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Introduction

Use the Search tab to specify criteria for searching data search for data across all the FOAs to which you have
access, and also access shared search criteria created by other users within your organization. When running a
search, the system guides you through a series of steps required for specifying search criteria. At the end of this
process, you will have the option to save and/or print the results. Saved searches can be shared if desired. The
tab consists of two sections:

e My Search Criteria: used to add, edit, delete, and view the results of searches created by you.

¢ Shared Search Criteria: used to add, edit, delete, and view the results of searches that you and other

users have designated as "shared".
¢ Pre-Defined Reports: Allows you to quickly and easily access data across tabs.

Pre-Defined Reports do not replace the reports currently required by PGO for
imapariant your FOA.
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My Search Criteria

Use the My Search Criteria subsection under the Search tab to add, edit, delete, and view the results of searches
created by you. You can specify a set of search criteria, name and save it for later use, and then edit it or delete
it if necessary. Although searches displayed under My Search Criteria can be viewed, edited, deleted, or run
only by you, you can choose to share a search. If you do so, others can view and edit the search but their edits
will not affect your original search because the system requires that each search be saved with a unique name.

Upon initial entry into the summary page, there are no searches displayed if you have not created any.

FOAs B Search
Recipients

My Search Criteria | Shared Search Criteria | Pre-Defined Reports

Search: My Search Criteria
Start new search ———— Click this link to initiate a search.

FOA:

. ———— | Thelistof search criteria is empty until at

No information entered. least one has been created and saved.

After searches have been created, the system displays for each search, the search name, topic and type, search
description, and also indicates if a search is shared or not. You can hover your mouse on a search description to
view the complete description of the search and also view more information about the search such as who
created it, and when it was created and last updated.




CDMIS Training Manual — Search Module (Grantee) My Search Criteria

FOAS B Search
Recipients

My Search Criteria | Shared Search Criteria | D/e Click on a column
heading to sort the search

Search: My Search Criteria Its by th i i i
s : results by the speciic Select the applicable link to
LAl N@w Searcn headin .
roa: s 9 genera_tg results, edit or delete
a specific search criteria.
Show [25_ ] entries Showing 1 - 25 of 173 Search:
¥ Search Name i Topic and Type Search Description Shared
1205 yrl PM 4.2 other  Comjprehensive Resources: 1205 yr 1 PM 4.2 otehr gowvt Yes
govt entities Canfer Control Partnerships/Coalitions - entities

(DPL2-1205 Response Options
1205 yr 1 PM 4.2 other gowt Yes view results | edit

1205 yrl PM 4.2 other  Compprehensive Resources:
entities - updated April 2014

govt entities updated Cangcer Control Partnerships/Coalitions -
(DP2-1205 Response Options

6.3 ¥r 4 Action Plan A0s Comprehensive Action Plan: Annual Objectives Keyword - Evidenced based a5 view results | edit
Cancer Control and Progress - Keyword
(DHO7-703)
703 COC PM 2.2 public  Cofnprehensive Résources: This query includes all CCC Yes view résults | edit
health programs YR 5 Cancer Control Partnerships/Coalitions - programs, partnérship/coalition
(DR07-703) Response Options name and public h...
703 CCC PM 2.2 yrd Comprehengive Reésources: This query includes all 703 CCC Yies view results | edit
buisnass/industry YRS Cahoer Control Partnerships/Coalitions - programs, organization and
(DpO7-703) Response Options bulsness/industry ...
703 CCC PM 2.2 yrd Comprehensive Resources: This query includes all CCC s view results | edit
other organizations YR § Cancer Control Partnerships/Coalitions - programs and provides the
(DP07-703) Response Options organization name, part...
703 CCC PM 2.2 yrS Comprehensive Resources: This query includes all CCC Yes view results | edit
. Cq ncer Control Partnerships/Coalitions - programs and provides the
Select an FOA to view DPO7-703) Response Options organization name, part...

d Previous Mext e

the search criteria

associated with the
selected FOA. Hover mouse above the

Search Description for

additional information
about the search criteria.

There are two main ways to create a search—using response options or using keywords.

e Response Options: Search for specific characteristics pertaining to the selected topic. You will be asked

to select specific options that you want to include in the search.
e Keywords: Search for a particular keyword in the selected topic. You will be asked to enter the keyword
in step 2. When you select the Keyword option, the system searches all fields (including text boxes and

text areas) in the selected Topic for an exact match of the text entered.




Shared Search Criteria CDMIS Training Manual — Search Module (Grantee)

Shared Search Criteria

Use the Shared Search Criteria summary section under the Search tab to add, edit, delete, and view the results
of searches that you and other users have designated as "shared". Searches displayed in this section can be
edited by all users but can be deleted only by the creator of the search. If a shared search is edited by a user
other than the one who originally created the search, the MIS requires that the search be saved with a different
name.

Upon initial entry into the summary page, there are no searches displayed if no searches have been designated
as "shared." After searches have been shared, the MIS displays for each search the search name, associated
FOAC(s), topic and type, and search description. You can hover your mouse on a search description to view the
complete description of the search and also view more information about the search such as who created it, and
when it was created and last updated.

