2013-2014 Action Plan | View all for 2013-2014

Action Plan
Cbjectives & Activities End Date  Targel Met Transier Ird-ri.:lte 1
PPO: 1 - Increase the number of profects with partners to 10 by August 2018 A L /133013
AD: 1.1 - Increase the rumber of projects with partners to 10 by August 2014 AFLR LY Tes o 6182013
ACT: 1.1.1 - lpcfesds the aufmber of projects with partneds te 10 by Augist 2014 L TEETE
ACT: 1.1.2 - Increase the aumbar of collaberative interventions o promote the awareness of skin aronTend
cancar screanéng from 0 to 2 by June 2012 :
PPO; 2 - Deorease the percent of adults Repost involuntary exposure to Smcke (SHS) 16.20% e 15% by P = AVIRI04T
August 2014, = S
AQ: 1.1 - Increase the number of collaborative affarts focused on madla events/campalgns promaoting Py o .
Eobacco education from O to 2 by June 2003 iNsn Ongeung ian
ACT: 1.1.1 Patient Navigator Services af1afadnd =
ACT: 1.1.2 - Increase the number of projects with partners to 10 by August 2014 ETEE T TR )
PPO: 3 - Indrease the number of skin cancer streening education/promaotion events from 0 to 4 by by A I MRS
Aggust 2014 4 '3
AD: 1.1 - Increase the rumber of projects with partners to 10 by August 2014 AR Mg o &11/3013
ACT: 1.1.1 - Increasa the number of projects with partners to 10 by August 2014 ETETErTE =
ACT: 1.1.2 - Increase the numbar of projects with partners to 10 by August 2014 AT i
Traridee | | Cansel
;‘5 e You can click the View All for YYYY-YYYY link to view all the sections that have been
4 . . . . . .
) transferred. Click the YYYY-YYYY Action Plan link to return to the original view.

Hote

2. In the Objectives and Activities section, deselect the check boxes corresponding to the objectives
and activities that you do not want to transfer in the Transfer column. The system defaults to all
items being selected for transfer. Be sure to review each objective and activity before clicking the
Transfer button at the bottom of the page. After an item is transferred, the system will not store the

15
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date of the transfer on the page. Transferred items cannot be transferred a second time.

,-3 e If anitem has already been transferred, the system disables the check box for the item.
e If you select an AO for transfer, then the associated PPO is automatically selected for transfer.
If you select an activity for transfer, then the associated AO is also automatically selected for
transfer.

3. Click the Transfer button.
Result: The system transfers all selected information to the next budget year, marks Step 3 as
Complete, and enables the link for Step 4: Review Errors in New Action Plan.

Chronic Disease MIS: State Oral Disease Prevention Program (DP13-1307)
Alaska Department of Public Health

| rimin || racipiants | |raformation| | Resources || Financial | | Planning | | Action Plan | | Reports Search
Annual Performance Report

2013-2014 Reports

Annual Performance Report - DRAFT

Process Status

Step 1: Rewview Errors in Current Action Plar Complete

Stap 2: Enter Report Narrative Complete

Step 3: Transfer Information Complete

Step 4. Re m M tion Plan Incomplate

Step 5: DRAFT

e Tabs are displayed in the CDMIS according to the specific FOA associated with a user.
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 least once for each PPO, and entered twice for each Annual Objective.

Imp-ortant

Step 4: Review Errors in New Action Plan

Step 4 allows you to review the errors that are present in the new action plan for the upcoming budget
year. If errors are present in your new action plan, Step 4 will be marked as Incomplete. You must
review the errors and correct them before the system will enable the Step 5: Update Report Status link
and allow you to complete the Annual Performance Report process.

,-3 e  When completing Step 4, ensure that you have entered at least one activity for each Annual

Objective.
Hote

To complete Step 4 of the Annual Report process:

16
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1. Click on the Step 4: Review Errors in New Action Plan link.
Result: The system displays the Step 4: Review Errors in New Action Plan page. The system
displays the errors in your action plan and displays a red icon in the affected row and column. The

Finish button is also disabled if errors are present.
Chronic Disease MI5: State Oral Disease Prevention Program (DP13-1307)
Alaska Department of Public Health

.i.
My Reports & Help [ Log out

[ SA.L;::I': [ R::::::iseﬁls [I“?;::ir:t':)" [ Resources [ Financial { Planning [Adion Planl [ Reports [ Search
Annual Performance Report . -
| : Click the red “I” icon to T

