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CSAT-GPRA DATA ENTRY AND REPORTING SYSTEM USER’S GUIDE

Module 3 — Entering/Viewing/Editing Data for Knowledge Application
(KA) Programs

This module contains information and procedures for entering Knowledge Application (KA) data

into the Data Entry and Reports System. This User’s Guide does not contain the instructions for
completing the KA forms. You can access these instructions under the Data Collection Tools
and Instruments, KA Program Section, of the public GPRA Web site.

Upon completing this module you will be able to:

Select a program

Change a program target

Add a new meeting code

Enter a new meeting follow-up survey

View or edit an existing meeting baseline or follow-up meeting survey record
Enter a new training baseline survey

Enter a new follow-up training survey

View or edit an. existing training baseline or follow-up survey record

Enter a new technical assistance baseline survey

Enter a new technical assistance follow-up survey

View or edit an existing technical assistance baseline or follow-up survey record
View or edit an existing baseline or follow-up technical assistance survey

Add a new products/materials survey record.
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Selecting a Program

If you manage both Target Capacity Expansion and Knowledge Application (KA) program
grants, you will be automatically directed to the DATA ENTRY PROGRAM SELECTION
page to choose the type of program for which you wish to enter data in this session. If you
manage only KA grants, the System will skip the DATA ENTRY PROGRAM SELECTION

page and automatically display the DATA ENTRY MAIN MENU — KA TOOLS page

Click the type of program you wish to access. If you manage more then one grant, the

GRANTEE SELECTION page displays. If you manage a single grant, the DATA ENTRY
MAIN MENU - KA TOOLS page displays.

Figure 3-1 — Data Entry Program Selection Page (1 program)
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Figure 3-2 — Data Entry Program Selection Page (2 programs)
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Changing a Program Target

The user may have one of two reasons for changing a program target. Either the target was
entered into the System incorrectly, or the user believes the target must be changed.

The program targets are taken from the grant application, and they are not always
straightforward. For this reason, the CSAT-GPRA Web Support must have authorization from
the GPO to change a program target.

If you have entered the program target incorrectly, you may notify the Web Master and the
CSAT-GPRA Web Support will be able to change the program target information.

Alternatively, you may contact your GPO and ask that the program target information be
changed. The GPO will then contact the CSAT-GPRA Web Support to have the target
information changed.

VERSION 1.2 1/13/2003 PAGE 4



CSAT-GPRA DATA ENTRY AND REPORTING SYSTEM USER’S GUIDE

Adding a New Meeting Code

To enter a new meeting code, go to the DATA ENTRY MAIN MENU — KA TOOLS page,
and complete the following steps.

Meeting Tool

Submit

Step 1.
Step 2.

Step 3.

Figure 3-3 — Data Entry Main Menu — KA Tools Page
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Select the Meeting tool.

Click the “Submit” button. The SPECIFY MEETING page displays.

Click the Add a New Meeting Code link.
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Figure 3-4 — Specify Meeting Page
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Step 4.  Enter the new meeting code in the block provided. The MEETING

INFORMATION page displays.
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Figure 3-5 — Meeting Information Page
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Step 5.  Enter the date of the meeting
) ) Submit to Enter New Record

Step 6.  Enter the meeting location.

Step 7.  Enter the meeting topic.

Step 8. Click the “Submit and Enter a New Record” button. The BASELINE MEETING
SATISFACTION SURVEY page (or the page for the survey you have chosen)
displays.
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Enter a New Meeting Baseline Survey

To enter a new meeting baseline survey, go to the DATA ENTRY MAIN MENU - KA
TOOLS page, and complete the following steps.

Meeting Tool

Submit

Step 1.

Step 2.

Figure 3-6 — Data Entry Main Menu — KA Tools Page
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Select the Meeting tool.

Click the “Submit” button. The SPECIFY MEETING page displays.
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Select a Meeting
Code

Select a Data
Collection Point

View/Edit an
Existing Survey

Submit

Step 3.
Step 4.
Step 5.

Step 6.

Stepba.

Figure 3-7 — Specify Meeting Page
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Select a meeting code.
Select “ Baseline” data collection point.
Select “Enter New Survey Data” from the action list.

Click the “Submit” button. The BASELINE MEETING SATISFACTION
SURVEY page displays.

Click the “Back to Main Menu” button to return to the DATA ENTRY MAIN
MENU - KA TOOLS page.
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Figure 3-8 — Baseline Meeting Satisfaction Survey Page
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Step 7.