FOoRs & || Search
Hecipiamts

Zaacch Critacis | Shared Search Critaria | Pra-Daficad fe

Select an FOA to -
Search: Shared Search C view the search Leesaudlfrs] by the specific
criteria associated 9

Click on a column
heading to sort the search

- with the selected 2
e Select the applicable link to
~ r) i » g .
i3 view results, edit or delete
v Search Name FOA Topic and Type Search Description | g SpeCifiC SearCh Criteria
1205 yrl PM 4.2 other  Comprehensive Rasources: 1205 yr 1 PM 4.2 otefrgowr TEF T TS T
govt entities Cancer Control Partnerships/Coalitions - entities
(DF12-1205 Rasponse Options
1205 yrl PM 4.2 other  Comprehensive Resources: 1205 yr 1 PM 4.2 other gont
govt entities updated Cancer Control Partnerships/Coalitions - entities - updated Apil 2014
(DP12-1205 Responsa Options

6.2 Yr 4 Action Plan A0s Comprehensive Action Plan: Annual Objectives Keyword - Evidenced based Yes view results | edit
Cancer Control and Progress - Keyword
(DPOT-703)
703 CCC PM 2.2 public  Compréehangive RéSources: This guéry includes all CCC Yis view results | edit
health programs YR S Cancer Control Partnerships/Coalitions - programs, partnership/coalition
(DPO7-703) Response Options name and public h...
703 CCC PM 2.2 yrd Comprihingive Résources: This query includes all 703 CCC Vs view results | edit
buisness/industry YRS Cancer Controd Partnerships/Coalitions - programs, organization and
(DPOT7-703) Response Options bulsness/industry ...
703 CCC PM 2.2 yrd Comprehensive Resources: This query includes all CCC Yes view results | edit
other organizations YR § Cancer Control Partnerships/Coalitions - programs and provides the
(DPOT-703) Response Options organization name, part...
703 CCC PM 2.2 yrS Comprehensive Resources: This gueryNncludes all CCC Yes view results | edit
other gov agencles Cancer Control Partnerships/Coalitions - programs and provides the
(DPOT-703) Response Options organization hame, part...

d Previous Next

Hover over the Search
Description for additional
information about the search

The Shared Search Criteria list page displays the following information for each search:
e Search Name: The unique name of the search.

¢ FOA: The Funding Opportunity Announcement(s) included in the search criteria.

e Topic and Type: The MIS section included in the search criteria and the type of search.

e Search Description: The description of the search. When you hover over the mouse over the
description, the complete description in addition to when it was created, and when it was last updated is
visible.
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Shared: Indicates whether the search is shared or not.

e  Search criteria are listed in ascending alphabetical order by Search Name,

Topic and Type.

Click on a column heading to sort the results list by the specific heading.

Hote e To further narrow search results, enter search criteria into the Search text
box.

e  Navigate search results using the Previous and Next buttons.

[
°

In addition, from the My Search Criteria list page, the following actions can be performed:

view results: Executes the search criteria and displays the Search Results pages as described in the View
Search Results section on page 17.

edit: Opens the search criteria to allow modifications.

delete: Removes search criteria.

FOA: Filters the list of search criteria to those for the selected FOA. The selection defaults to ‘View
AIl’ FOAs. The user can select a particular FOA from the drop-down list to view the search criteria
applicable to that FOA only.

Search: Allows you to further narrow the search results by the criteria entered into the text box. The
system filters the results list as you type the search criteria.

Sort: Click on a column heading to sort the results list by the specific heading. The initial click sorts the
column in ascending order. A second click sorts the column in descending order. By default, the result
list is sorted by the Search Name. The system displays a sort arrow next to the column by which the list
is sorted. For example, if the list is sorted by FOA in ascending order, the system displays the sort
arrow, pointing up next to the FOA column heading. If you click the heading again, the system displays
the sort arrow, pointing down next to the FOA column heading.
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Search Steps

You can create a new search using the following 3 steps:

e Step 1: Select search criteria
e Step 2: Select response options or keywords
e Step 3: Select fields to display in results

Create a search using response options

When you search using response options, you are searching for specific characteristics pertaining to a selected
topic and will be asked to select specific options that you want to include in the search.

Step 1: Select search criteria

,-3 e For all fields that have the select all and clear all options, you can choose to search across
all available options by clicking the select all link above the list of items. To unselect the
items that you have already selected, click the clear all link.
e  Use the Previous button to return to a previously completed page. If any fields on the
page are incomplete or invalid when you click Previous, the system displays an error.
Correct all errors and click Previous again.

1. Click the Search tab.
Result: The system displays the My Search Criteria page.

FOAs B Search
Recipients

My Search Criteria | Shared Search Criteria | Pre-Defined Reports

Search: My Search Criteria

Start new search

FOA:

Mo information entered.
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2. Click the start new search link.
Result: The system displays the required search criteria fields.

FOAs & Search
Recipients

My Search Criteria | Shared Search Criteria | Pre-Defined Reports

Search: New Search Criteria

Created By: Ruby Silvestrizna Date Created: 07/09/2014 Date Updated:
Step 1: Select Search Criteria

FOA: G) Mote: Due to system processing time, please allow 1 second to pass before selecting multiple checkbox options

Select All | Clear All
[] comprehensive Cancer Control (DP12-1205)
[] pELTA FOCUS (CE13-1302)

“Search By: (®Response Options (O Keyword

Topic: Select One

“Years: Select All | Clear all
[J2015-2018
[J2014-2015
[J2013-2014
[J2012-2013
[J2011-2012
[J2010-2011

“Organization Name: 0 selected of 37 available

Type Organization Name to see matching Organizations
Select All | Clear all

Selected Organization Names
Mone Selected. |

Continue J cancel |
3. Inthe FOA field, select the FOA(s) to use for the search from the available FOA(s) in the system.
Result: After completing this field, the system populates the Topic field based on your selection.
4. 1Inthe Search By field, select Response Options
Select a topic from the Topic drop-down list. Each item on the topic list represents the sections within each
MIS tab.
Result: The system populates the topics list based on the FOA(s) selected.

bt

,-3 e If you selected more than one FOA, the system displays the topics that are common across the

" selected FOAs.

e Topics are displayed under their respective sections.

®  You cannot select a section; you can select only the individual topic.

®  You can select the Search All option under Action Plan or Community Action Plan, if available, to
search within every section of the Action Plan or Community Action Plan.