2014-2015 Reports enter missing information

Annual Performance Report - DRAFT

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/or 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
T ctivity
Ob]ectw.e.s . - - tered?
PPO: 1 - Increase the number of projects with partners to 10 by August 2014 NIA
AO: 1.1 - Increase the number of projects with partners to 10 by August 2014 (1)
PPO: 2 - Increase the number of projects with partners to 10 by August 2014 MNIA
PPO: 3 - Increase the number of outreach efforts to 15 by August 2014 N/A
3 to 8 by August 2014,
PPO: 4 - Increase the number of infrastructure components supporting policy, systems and enviromental changes strategies from N/A
PPO: 5 - Increase the number of test 5 to 4 by August N/A
2 T . - Click the red “1” icon to
[ ] . . . .
4 5 = Indicates required information has notp e missing information
Hote . "u}Indicates required information has been p

T

N/A indicates information is not required.

e 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.

2. Click the red icon displayed to view the error and correct it.
Result: The system displays the page where the error occurs in a pop-up window.

17
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L L L T L A e LT T o T LR S T L R e e

ion Plan tab to do so, and then return to this screen to check your work. The following information is required:

belowl A nnual Objective Activity

Add Annual Objective Activity

t the Related Annual Objective: C 2.2 - Increase the percent of value and relevancy of the

t 201 Illinois State Cancer Registry to the cancer control community,
e clinicians, researchers and the general public from 0% to 10% by
; June 2015.

* Activity ID:
the
1€ 2000 = o ctivity Title:
creas
I'5 to | * Activity Description: w
creas
arche
s the
urces
creas
120
it Characters: 0 / Maximum: 2000

*Lead Personnel Selact
the :

Assigned:

aintai

*Key Contributing [[INo partners assigned

h Partners:
L Partners
Select

creas

* Implementation Workgroups
Select the implementation workgroup(s) the partner is assigned

 the ActionPlan_tem_Add.aspx?Control=6&PPOID=3987 &AOID=9949 & CommunitylD=08&NextFY =Y

crease the rate of ICCCP Evaluation Plan development activities to serve as a guidance document as to the

3. Enter the required information and click Save.
Result: The system saves the activity in the year’s Action Plan and replaces the associated red icon

18



CDMIS User Training Manual Annual Performance Report

with a green icon indicating that the error has been corrected.
Chronic Disease MIS: State Oral Disease Prevention Program (DP13-1307)

Alaska Department of Public Health

E‘n"t:i': n::::;:h_ ]n?f':'m?::un] Resources " Financial Planning Action Plan Reports I Search
Annual Performance Report
When missing information
2013-2014 Reports is completed, the system
Annual Performance Report - DRAFT replaces the red 1" icon
with a green one.
Step 4 of 5: Review Errors in New Action Plan

Print this page to review and comect ary messng actnabes in youwr Acbon Plan. If you need to add addibonal Annual Objectives for ACtrabes
please visit the Action Plan tab te do so, and then retum to this screen to check your work. The followng informaticn & required

= Each Annual Objectsve must hade at least one ACTIVITY enbered.

select the O icons below to add activities. Once al correchons have been made, sebact FINISH .

Action Plan
il

Objectives Lot £
PPO: D1 - Increase the number of data sets and evaluations used to implement and evaluate programmatic and collaboratree N
efforts from O to 4 by June 2017,

AQ: C 1.1 - Increass the number of data sets and survedllance systems as a means of assessing llinois cancer burden from 2 @

to 1 by Juna 2015,
PPO: 02 - Increase the number of users of cancer registry data to define and implement comprehensrve cancer control strategies &

from 0 to 30 by Juna 2017,

AD: € 2.1 - Increase the number of users of cancer regstry data to define and implement comprehensive cancer control
strategas from 5 to 15 by Juna 2015.

AD: € 2.7 - Increase the percent of vakse and relevancy of the [Bnom State Cancer Regislry o the cances control -]
commuraty, clinicians, researchers and the general pubbc from 0% to 10% by June 2015,

4. Repeat step 2 and 3 above for every red icon displayed.
Result: When all the errors have been corrected, the system enables the Finish button.
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5.