Complete the survey. The following rules apply when entering a new client record:

e All fields, except text fields, must be filled before the System will advance to the

next section

e The cursor will not automatically advance to the next field.

e The TAB button on the keyboard will advance the curser to the next field.

e Do not enter commas, decimals, or symbols in any field.

e Non-response codes for these questions are: 97=Refused to Answer; 98=Do Not

Know; 99=Missing Data.
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Note: You can access the instructions for completing KA forms under the Data
Collection Tools section of the public GPRA Web site.

Step 8. Click the “Save” button to save the record. The DATA ENTRY CONFIRMATION
RECORD page displays.

Step 8a.  Click the “Undo” button to delete the information entered in the record.

Step 8b.  Click the “Cancel” button to exit the form and return to the DATA ENTRY MAIN
MENU - KA TOOLS page.

Figure 3-9 — Data Entry Confirmation Record Page
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Step 9.
Step Ya.
Step 9b.

Step 9c.

Review the information and choose from the following options:
Click the “Back” button at the bottom of the page.

Click the “Cancel” button. If you click the “Cancel” button, the entire record will be
lost.

Click the “Save” button. The THANK YOU page displays.

Figure 3-10 — Thank You Page
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Step 10.

Step 10a.

Step 10b.

Step 10c.

Step 10d.

Click the Add New Baseline Record Using Current Meeting Code link to enter a new
baseline using the current meeting code.

Click the Add New Baseline Record For Different Meeting Code link to enter a new
baseline record for a different meeting code.

Click the Add Follow-up Meeting Code link to enter a follow-up survey for the same
meeting code.

To download a saved record in Excel format, click the Download saved record in
Excel format link.

To return to the DATA ENTRY MAIN MENU — KA TOOLS page, click the
Return to data entry main menu link.
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Step 10e. To exit the session and log off of the System, click the Logoff and exit link.
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Entering a New Meeting Follow-up Survey

To enter a new meeting follow-up survey, go to the DATA ENTRY MAIN MENU - KA
TOOLS page, and complete the following steps.

Meeting Tool

Submit

Step 1.

Step 2.

Figure 3-11 — Data Entry Main Menu — KA Tools Page
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Select the Meeting tool.

Click the “Submit” button. The SPECIFY MEETING page displays.
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Select Meeting
Code

Select Data
Collection Point

Select Action

Submit

Step 3.
Step 4.
Step 5.
Step 6.

Step 7.

Step7a.

Figure 3-12 — Specify Meeting Page
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Select the meeting tool.
Select a meeting code.
Select a baseline data collection point.

Select “Enter New Baseline Data” from the action list.

Click the “Submit” button. The BASELINE FOLLOW-UP SATISFACTION

SURVEY page displays.

Click the “Back to Main Menu” button to return to the DATA ENTRY MAIN

MENU - KA TOOLS page displays.
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Figure-3-13 — Follow-up Meeting Satisfaction Survey Page
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Step 8.

Step 9.

Complete the survey. The following rules apply when entering a new client record:

e All fields, except text fields, must be filled before the System will advance to the

next section

e The cursor will not automatically advance to the next field.

e The TAB button on the keyboard will advance the curser to the next blank field.

e Do not enter commas, decimals, or symbols in any field.

e Non-response codes for these questions are: 97=Refused to Answer; 98=Do Not

Know; 99=Missing Data.

Note: You can access the instructions for completing KA forms under the Data
Collection Tools section of the public GPRA Web site.

Click the “Save” button to save the record. The DATA ENTRY CONFIRMATION

RECORD page displays.
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Step 9a.  Click the “Undo” button to delete the information entered in the record.

Step 9b.  Click the “Cancel” button to exit the survey and return to the DATA ENTRY MAIN
MENU - KA TOOLS page.
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Figure 3-14 — Data Entry Confirmation Record Page
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Step 10. Review the entered information.
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Step 11.
Stepl la.

Step 11b.

Click the “Save” button to save the record. The THANK YOU page displays.
Click the “Undo” button to delete the information entered in the record.

Click the “Cancel” button to exit the survey and return to the DATA ENTRY MAIN
MENU - KA TOOLS page.

Figure 3-15 — Thank You Page
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Step 12.

Step 12a.

Step 12b.

Step 12c.

Step 12d.

Step 12e.