Hote
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8.

“Topic:

“Years:

“Organization Name:

| Select One

Program Summary
Resources

Personnel

Partners

Contracts/Consultants
Planning

Standard Data Sources

Other Data Sources

Plans and Logic Models
Action Plan

Action Plan (Search All)

Project Period Objectives and Progress

Annual Objectives and Progress
Annual Objective Activities
Annual Objective Products

In the Years field, select the year(s) to use for the search. The years displayed are determined based on the

FOAs s selected.

In the Organization Name field, click on the text box to view the organizations list and select the desired
organization(s) from the displayed list of organizations. You can also type the organization name in the
field. As you type the organization name (after typing the second letter) the system displays the

organizations that match the text.

Result: The system displays the organizations you select in the Selected Organizations list below the

Organization Name field.

Type Organization Mame to see matching Organizations

N

Selected Organization Names
Arizona Department Of Health Services

Selected
organization(s)

Connecticut Department Of Public Health
Ohio Department of Health

Click clear to remove a selected
organization.

Continue ]

Cancel J

clear
clear

clear

[
o o

To include all organizations in the search, click the select all link.
If you select all organizations, the system does not list the organizations individually but displays
the number of organizations selected.

e Toremove a selected organization from the list, click the clear link next to the organization.
e To remove all the organizations that you have already selected, click the clear all link.

Click Continue.

Result: The system displays the Step 2: Select Response Options page.

10
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FOAs B Search
Reciplents

My Search Criteria | Shared Search Criteria | Pre-Defined Reports

Search: New Search Criteria

Crested By: Auby Silvestrisns  Date Created: 07/09/2014  Date Updated: Selected topic
Step 2: Select Response Options

‘Topic: You selected Program Information - Contact Information
Modify Search Criteria

‘Response Options: am Mailing Address (State)

Sglect All | Clear All

| Delaware L Pennsylvania
[] District of Columbia [] Rhode Island o
Click here to change the 1 el L2 iy Carciin
. ] Georgia L] sputh Dakota
selected topic. ] Hawaii [] Tennessee
[J 1daho (] Texas
[ minois [ urah
[ Indiana O vermont
[ 1owa [ wirginia
[} Kansas [} washington w
1 1 Ausiciana T wrack virminia
Program Shipping Address [State)
Select All | Clear 211
[ alabama ] Mew vork 4
] alaska [] North Carolina
[] arizona [ north Dakota
[ califernia ] ohio
[ colorado ] oklahoma
L] connecticut L1 oregon
[J pelaware [ pennsylvania
[ pistrict of Columbia (] Rhode Island
[ Florida [ south Carolina
[J Georgia [] sputh Dakota o
Step 3: Select Fields to Display in Results
"Fields to Display: Select All | Clear All 4 Selected
» Grantee Number L) Program Shipping Address (Line 1)
] Telephone [ program Shipping Address (Line 2) ™
[ Fax [} program Shipping Address (City)
[ website address [ program Shipping Address (State)
[ Program Mailing Address (Line [} program Shipping Address (ZIP) "
1}
Generate Results == J =< Previous J Cancel
;‘5 e If any fields on the page are incomplete or invalid when you click Continue, the MIS displays an
" error. Correct all errors and click Continue again.

e The selected topic is displayed at the top of the Step 2: Select Response Options page. The
displayed topic is not editable. However, you can click the Modify Search Criteria link to return
to the previous page (Step 1: Select Search Criteria) and change the selected topic.

11
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Steps 2 and 3: Response Options, Keywords, Fields to Display

1. In the Response Options field, select the response options to include in the search. The options displayed are
distinct and related to the selected FOA and Topic.

2. Inthe Fields to Display field, select the information to include in the search results, e.g. telephone, address,
fax number, etc. or setting, status, progress information, etc., depending on the selected response options.

3. Click Generate Results.
Result: The system displays the results of the search.

FOAs & Search 1
[—H““""E"“ Click Modify Search Criteria to run a different
My Search Criteria | Shared Search Criteria | Pre-Defined Reports SeaI'Ch based on the Currently Selected Cl'ltel'la

Search: Results
Created By: Ruby Silvestriana Date Created: 07/03/2014 Date Updated: Date Run: 07/05/2014

Summary (Modify Search Criteria)

Search Name:
Search By: Response Option

Topic(s): Program Informaticn - Contact Information | Organizations: 3 Selected, 1 Found
FOA(s): CCC-1205, DELTA FOCUS | Year(s):3 Selected, 3 Found
Detailed Results (3 Results) [l save Search Criteria |
FOA Years Organization NameGrantee NumberTelephone FAX Program Mailing Address (State) Program Ma
CCC-2014 - 2015Arizona Department 3858 60254212226025420512AZ 85007
1205 Of Health Services
CCC-2013 - 2014 Arizona Department 3858 60254212226025420512AZ 85007
1205 Of Health Services
CCC-2012 - 2013 Arizona Department 3858 60254212226025420512AZ 85007
1205 Of Health Services

[5] save Search Criteria | (£} Print Results | [#] Export to Excel | ] Exit Search Criteria

(=] How do you view Excel file format on this site?

,-3 e The process of generating the results may take a moment depending on the options selected in Step

" 2 and Step 3.

e If any fields on the page are incomplete or invalid when you click Generate Results, the system
displays an error. Correct all errors and click Generate Results again.

e  After generating the results of your search, you can choose to save the search criteria, print the
results, or export the search results to Excel.

4. If your search did not generate any results or you want to keep most of your search criteria and run another
search, click the Modify Search Criteria link.
5. Modify the search criteria and repeat the steps as needed.

Create a search using keywords

When you search using response options, you are searching for a particular keyword(s) in the selected topic.
You will be asked to enter the keyword in step 2. When you select the Keyword option, the system searches all
fields (including text boxes and text areas) in the selected Topic for an exact match of the text entered.