Action Plan
.. Activity
Bbiecives Entered?
PPO: 01 - Increase the number of data sets and evaluations used to implement and evaluate programmatic and collaborative N/A
efforts from 0 to 4 by June 2017.
AO: C 1.1 - Increase the number of data sets and surveillance systems as a means of assessing Illinois cancer burden from 2 @
to 3 by June 2015.
PPO: 02 - Increase the number of users of cancer registry data to define and implement comprehensive cancer control strategies N/A
from O to 30 by June 2017.
AO: C 2.1 - Increase the number of users of cancer registry data to define and implement comprehensive cancer control (@]
strategies from 5 to 15 by June 2015.
AO: C 2.2 - Increase the percent of value and relevancy of the Illincis State Cancer Registry to the cancer control @
community, clinicians, researchers and the general public from 0% to 10% by June 2015.
PPO: 03 - Increase the number of effective alliances within the Illinois Cancer Partnership to coordinate existing comprehensive N/A
cancer control resources from 113 to 140 by June 2017.
AO: C 3.1 - Increase the number of effective alliances within the ICP to coordinate existing comprehensive cancer control [~]
resources from 120 to 127 by June 2015.
AOD: C 3.2 - Increase the number of active ICP members to coordinate comprehensive cancer control resources from 260 to (@]
270 by June 2015.
PPO: 04 - Maintain the number of Illincis Cancer Partnership bi-annual meetings from 2 to 2 by June 2017. N/A
AO: C 4.1 - Maintain the number of Illincis Cancer Partnership bi-annual meetings from 2 to 2 by June 2015. @
PPO: 05 - Increase the rate of annual reviews and maintenance of the Illinois Comprehensive Cancer Control Plan from 0 to 5 by N/A
June 2017.
AO: C 5.1 - Increase the rate of annual reviews and maintenance of the Illinois Comprehensive Cancer Control Plan from 1 to ©
2 by June 2015.
PPO: 06 - Increase the rate of ICCCP Evaluation Plan development activities to serve as a guidance document as to the progress N/A
made in implementing the Illinois Comprehensive Cancer Control Plan 2012-2015 from O to 5 by June 2017.
A P Evaluation Plan development activities to serve as a guidance document as to the @
el When all missing ok Comprehensive Cancer Control Plan 2012- 2015 from 1 to 2 by June 2015.
information is completed,
the system enables the
Finish button.
Finish | [ Finish later |
,-3 e  The Finish button is not enabled until all errors are corrected and the red icons have been replaced
;
e by green ones.
ote

e [If the PPO without Annual Objectives warning is displayed, the Continue without Annual

Objectives check box is also displayed at the bottom of the Step 1 of 5: Review Errors in
Current Action Plan page. The Finish button will not be enabled until the Continue without

Annual Objectives check box is selected, or at least one AO is entered for the PPO.

Click the Finish button.

Result: The system changes Step 4's status to Complete and enables the link for Step 5: Update
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Report Status.
Chronic Disease MI5: State Oral Disease Prevention Program (DP13-1307)
Alaska Department of Public Health

- " - - - i .
t FORA [ | |
[ F.H:.lin:i:‘ ] ﬂl::;;p;:h ]nf::fnr:;::m Resources Financial | Flanning | | Action Plln]

Reports Search

| Annual Performance Report

2013-2014 Reports
Annual Performance Report - DRAFT

Process Status

S-h‘.‘p 1: Review Errors in Current Action Plar CO'TT'IPIL‘:Q

Step 2: Enter Report Narrative Complete

Step 3: Transfer Informatior Complate

Step 4: Review Error Maew Action Plar Complate

Step 5: Update Report Statu DRAFT
,-3 e [f you complete step 4 and make changes to the current action plan which adds items that should
) be corrected or enables an objective which was not previously available for transfer to be

Note available, step 1 and all subsequent steps become Incomplete (except step 2). The system saves all

previous data, however; you must visit each step again and correct all resulting errors in order to
mark the section as complete.

Missing Objectives Warning:

Some programs require at least one Annual Objective (AO) for each Project Period Objective (PPO)
entered in the Action Plan. CDMIS checks for this condition and issues a warning message if it finds
PPOs without AOs. Each PPO missing an AO 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 AO 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 AO for the highlighted PPO. 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 check box to continue. The Finish button will then be enabled, allowing you to complete Step 1.

e Refer to your Program Guidance to determine if your program allows a PPO to be entered

| without an AO.
mp-ortant
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Chronic Disease MIS: State Oral Disease Prevention Program (DP13-1307)
Alaska Department of Public Health

| 5::::‘: | E::::;:h Iu';':-m’::unl Resources || Financial | Planning ||.l.|:liun Plan Reports | Search
Annual Performance Report
2013-2014 Reports

Annual Performance Report - DRAFT

Step 1ol 4 Berview Do s Carrend AdtRon Fan
Losted balow ate 58 oo trews. el b2 betenn 10 De claded o e reparl. ease prent Shel paoe, Mevers Bl oomect any ervabd sformaton. The follseng nlonmaten s eeguaned:

& Each Lol Do trw manl fures b lemd ore PROGRESS antered.
® Each drvusl COgectve el fure at lesst ons ACTIVITY entered.