Click the Add New Baseline Record Using Current Meeting Code link to enter a new
baseline using the current meeting code.

Click the Add New Baseline Record For Different Meeting Code link to enter a new
baseline record for a different meeting code.

Click the Add Follow-up Meeting Code link to enter a follow-up survey for the same
meeting code.

To download a saved record in Excel format, click the Download saved record in
Excel format link.

To return to the DATA ENTRY MAIN MENU - KA TOOLS page, click the
Return to data entry main menu link.

To exit the session and log off of the System, click the Logoff and exit link.
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Viewing or Editing an Existing Meeting Baseline or Follow-up Record

To view or edit an existing meeting baseline or follow-up survey, go to the DATA ENTRY
MAIN MENU - KA TOOLS page, and complete the following steps.

Figure 3-16 — Data Entry Main Menu — KA Tools Page
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Step 1. Select the Meeting tool.

Step 2. Click the “Submit” button. The SPECIFY MEETING page displays.
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Select a
Meeting Code

Select a Data
Collection
Point

Select an
Action

Submit

Step 3.
Step 4.
Step 5.

Step 6.

Figure 3-17 — Specify Meeting Page
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Select the meeting code you wish to view/edit.
Select the data collection point.

Select “View/Edit Existing Survey Data” from the list of actions.

Click the “Submit” button. A second SPECIFY MEETING page displays.
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Figure 3-18 — Specify Meeting Page
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Step 7. Select the type (baseline or follow-up) of survey you wish to view or edit. The
completed BASELINE/FOLLOW-UP MEETING SATISFACTION SURVEY
page displays.
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Step 8.

Step 8a.

Step 8b.

Step 9.

Step 9a.

Step 9b.

Step 9c.

Step 9d.

Step Ye.

Note: You also have the choice of adding a new baseline survey. To add a new
baseline survey, click the Add New Baseline Survey link at the bottom of the page.

Review the saved data, or complete the desired edits, and click the “Save” button.
The THANK YOU page displays.

Figure 3-19 — Thank You Page
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Click the “Undo” button to delete the information entered in the record.

If you click the “Cancel” button, all information in the survey will be lost. You will
exit the survey and return to the DATA ENTRY MAIN MENU - KA TOOLS page.

Click the Add New Baseline Record Using Current Meeting Code link to enter a new
baseline using the current meeting code.

Click the Add New Baseline Record For Different Meeting Code link to enter a new
baseline record for a different meeting code.

Click the Add Follow-up Meeting Code link to enter a follow-up survey for the same
meeting code.

To download a saved record in Excel format, click the Download saved record in
Excel format link.

To return to the DATA ENTRY MAIN MENU - KA TOOLS page, click the
Return to data entry main menu link.

To exit the session and log off of the System, click the Logoff and exit link.
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Downloading a Saved Record

To download a saved client record, complete the following steps. (Records will be downloaded

in Excel format.)

Step 1. Click the Download saved record in Excel format link on the THANK YOU page.

The DATA ENTRY DOWNLOAD page displays.

Figure 3-20 — Data Entry Download Page
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Step 2 Choose an interview year from the drop-down box.

Step 3 Choose the meeting code from the drop-down box.

Step 4. Click the “Submit” button. The DATA ENTRY DOWNLOAD page displays.
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Figure 3-21 — Data Entry Download Page
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Step 5. Click the “Download” button.
Step 5a. To view the report in HTML format, click the View the records in HTML format. link.
Step 5b.  For instructions on how to download a file, click the How to save a downloaded file.
link.
Step 5¢.  Click the “Back to Main Menu” button to return to the DATA ENTRY MAIN
MENU - KA TOOLS page.
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Entering a New Training Baseline Survey

To enter a new training baseline survey, go to the DATA ENTRY MAIN MENU - KA
TOOLS page, and complete the following steps.

Figure 3-22 — Data Entry Main Menu — KA Tools Page

x“@ {:Sﬁ]’ GPRA basmment Perdarmance and Resalfy ek cﬁﬁ.ﬁ-‘r

Training Tool

* Whai's Kaw | Halp = Eslwiod Links ¥ Cemmamis P Sits Nap

P St Date £ntry Main Menu - KA Tools

Submit

Step 1.

Step 2.

B Spaagral
Wtarmation Grasd Mumber TINEST Prosgram Tame] for 2002 TH
Eril Program Target
Holecd fom the follrwesg feeks

- Misaiing

¥ Training
1™ Tz hiibe ol Acasdsbare
1™ P o] et el

P Bl Enlry

= Rapores

= Saarch

Select the Training tool.