Important information about Keyword Search

When performing a Keyword Search, you can narrow search results by using search types and operators.

Search Types

The search types you can use when performing a search are:

12
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¢ Single keyword
e Multi keyword
e Exact match

The table below describes each search type, and provides examples of the keywords entered and the search
results produced.

Search Type Description Example Example Search Results
Keywords

Single keyword | Searches all text boxes in the | breast Increase breast cancer
selected topic for a single examinations by 15% for men
keyword aged 18-25

Multi keyword | Searches all text boxes in the | cervical Cervical and skin cancers are
selected topic that include two | cancer leading diseases in certain
or more keywords demographic groups

Exact match Use quotation marks to search | “prostate The grantee will review
only for a set of words in all cancer” prostate cancer prevention
text boxes in the selected topic strategies for the 2012-2013
exactly how you typed them, budget years
and in the order that you typed
them

Operators
Operators are words that you can use between keywords to further narrow your search.

The table below describes the operators that you can use for a CDMIS search, and provides examples of the
keywords entered and the search results produced.

Operators
AND Searches all text boxes in the | Lung AND Reduce incidences of lung
selected topic for both words | tobacco diseases caused by tobacco
before and after AND smoke
OR Searches all text boxes in the | Lung OR Funding initiative was used to
selected topic that may have colorectal bring greater awareness
one of several words. colorectal cancer prevention
Note: In cases where “OR” or
“AND” are not used, results
will show pages that match
both terms.
Using “OR” with If OR is used in any operator | Breast AND Cancer screening using the Pap
multiple operators combinations (e.g. Keywordl | cancer OR smear can identify
AND Keyword2 OR cervical precancerous changes in
Keyword3) OR will replace cervical cells
any AND operator.
Example: “Breast AND

13
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cancer OR cervical” searches
results for “Breast” OR
“Cancer” OR “Cervical”.

Step 1: Select search criteria

1.

2.

»

,-3 e  For all fields that have the select all and clear all options, you can choose to search across

all available options by clicking the select all link above the list of items. To unselect the
items that you have already selected, click the clear all link.

e  Use the Previous button to return to a previously completed page. If any fields on the
page are incomplete or invalid when you click Previous, the system displays an error.
Correct all errors and click Previous again.

Click the start new search link.
Result: The system displays the required search criteria fields.

FOAs & Search
Recipients

My Search Criteria | Shared Search Criteria | Pre-Defined Reports

Search: New Search Criteria

Created By: Ruby Silvestrizna Date Created: 07/09/2014 Date Updated:
Step 1: Select Search Criteria

FOA: é) Mote: Due to system processing time, please allow 1 second to pass before selecting multiple checkbox options

Select All | Clear All
[] comprehensive Cancer Control (DP12-1205)
[] pELTA FOCUS (CE13-1302)

“Search By: (®Response Options (O Keyword

Topic: Select One A

“Years: Select All | Clear all
[J2015-2018
[J2014-2015
[J2013-2014
[J2012-2013
[J2011-2012
[J2010-2011

“Organization Name: 0 selected of 37 available

Type Organization Name to see matching Organizations
Select All | Clear all

Selected Organization Names
Mone Selected. |

Continue J cancel |
In the FOA field, select the FOA(s) to use for the search from the available FOA(s) in the system. Each item
on the topic list represents the sections within each MIS tab. To search across the entire Action Plan tab or
the Community Action Plan tab, if available, click Search All under Action Plan or Community Action Plan.
Result: After completing this field, the system populates the Topic field based on your selection
In the Search By field, select Keyword.
Select a topic from the Topic drop-down list. Each item on the topic list represents the sections within each
MIS tab.
Result: The system populates the topics list based on the FOA(s) selected.

14
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,-3 e If you selected more than one FOA, the system displays the topics that are common across the
selected FOAs.

e Topics are displayed under their respective sections.
*  You cannot select a section; you can select only the individual topic.

®  You can select the Search All option under Action Plan or Community Action Plan, if available, to
search within every section of the Action Plan or Community Action Plan.

Topic: | Select One i

Program Summary
Resources

Personnel

Partners

Contracts/Consultants
Planning

Standard Data Sources

Other Data Sources
“Organization Name: F'Ilans and Logic Models o
Action Plan

Action Plan (Search all)

Project Period Objectives and Progress

Annual Objectives and Progress

Annual Objective Activities

Annual Objective Products

“Years:

5. Inthe Years field, select the year(s) to use for the search. The years displayed are determined based on the
FOAs selected.

6. In the Organization Name field, click on the text box to view the organizations list and select the desired
organization(s) from the displayed list of organizations. You can also type the organization name in the
field. As you type the organization name (after typing the second letter) the system displays the
organizations that match the text.

Result: The system displays the organizations you select in the Selected Organizations list below the
Organization Name field.

“Years: Select All | Clear all
[J2015-2016
[J2014-2015
2013-2014
2012-2013

Click clear to remove a
selected organization.

“Organization Name: 3 selected of 37 available

Type Organization Name to see matching Organizations

Select All | Clear All

Selected Selected Organization Names
o ™~ Arizona Department Of Health Services clear
organization(s)
Connecticut Department Of Public Health clear
Ohio Department of Health clear
Continue ] Cancel J
,-3 e If you selected more than one FOA, the system displays the topics that are common across the
" selected FOAs.
Hote

e Topics are displayed under their respective sections.

15



Search Steps CDMIS Training Manual — Search Module (Grantee)

®  You cannot select a section; you can select only the individual topic.
You can select the Search All option under Action Plan or Community Action Plan, if available, to
search within every section of the Action Plan or Community Action Plan.