Setect the i) ors Delow to SAd Progress o JCUMOES. Dnoe Sl COMECTRTE Fuvl N mde. besect FINISH

Prosgreit

Objectiees - K ar Ativity Emtered
PPO: 1.0 - irereems (Pa rumber of gropects ith partrers 1o 10 by At 2004 L WA

ADz 1.1 - Weireiis e sk of prapacin wnth Trbal srgarastons Fos 7 1 § by Septesbay 1012 [-] [ -]
PPO: T - Inorease (e marbae of partapants o0 Conwreting o deveiop slale cfvond dagsse proventon plas s O 0 13 by August Joi4 LR A

A&Dz DA - Intreste e rusber SF rednats lor tha state plen conttes frie O B 15 by Saplesiber J01). [~] (1]
PPO: D - Incrasss e st o putresch afforts 16 16 By Auguat 2014, L L

Az 3.1 - Weeremms e ruster of Ssbates brochulve relerencng natursl daste 0o 3 by Septemier h313. (7] [ ]
PP 4 - bcresis e rammber of Al P Dure COMpOnents SUpportng polcy, Pritemd sl evertrwesntsl Changes stratepes from 3 o § by Aupat WA LY
i

ADE Ne Arvasl Obped Brews enfevesd

Ol & e IMGC] P OBttt FghBghted above Sre Mg ANl ObSCEwed. Phbiid Chach Tha "Cartinns” Boa Blom o you wilh 16 Soniius withou? Snlenng Arvudl OB treed,

oF Raturn B0 it AcDon Flan

ot wothont sntenng Snvudl Db T

Click this checkbox if an Annual Objective is

not required for the highlighted Project Period
Objective.
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Step 5: Update Report Status

In Step 5, you will finalize your Annual Performance Report.

,-3 ®  Once information is transferred, any changes to the information in the current year will not be
) reflected in the upcoming year.

-

Hote

To complete Step S of the Annual Performance Report process:

1. Click on the Step 5: Update Report Status link.
Result: The system displays the Step 5 of 5: Update Report Status page.

Chronic Disease MI5: State Oral Disease Prevention Program (DP13-1307)
Alaska Department of Public Health

Program

Admin [Inform ation

System
Recipients

[ QA [ Financial H Planning

[Adiun Plan

[ Resources

Annual Performance Report

]

2013-2014 Reports
Annual Performance Report - DRAFT

Step 5 of 5: Update Report Status

*Report Status: O Draft

O Finalized for submission to CDC |08/05/2011

| Save | | Cancel |

N

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

3. 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.
4. Click the Save button.
Result: The system displays a confirmation page.
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Chronic Disease MIS: State Oral Disease Prevention Program (DP13-1307)

Alaska Department of Public Health
[.ﬂctinn Planw [ Reports S

| St |[ o |[rrsemama | nesources || enancin || anning

Annual Performance Report

2013-2014 Reports
Annual Performance Report - DRAFT

Step 5 of 5: Update Report Status

Are you sure you wish to change the Annual Performance Report status to Finalized for submission to the CDC?

| Yes | | No

5. Click Yes.
Result: The system displays the status message shown below.

Your report has been submitted for processing.
To check the status, click My Reports located at the top right of vour screen.

The system finalizes the report and also does the following:

e Saves the finalized Annual Performance Report.

e Disables all Annual Performance Report Steps.

e Makes the Finalized Reports section available and creates a PDF Report file. The Finalized
Reports section displays the date the report was finalized and a View and Print Report link
that you can click to download and view the report in PDF format and print the report, if
desired. The finalized report is always available for download using the View and Print
Report link, and does not expire.
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Chronic Disease MI5: State Oral Disease Prevention Program (DP13-1307)
Alaska Department of Public Health

‘ “i"::i:’ R:g:;a:{s Inﬂ;‘:i’:t'::n Resources || Financial H Planning || Action Plan Reports {

Annual Performance Report

2013-2014 Reports Year:

Annual Performance Report - DRAFT

Process Status

Step 1: Review Errors in Current Action Plan

Step 2: Review Errors in Evaluation Reporting

Step 3: Enter Report Narrative

Step 4: Transfer Information

Step 5: Review Errors in Upcoming Action Plan and CAP

Step 6: Update Report Status Finalized for submission to CDC on

07/15/2014

Previously Finalized Reports
Finalized on: 07/15/2014 View and Print Report
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