Click the “Submit” button. The SPECIFY TRAINING page displays.
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Select Meeting
Code

Select Data
Collection Point

Select Action

Submit

Figure 3-23 — Specify Training Page
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Step 3.
Step 4.
Step 5.

Step 6.

Stepba.

Select a training code.

Select a baseline data collection point.

Select “Enter New Baseline Data” from the action list.

Click the “Submit” button. The BASELINE TRAINING SATISFACTION
SURVEY page displays.

Click “Back to Main Menu” to return to the DATA ENTRY MAIN MENU - KA

TOOLS page.
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Figure 3-24 — Baseline Training Satisfaction Survey Page
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Step 7. Complete the survey. The following rules apply when entering a new client record:
e All fields, except text fields, must be filled before the System will advance to the
next section
e The cursor will not automatically advance to the next field.
e The TAB button on the keyboard will advance the curser to the next blank field.
e Do not enter commas, decimals, or symbols in any field.
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e Non-response codes for these questions are: 97=Refused to Answer; 98=Do Not
Know; 99=Missing Data.

Note: You can access instructions for completing KA forms under the Data
Collection Tools section of the public GPRA Web site.

Step 8. Click the “Save” button to save the record. The DATA ENTRY CONFIRMATION
RECORD page displays.

Figure 3-25 — Data Entry Confirmation Record Page
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Step 8a.  Click the “Undo” button to delete the information entered in the record.
Step 9. Review the entered information.

Step 10. Click the “Save” button to save the record. The THANK YOU page displays.

Figure 3-26 — Thank You Page
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Step 10a. Click the “Undo” button to delete the information entered in the record.

Step 10b. Click the “Cancel” button to exit the survey and return to the DATA ENTRY MAIN
MENU - KA TOOLS page.

Step 11. Click the Add New Baseline Record Using Current Training Code link to enter a new
baseline using the current meeting code.

Step 11a. Click the Add New Baseline Record For Different Training Code link to enter a new
baseline record for a different meeting code.

Step 11b. Click the Add a Follow-up Training Code link to enter a follow-up survey for the
same meeting code.

Stepllc. To download a saved record in Excel format, click the Download saved record in
Excel format link.
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Step 11d. To return to the DATA ENTRY MAIN MENU — KA TOOLS page, click the
Return to data entry main menu link.

Steplle. To exit the session and log off of the System, click the Logoff and exit link
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Entering a New Follow-up Training Survey

To enter a new training follow-up survey, go to the DATA ENTRY MAIN MENU - KA
TOOLS page, and complete the following steps.

Training Tool

Submit

Step 1.

Step 2.

Figure 3-27 — Data Entry Main Menu — KA Tools
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Select the Training tool.

Click the “Submit” button. The SPECIFY TRAINING page displays.
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Select a Meeting
Code

Select a Data
Collection
Point

Select an
Action

Figure 3-28 — Specify Training Page
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Step 3. Select a training code.

Step 4.  Select a baseline data collection point.

Step 5 Select “Enter New Baseline Data” from the action list.

Back to Main
Menu

Step 6.  Click the “Submit” button. The BASELINE TRAINING SATISFACTION
SURVEY page displays.

Step 6a. Click the “Back to Main Menu” button to return to the DATA ENTRY MAIN
MENU - KA TOOLS page.
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Figure 3-29 — Follow-up Training Satisfaction Survey Page
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Step 7. Complete the survey. The following rules apply when entering a new client record:
e All fields, except text fields, must be filled before the System will advance to the
next section
e The cursor will not automatically advance to the next field.
e The TAB button on the keyboard will advance the curser to the next blank field.
e Do not enter commas, decimals, or symbols in any field.
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e Non-response codes for these questions are: 97=Refused to Answer; 98=Do Not
Know; 99=Missing Data.

Note: You can access the instructions for completing KA forms under the Data
Collection Tools section of the public GPRA Web site.

Step 8. Click the “Save” button to save the record. The DATA ENTRY CONFIRMATION
RECORD page displays.

Step 8a.  Click the “Undo” button to delete the information entered in the record.

Step 8b.  Click the “Cancel” button to exit the survey and return to the DATA ENTRY MAIN
MENU - KA TOOLS page.
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Figure 3-30 — Data Entry Confirmation Record Page
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Step 9.