7. Click Continue.
Result: The system displays the Step 2: Select Keywords and Step 3: Select Fields to Display in Results

sections.

FOAs & Search
Recipients

My Search Criteria | Shared Search Criteria | Pre-Defined Reports

Search: New Search Criteria “Ru

Selected topic

Created By: Ruby Silvestriana Date Created: 07/05/2014 Date Updated:

Step 2: Select Keywords

You selected Action Plan - Action Plan (Search All)
Modify Search Criteria

“Topic:

“Keyword: [
Show Search Tips v,

\

Click here to change the
selected topic.

Step 3: Select Fields to Display in R}éults

“Fields to Display: Select All | Clear All 4 Selected

~ FOA O A0 Population Focus-Sexual Identity o
Click here more ~ Years O a0 population Focus-Race
. . . ~| Organization Name [J A0 Population Focus-Ethnicity
|nf0rmat|0n abOUt entermg ~ Grantes Mumber O a0 Population Focus-Age
kevwnrde [ related Project Period Objective [ AC population Focus-Geography
[ Related Annual Objective [l A0 Population Focus-Socioeconomic Status (SES)
O Project Period Objective ID O ao Population Focus-Additional Population Details
[ pro Priority Area (this will list all priority areas) [J A0 Measurement-Direction of Change
[[1 PO Describe the objective and how it will impact the [J A0 Measurement-Unit of Measurement
problem v
M AN Manmiramant_Mirackian ~f Channan M AR Manciransan F_AAh AR WG DA MAncoead
Generate Results > = J == Prewous] Cancel J
,-3 e If any fields on the page are incomplete or invalid when you click Continue, the MIS displays an
i . . .
e error. Correct all errors and click Continue again.
Hote

e The selected topic is displayed at the top of the Step 2: Select Response Options page.

Steps 2 and 3: Select Keywords/Fields to Display

1. Enter the keyword(s) to use for the search. For more information on entering keywords, refer to Important
information about Keyword Search on page 12.

2. Inthe Fields to Display field, select the information to include in the search results, e.g. telephone, address,
fax number, etc. or setting, status, progress information, etc., depending on the selected response options.
You can choose to include all fields by clicking the select all link above the list of items. If you selected all
fields and you want to unselect them, click the clear all link.

3. Click Generate Results.

Result: The system displays the results of the search.

16
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;‘5 e The process of generating the results may take a moment depending on the options selected in Step

2 and Step 3.

e If any fields on the page are incomplete or invalid when you click Generate Results, the system
displays an error. Correct all errors and click Generate Results again.

e  After generating the results of your search, you can choose to save the search criteria, print the
results, or export the search results to Excel.

| FORs & Search l
Reciplenis
Sy e o e Click Modify Search Criteria to run a d|fflere'nt
search based on the currently selected criteria. —

Search: Results

Created By: Ruby Sivestriana Date Created: 07/
Summary {Modify Search Criteria)

1014 Date Updated: Date Runi 07 07/2014

Search Name:

Search By: Keyword - breast AND cancer

Topic(s): Action Plan - Action Plan (Search All) | Organizations: 3 Selected, 3 Found
FOA(s): CCC-1205, CTG, DELTA FOCUS | Year(s):3 Selected, 2 Found

Detailed Results

FOAYears  Organization NameGrantee NumberRelated Project Period ObjectiveRelated Annual ObjectiveProjes

CCOC-2013 - 2014Arizona Department 3858 03 - Increase the percent of 3.2 - Increase the number 03
1205 Of Health Services women (ages 40+) who have had a of Partnering health
Mammaogram in the past 2 years  insurance providers that
from 73.90% to B0% by June 2017.commit to monitoring and
increasing the number of
breast cancer screenings.
from O to 3 by June 2014,
COC-2013 - 2014Arizona Department 3858 03 - Increase the percent of 3.2 - Increase the number 03
1205 OFf Health Services wiomen (ages 40+) who have had a of Partnering health
Mammogram in the past 2 years  insurance providers that
from 73.90% to 80% by June 2017.commit to monitoring and
increasing the number of
breast cancer screenings.
from O to 3 by June 2014.
CCC-2013 - 2014Anzona Department 3858 03 - Increase the percent of 3.2 - Increase the number 03
1205 Of Health Services women (ages 40+) who have had a of Partnering health
Mammogram in the past 2 years  insurance providers that
from 73.90% to 80% by June 2017.commit to monitoring and
increasing the number of
breast cancer screanings.
from O to 3 by June 2014.

4. If your search did not generate any results or you want to keep most of your search criteria and run another
search, click the Modify Search Criteria link.
Result: The system returns you to Step 1: Select Search Criteria.

5. Modify search criteria and repeat the steps as needed.

View Search Results

At the top of the results, the system displays the first and last name of the user who created the search, the date
the search was created, the date the search was updated, and the date the search run. After viewing the search
results, you can save the search for later use if you choose to do so.
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| Jfor s [ Search l The top of the page displays the name of the
sy Search Crtaris | Sharad Saarch Critarts | Pre-Defined Aefire. person who created the search and when it was
ol _ . E created, updated, and run.

Search: Results

Created By: Ruby Sivestriana Date Created: 07/07/2014 Date Updated: Date Run

Summary l_juodll‘f Search r.:ri'leﬁu:_]

Search Name:

Search By: Keyword - breast AND cancer
Topic(s): Action Plan - Action Plan (Search All) | Organizations: 3 Selected, 3 Found
FOA(s): CCC-1205, CTG, DELTA FOCUS | Year(s):3 Selected, 2 Found

E)etuiled Results

The middle section displays the search criteria that
produced the results.

The Detailed Results section displays the results

of the search.

FOA Years  Organization NameGrantee NumberRelgt€d Project Period ObjectiveRelated Annual Objective Projes

CCC-2013 - 2014Arizona Department 3858 3 - Increase the percent of 3.2 -’Increase the number 03
1205 Of Health Services women (ages 40+) who have had a of Partnering health

Mammaogram in the past 2 years  insurance providers that

from 73.90% to B0% by June 2017.commit to monitoring and
increasing the number of
breast cancer screenings.
from O to 3 by June 2014,

CCC-2013 -~ 2014Arizona Department 3858 03 - Increase the percent of 3.2 - Increase the number 03
1205 OFf Health Services wiomen (ages 40+) who have had a of Partnering health

Mammogram in the past 2 years  insurance providers that

from 73.90% to 80% by June 2017.commit to monitoring and
increasing the number of
breast cancer screenings.
from O to 3 by June 2014,

CCC-2013 - 2014Arizona Department 3858 03 - Increase the percent of 3.2 - Increase the number 03
1205 Of Health Services women (ages 40+) who have had a of Partnering health

Mammogram in the past 2 years  insurance providers that

from 73.90% to 80% by June 2017.commit to monitoring and
increasing the number of
breast cancer screenings.
from O to 3 by June 2014.

The Detailed Results section displays the FOA, Years, Grantee Name and the fields selected to appear in the
search for each result found.

After viewing the results, you can choose to do the following:

e Save the search criteria that produced the results future use and also share the search with others, if
desired.

¢ Print the search results. Click the Print Results link to open the Print dialog box and print the search
results.

e Export the results to Excel. Click the Export to Excel link to open a windows dialog box and export the
search results to Excel.

e Ecxit search criteria. Click the Exit Search Criteria link to close the Search Results window.

Save Search Results

1.

Click the Save Search Criteria link at the bottom of the search results.
Result: The system displays the Save Search pop-up window. The Save Search page is pre-populated with
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the selected search topic and response options, or keyword(s) depending on the type of search.
e T e

Search ‘Required
Save Search
; Search Topic: Action Plan {Search All) N
B Search By: Keyword 0

reil " Search Mame:

| "Search ﬂ B
Description:
A
N
n
) F'
W
lar g
1er Characters: 0/ Maximum: 500

25

*Share Search: CiYes ®MNo

Save Search] Cancel]

2. In the Search Name field, enter a unique name for the search. This is the name that will identify this search
on your list of searches. Maximum is 500 characters, about 100 words.

¢ The search name must be unique and cannot be duplicated. If a search
name is duplicated, the MIS displays an error when you click Save. You

Important ”
can then enter another search name and save the search again

3. Inthe Search Description field, enter a brief but meaningful description of the search. Maximum is 200
characters, about 50 words.

4. Inthe Share Search field, indicate if you want the search to be viewable by other users or not. If you select
Yes, your search will appear under both the My Searches and Shared Searches sections. If you select No,
your search will appear only under the My Searches section.
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5.

Click Save Search.
Result: The system saves the search and displays the assigned name at the top of the search results.

L8 — |

My Ssarch Criteria | Shared Search Criteria | Pre-Defined Raports

Search: Results - Breast Cancer Search

Craated By: Ruby Silvestriana Date Created: 07/05/2014 Date Updated: Date Run: 07/05/2014
Summary (Modify Search Criteria)

Search Name: Breast Cancer Search
Search By: Keyword - breast AND cancer
Topic(s): Action Plan - Action Plan (Search all) | Organizations: 3 Selected, 3 Found
FOA[s): CCC-1205, CTG, DELTA FOCUS | Year(s):3 Selectad, 2 Found

Name assigned to search criteria.

Detailed Results

FOA Years Organization NameGrantee NumberRelated Project Period ObjectiveRelated Annual ObjectiveProjes
COC-2013 - 2014Arizona Department 3858 03 - Increase the percent of 3.2 - Increase the number 03
1205 Of Health Services women (ages 40+) who have had a of Fartnering health
Mammaogram in the past 2 years  insurance providers that
from 73.90% to 80% by June 2017.commit to monitoring and
increasing the number of

breast cancer screenings.

from O to 2 by June 2014.
CCC-2013 - 2014Arizona Department 3858 03 - Increase the percent of 3.2 - Increase the number 03
1205 Of Health Services women (ages 40+ ) who have had a of Partnering health

Mammaogram in the past 2 years  insurance providers that
from 732.90% to 80% by June 2017.commit to monitoring and
increasing the number of
breast cancer screenings.
from O to 3 by June 2014,
CCC-2013 - 2014Arizona Department 3858 03 - Increase the percent of 3.2 - Increase the number 03
1205 Of Health Services women (ages 40+ ) who have had a of Partnering health
Mammogram in the past 2 years  insurance providers that
from 73.90% to 80% by June 2017..commit to monitoring and
increasing the number of
breast cancer screenings.
from O to 3 by June 2014.

After saving your search, you can access it using the My Search Criteria page or the Shared Search Criteria
page (if you chose to share it).
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T oroAsE |
Waeipienls

Search

» | Shared Search Criteria | Pra-Defned Resorns

Learch: Shared Search Criteria

Stadt new search Select the applicable link to
Fani generate results, edit or delete a
S erten Showing 1 4 of 4 specific search criteria
Tsparch  FOA Topic and  Search Description shared
Mamse Typ=
angeligue’s  Collaborative Respurces: Resources: Partnerships/Coalitions Resources: Partnerships Resources: Partnerships/Coalitions  ves vigw resuity | adit
Pergonnel = Respandse Oplions = Responss Optiond = Responss Opliond
Kayword
Breast Comprehensive  Action Mlan:  This search tracks the PRPOS and A0S for breast cancer from 2011 to 2014 Y
Cancer Cancer Controd  Action Plan
Search (DP12-1205, {Search All)
DELTA FOCUS - Barywiord
[CE13-1302)
Intemaet DELTA FOCUS  Program Resources: Partnerships/Coalitions 05 as shared saarch. Yas view results | adit
Response  (CEL13-1302) Information: - Response Options
Option Program
SAIFTSTY -
Responss
Qplions
Produds Collaborative,  Action Plan:  All Healthy Communities and Coordinated CD products since 3006, Yot view results | adit
Coprdinated anrual
Chirgaic Dbjective
Cesaase Progucs -
Pravention and Responss
Haalth aptions
Fromation
d ®

The My Search Criteria list page displays the following information for each search:

Search Name: The unique name of the search.