Review the entered information.
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Step 10. Click the “Save” button to save the record. The THANK YOU page displays.
Step 10a Click the “Undo” button to delete the information entered in the record.

Step 10b. Click the “Cancel” button to exit the survey and return to the DATA ENTRY MAIN
MENU - KA TOOLS page.

Figure 3-31 — Thank You Page
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Step 11. Click the Add New Baseline Record Using Current Training Code link to enter a new
baseline using the current meeting code.

Step 11a. Click the Add New Baseline Record For Different Training Code link to enter a new
baseline record for a different meeting code.

Step 11b. Click the Add a Follow-up Training Code link to enter a follow-up survey for the
same meeting code.

Step 11c. To download a saved record in Excel format, click the Download saved record in
Excel format link.

Step 11d. To return to the DATA ENTRY MAIN MENU — KA TOOLS page, click the
Return to data entry main menu link.

Step 11e. To exit the session and log off of the System, click the Logoff and exit link.
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Viewing or Editing an Existing Training Baseline or Follow-up Record

To view or edit an existing training baseline or follow-up survey, go to the DATA ENTRY
MAIN MENU - KA TOOLS page, and complete the following steps.

Figure 3-32 — Data Entry Main Menu — KA Tools Page
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Step 1.  Select the Training tool.

Step 2. Click the “Submit” button. The SPECIFY TRAINING page displays.
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Step 3.

Figure 3-33 — Specify Training Page
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Select the type (baseline or follow-up) of survey you wish to view or edit. A second
SPECIFY TRAINING page displays.
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Figure 3-34 — Specify Training Page
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Step 4. Select the type (baseline or follow-up) of survey you wish to view or edit. The
completed BASELINE/FOLLOW-UP TRAINING SATISFACTION SURVEY
page displays.

Note: You also have the choice of adding a new baseline survey by clicking on the
Add New Baseline Survey link at the bottom of the page.

Step 5.  Review the saved data, or complete the desired edits.
Step 6.  Click the “Save” button. The THANK YOU page displays.
Step 6a. Click the “Undo” button to delete the information entered in the record.

Step 6b. 1f you click the “Cancel” button, all information in the survey will be lost. You will
exit the survey and return to the DATA ENTRY MAIN MENU — KA TOOLS page.
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Figure 3-35 — Thank You Page
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Step 7.  Click the Add New Baseline Record Using Current Training Code link to enter a new
baseline using the current meeting code.

Step 7a. Click the Add New Baseline Record For Different Training Code link to enter a new
baseline record for a different meeting code.

Step 7b. Click the Add a Follow-up Training Code link to enter a follow-up survey for the
same meeting code.

Step 7c.  To download a saved record in Excel format, click the Download saved record in
Excel format link.

Step 7d.  To return to the DATA ENTRY MAIN MENU — KA TOOLS page, click the
Return to data entry main menu link.

Step 7e. To exit the session and log off of the System, click the Logoff and exit link.
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Entering a New Technical Assistance Baseline Survey

To enter a new technical assistance baseline survey, go to the DATA ENTRY MAIN MENU -
KA TOOLS page, and complete the following steps.

Figure 3-36 — Data Entry Main Menu — KA Tools Page
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Step 1. Select the Technical Assistance tool.

Step 2. Click the “Submit” button. The SPECIFY TECHNICAL ASSISTANCE page
displays.
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Step 3.

Figure 3-37 — Specify Technical Assistance Page
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Select baseline. The BASELINE TECHNICAL ASSISTANCE SATISFACTION
SURVEY page displays.

Note: You also have the choice of adding a new baseline survey. To add a new
baseline survey, click the Add New Baseline Survey link at the bottom of the page.

VERSION 1.2

1/13/2003

PAGE 43



CSAT-GPRA DATA ENTRY AND REPORTING SYSTEM USER’S GUIDE

Figure-3-38 — Baseline Technical Assistance Survey Page
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Step4. Complete the survey. The following rules apply when entering a new client record:

e All fields, except text fields, must be filled before the System will advance to the
next section

e The cursor will not automatically advance to the next field.
e The TAB button on the keyboard will advance the curser to the next blank field.
e Do not enter commas, decimals, or symbols in any field.

e Non-response codes for these questions are: 97=Refused to Answer; 98=Do Not
Know; 99=Missing Data.

Note: You can access instructions for completing KA forms under the Data
Collection Tools section of the public GPRA Web site.