FOA: The Funding Opportunity Announcement(s) included in the search criteria.

Topic and Type: The MIS section included in the search criteria and the type of search.

Search Description: The description of the search. When you hover over the mouse over the
description, the complete description in addition to when it was created, and when it was last updated is
visible.

Shared: Indicates whether the search is shared or not.

4 3 e  Search criteria are listed in ascending alphabetical order by Search Name,
Hote Topic and Type.

In addition, from the Search Criteria list page, the following actions can be performed:

view results: Executes the search criteria and displays the Search Results.

edit: Opens the search criteria to allow modifications .

delete: Removes search criteria.

FOA: Filters the list of search criteria to those for the selected FOA. The selection defaults to ‘View
All’ FOAs. You can select a particular FOA from the drop-down list to view the search criteria
applicable to that FOA only.
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Pre-Defined Reports

Pre-Defined Reports provide a quick and easy way for CDMIS users to access data across tabs. The Office of
Informatics and Information Resource Management within the National Center for Chronic Disease Prevention
will continue to work with all programs that use CDMIS to provide reports that provide useful information that
assist in fulfilling CDC’s public health mission.

These reports do not replace the reports currently required by PGO for your
Imp-ortant FOA.

The Recipient Status Report
The Recipient Status Report is a Pre-Defined report that displays the total number of objectives by the
Objective’s Target Met status for each recipient.

To run the Recipient Status Report:

1. Click the Search tab.
Result: The system displays the Search: My Search Criteria page.

. Click the Pre-Defined Reports
R:f::ir:z:ts Seare 1 link to run a Pre-Defined Report.

My Search Criteria | Shared Search Criteria | Pre-Defined Reports

Search: My 5earch Criteria

Start new search

FOA.:

Show entries Showing 1 -1 of 1

¥ Search Name FOA Topic and Type

Breast Cancer Search Comprehensive Cancer Action Plan: Action Plan (Search All) -

Control (DP12-1205, Keyword
DELTA FOCUS (CE13-
1302)

2. Click the Pre-Defined Reports link.
Result: The system displays the Pre-Defined Reports page, which allows you to run the Recipient Status

22



CDMIS Training Manual — Search Module (Grantee) Pre-Defined Reports

Report, a report that displays the total number of objectives for each recipient.

FOAs & Search
Recipients

My Search Criteria | Shared Search Criteriz | Pre-Defined Reports

Pre-Defined Reports

Pre-Defined Reports provide a quick and easy way for CDMIS users to access data across tabs. These reports do not
replace reports currently required by PGO for your FOA.

The Office of Informatics and Information Resource Management (OIIRM) within the National Center for Chronic
Disease Prevention will continue to work with all programs that use CDMIS to provide reports that provide useful
information that assist in fulfilling CDC's public health mission.

Recipient Status Report

X

.|| & The Recipient Status Report displays the total number of objectives by the
Objective's Target Met status for each recipient.

Create Report

3. Click the Create Report button.
Result: The system displays the Pre-Defined Reports: Recipient Status Report page.

FOAs & Search ]
Recipients

My Search Criteria | Shared Ssarch Criteria | Pre-Defined Reports

Pre-Defined Reports: Recipient Status Report

The Recipient Status Report displays the total number of objectives by the Objective’s Target Met status for each recipient.

b

'|:| ¥ Select Filter Options
"FOA: [select one w
"Recipient(s):

"Report Year: |Select One v
‘Report Type: | ~

*Report [ oraft [ Finalized
Status:

‘Submit | Reset |
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4. In the FOA field, select the FOA to use for the search from the available FOAs in the system.
Result: After completing this field, the system populates the Recipient field based on your selection.

FOAs B Search l
Recipients

My Ssarch Criterla | Zhared Ssarch Criteria | Pre-Defined Reports

Pre-Defined Reports: Recipient Status Report

The Recipient Status Report displays the total number of objectives by the Objective’s Target Met status for each recipient.

—
'Llf'\ Select Filter Options
"FOA: [DELTA FOCUS (CE13-1302) v|

*Recipient(s): |[All Recipients
Alaska Network on Domestic Violence and Sexual Assault #
California Partnership to End Domestic Violence

W
Delaware Coalihon Against Domestic Violence
‘Report Year: |Select One w
The Recipient(s) list is populated
*Report Type:
R e . based on the selected FOA.
"Report [ oraft [ Finalized
Status:

Submit | Reset J

5. From the Recipient(s) list, select the recipients to include in the search.

Result: The system populates the Report Year field with the available report years for the selected
recipients.

FOAs B Search ]
Recipients

My Saarch Criterla | Shared Search Criteria | Pra-Definad Raports

Pre-Defined Reports: Recipient Status Report

The Recipient Status Report displays the total number of objectives by the Objective’s Target Met status for each recipient.
f—

#

=" sSelect Filter Options

g

“FOA: [DELTA FOCUS (CE13-1302)

*Recipient(s): [all Recipients

Alaska Network on Domestic Viclence and Sexual Assault *
California Partnership to End Domestic Violence  [W]
Delaware Coalition Against Domestic Violence

‘Report Year:
Sl e The Report Year list is populated
"Report Type: |2014 - 2015 e Report Year list is populate
TR - based on the selected
“Report [ praft [ Finalized recipient(s).
Status:

Submit | Reset

;5 e To select several recipients, hold down the CTRL key (to select non-

consecutive recipients) or the SHIFT key (to select consecutive recipients) and
select the recipients.
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6. Inthe Report Year field, select a year to report on.
Result: The system populates the Report Type field with the available report types for the selected report

year.

FOAs & Search ]
Recipients

My Ssarch Critarla | Shared Ssarch Criteria | Pre-Defined Raports

Pre-Defined Reports: Recipient Status Report
The Recipient Status Report displays the total number of objectives by the Objective’s Target Met status for each recipient.

Y
=S gelect Filter Options

“FOA: [DELTA FOCUS (CE13-1302)

"Recipient(s): |all Recipients
Alaska Network on Domestic Violence and Sexual Assault ™

California Partnership to End Domestic Violence (v

|Delaware Coalition Against Domestic Violence

"Report Year: |[2013 - 2014 w

"Report Type: |EIE

PR The Report Type list is populated
"Report APR nalized based on the selected report
Status: year.

Submit ;| Reset |

7. 1Inthe Report Type field, select a report type.

8. In the Report Status field, select the Draft check box to include only data in the draft status in the report,
select Finalized to include only data in the finalized status in the report, or select both check boxes to
include both draft and finalized data in the report.

9. Click the Submit button.

Result: The system displays the Recipient Summary Report based on the selected search criteria. The data is
displayed in table and chart formats.
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Chronic Disease MIS Pre-Defined Reports

Recipient Status Report The top of the report displays the
/ selected search criteria.
FOA: DELTA FOCUS (CE13-1302)

Recipient(s): California Partnership to End Domestic Violence, Florida Coalition Against Domestic Violence Michiean Coalition to Fnd
Domestic and Sexual Violence, Ohio Domestic Violence Network The top of the report displays the
Report Year: 2013-2014 | Report Type: IPR | Report StaW selected search criteria.

Date Generated: July 09, 2014

Click the Chart link to view the
/ data in chart format.

— Click the export displayed data to

—
Table | Chart

IPR Yes No Ongoing
California Partnership to End DomesticVister) - Click the export displayed datato | © 0 5
Florida Cealition Against Domestic Violence Excel. 0 0 2
Michigan Coalition to End Domestic and Sexu 0 0 2
Ohio Domestic Violence Network 05-08-2014 Finalized 0 0 14

Table|Chart | Click the Table link to view the

data in table format.

Number of Annual Objectives 7 Target Met

Onnainn
‘/-/ Click the Table link to view the
0 data in table format.
California Partnership to End Domestic
Violence

06/19/2014 |G

Finalized

0
Florida Coalition Against Domestic Violence 0

05/13/2014
Drart R 2

Michigan Coalition to End Domestic and
Sexual Violence

061182014 | 2

Finalized

0

Ohio Domestic Violence Network 0
O '+
Finalized

i 5 10 15

Viewing the Recipient Status Report

The Recipient Status Report is divided into three sections: selected search criteria, table, and chart.
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Selected Search Criteria

The top of the report displays the selected search criteria that produced the report.
Recipient Status Report

FOA: DELTA FOCUS (CE13-1302)

Recipient(s): California Partnership to End Domestic Violence, Florida Coalition Against Domestic Violence, Michigan Coalition to End
Domestic and Sexual Violence, Ohio Domestic Violence Network

Report Year: 2013-2014 | Report Type: IPR | Report Status: Draft, Finalized

Date Generated: July 09, 2014

Recipient Status Report in table format

The middle section of the report displays the report data in table format. You can click the Chart link to display
the data in chart format. The chart displays the data in the report in columns. The columns display the
recipients, the date the annual objective progress was last updated, the number of annual objectives that are met,
not met, and ongoing. The table also specifies if the annual objective is finalized or not.

You can click the Export to Excel button to export the report data into Excel.

Table | Chart

Export to Excel

IPR Yes No Ongoing
California Partnership to End Domestic Violence 06-19-2014 Finalized 0 0 3
Florida Coalition Against Domestic Violence 05-13-2014 Draft 0 0 2
Michigan Coalition to End Domestic and Sexual Violence | 06-18-2014 Finalized 0 0 2
Ohio Domestic Violence Network 05-08-2014 Finalized 0 0 14

Export to Excel

Click the Export to Excel button to export the displayed data into Excel. The system displays a pop-up window
that allows you to specify how you want to export the data. You can click Open to open the data and view it.
When you select this option, the data will not be saved automatically. You can also click Save to view the data
and then save it. Click the Save As option to save the data into an Excel document.
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Windows Internet Explorer

What do you want to do with CDMIS_RSR.xdsx?

Size: 7.07 KB
From: nccddev.edc.gov

% Open

The file won't be saved automatically.
2 Save

% Save as

Recipient Status Report in chart format

The lower section of the report displays the Pre-Defined Report in bar chart format. If an objective target has
been met, the system displays a green bar for the objective. If the target has not been met, the system displays a
red bar for the objective. A blue bar indicates that the objective is ongoing. Each sub-section displays a selected
recipient’s number of annual objectives, the date the objective was met, and specifies whether the objective is
finalized or not. Click the Table link to return to the Table section in the middle of the page.

Table | Chart

Number of Annual Objectives / Target Met

B Y=s @8 No EB Ongoing

California Partnership to End Domestic
Violence

06/19/2014 |
Finalized

0
Florida Coalition Against Domest[i]%l}.;ig}ggﬁ 0
Draft TN

Michigan Coalition to End Domestic and
Sexual Violence

06182014 |G 2
Finalized

0
Ohio Domestic Violence Network |0

O . 4
Finalized

0 5 10 15
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