Step 5. Click the “Save” button to save the record. The DATA ENTRY CONFIRMATION
RECORD page displays.

Step 5a  Click the “Undo” button to delete the information entered in the record.

Step 5b.  Click the “Cancel” button to exit the survey and return to the DATA ENTRY MAIN
MENU - KA TOOLS page.
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Figure 3-39 — Data Entry Confirmation Record Page
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Step 6.
Step 7.
Step7a

Step 7b.

Review the entered information.
Click the “Save” button to save the record. The THANK YOU page displays.
Click the “Undo” button to delete the information entered in the record.

Click the “Cancel” button to exit the survey and return to the DATA ENTRY MAIN
MENU - KA TOOLS page.

Figure 3-40 — Thank You Page
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Step 8.

Step 8a.

Step 8b.

Step 8b.

Step 8c.

Click the Add New Baseline Record Using Current Technical Assistance Code link to
enter a new baseline using the current meeting code.

Click the Add New Baseline Record For Different Technical Assistance Code link to
enter a new baseline record for a different meeting code.

Click the Add a Follow-up Technical Assistance Code link to enter a follow-up survey
for the same meeting code.

Click the Add Follow-up Meeting Code link to enter a follow-up survey for the same
meeting code.

To download a saved record in Excel format, click the Download saved record in
Excel format link.
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Step 8d.  To return to the DATA ENTRY MAIN MENU — KA TOOLS page, click the
Return to data entry main menu link.

Step 8e.  To exit the session and log off of the System, click the Logoff and exit link.
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Entering a New Technical Assistance Follow-up Survey

To enter a new technical assistance follow-up survey, go to the DATA ENTRY MAIN MENU
— KA TOOLS page, and complete the following steps.

Figure 3-41 — Data Entry Main Menu — KA Tools Page
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Step 1.  Select the Technical Assistance tool.

Step 2. Click the “Submit” button. The SPECIFY TECHNICAL ASSISTANCE page
displays.
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Figure 3-42 — Specify Technical Assistance Page
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Step 3. Select technical assistance code.

Step 4. Select “Follow-up” as the data collection point.

Step 5. Select “Enter New Survey Data” from the action list.
Step 6. Click the “Submit” button.

Step 6a. Click the “Back to Main Menu” button to return to the technical assistance main
menu.

Note: You also have the choice of adding a new baseline survey by clicking on the
Add New Baseline Survey link at the bottom of the page.
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Figure-3-43 — Follow-up Technical Assistance Satisfaction Survey Page
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Step?7. Complete the survey. The following rules apply when entering a new client record:

e All fields, except text fields, must be filled before the System will advance to the

next section.
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Step 8.

Step 8a.

Step 8b.

e The cursor will not automatically advance to the next field.
e The TAB button on the keyboard will advance the curser to the next blank field.
e Do not enter commas, decimals, or symbols in any field.

e Non-response codes for these questions are: 97=Refused to Answer; 98=Do Not
Know; 99=Missing Data.

Note: You can access instructions for completing KA forms under the Data
Collection Tools section of the public GPRA Web site.

Click the “Save” button to save the record. The DATA ENTRY CONFIRMATION
RECORD page displays.

Click the “Undo” button to delete the information entered in the record.

Click the “Cancel” button to exit the survey and return to the main menu
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Figure 3-44 — Data Entry Confirmation Record Page
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Step 9.  Review the entered information.
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Step 10.
Step 10a.

Step 10b.

Click the “Save” button to save the record. The THANK YOU page displays.
Click the “Undo” button to delete the information entered in the record.

Click the “Cancel” button to exit the form and return to the main menu.

Figure 3-45 — Thank You Page
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Step 11.

Step 11a.

Step 11b.

Step 11c.

Step 11d.

Step 1l1e.

Click the Add New Baseline Record Using Current Technical Assistance Code link to
enter a new baseline using the current meeting code.

Click the Add New Baseline Record For Different Technical Assistance Code link to
enter a new baseline record for a different meeting code.

Click the Add a Follow-up Technical Assistance Code link to enter a follow-up survey
for the same meeting code.

To download a saved record in Excel format, click the Download saved record in
Excel format link.

To return to the data entry main menu page, click the Return to data entry main menu
link.

To exit the session and log off of the System, click the Logoff and exit link.
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Viewing or Editing an Existing Technical Assistance Baseline or Follow-up
Record

To view or edit an existing technical assistance baseline or follow-up survey, go to the DATA
ENTRY MAIN MENU - KA TOOLS page, and complete the following steps.

Figure 3-46 — Data Entry Main Menu — KA Tools Page
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Step 1. Select the Technical Assistance tool.

Step 2. Click the “Submit” button. The SPECIFY TECHNICAL ASSISTANCE page
displays.
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Figure 3-47 — Specify Technical Assistance Page
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Select a technical assistance code.

Select Baseline or Follow-up as the data collection point.

Select “View/Edit New Survey Data” from the action list.

Click the “Submit” button. A second SPECIFY TECHNICAL ASSISTANCE page

displays.

Click the “Back to Main Menu” button to return to the technical assistance main

menu.

Note: You also have the choice of adding a new baseline survey. To add a new

baseline survey, click the Add a New TA Code link at the bottom of the page.
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Figure 3-48 — Specify Technical Assistance Page

& CSAT GPRA womeiriomoirons SAT

P What's Maw [ Halp = Helxiad Links P Cammanis = 3Me Map

= Hema

Specity Technical Assistance
Cenaral
inlormetion
T Coondee: Wil T
= Dann G i B
TecduinuEructicny Wi sy adil a Basali aild T g existion Pocaaal 1D By clicking on tha
[ T ) - wilit Bink in the banlen o o may alaon edil s add aom Telloss np
Exparaian Pragram tecond Tor an existing Pessanal 10 Gy dicking on the sdit Bk or the ald nows
o Eacdrbac link In dhe bollowasp column,
gl e By

PFragram - .
The Peasanal I celoma can be ssied by clicking an the column b,

™ Dakta Ewiry

Hlll_ril:l-f_hm_l_u Ha=plinpe Fallayelip

dr Agld P

= Repors

= Ssaarch

Step 7. Choose the grantee name.

Step 8.  Click “Edit” or Follow-up.” The completed BASELINE/FOLLOW-UP MEETING
SATISFACTION SURVEY page displays.

Note: This page also contains the option of adding a new 6- or 12-month follow-up
record if one does not exist in the System.

Note: You can also add a new baseline survey. To add a new baseline survey, click
the Add New Baseline Survey link at the bottom of the page.

Step 9.  Review the saved data, or complete the desired edits. The THANK YOU page
displays.

Step 10. Click the “Save” button to save the record. The THANK YOU page displays.
Step10a. Click the “Undo” button to delete the information entered in the record.

Step 10b. Click the “Cancel” button to exit the survey and return to the main menu.
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Figure 3-49 — Thank You Page
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Step 11. Click the Add New Baseline Record Using Current Technical Assistance Code link to
enter a new baseline using the current meeting code.

Step 11a. Click the Add New Baseline Record For Different Technical Assistance Code link to
enter a new baseline record for a different meeting code.

Step 11b. Click the Add a Follow-up Technical Assistance Code link to enter a follow-up survey
for the same meeting code.

Step 11c. To download a saved record in Excel format, click the Download saved record in
Excel format link.

Step 11d. To return to the data entry main menu page, click the Return to data entry main menu
link.

Step 11e. To exit the session and log off of the System, click the Logoff and exit link
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Entering a New Product/Materials Survey

To enter a new Products/Materials Survey, go to the DATA ENTRY MAIN MENU - KA
TOOLS page, and complete the following steps.

Figure 3-50 — Data Entry Main Menu — KA Tools Page
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Step 1. Select the Products/Materials Tool.

Step 2. Click the “Submit” button. The PRODUCT/MATERIALS SEARCH page
displays.
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Step 3.

Step 4.

Step 5.

Figure 3-51 — Product/Materials Search, Specify Product/Material Page

@ CSAT GPRA ot teismme witontins 54

oy
Iafarmation

Data Colias i
TachilnstrucHans

P Tasgetad Capscioy
Fapmnsiae Freppam
* Hraralerlye
Bppdicadan
Fro @ie

P B Eniry

- Raporis

¥ Saarch

F Whai's Haw B Halp F Balwind Links P Commanin  * Sits Map

Specify Product/Material

Prodect Marnniak Sparch

¥'ruy rreay search {he Froducksihtslenals by Product Code or THe:

Calaparks

F &1 Calegones

T Technical Axwistance Publicatians [TAFS)
T Treatment Improvemen] Projecs (TPS)
T Cither CEAT Pubbciirnes [O0F]

T kAR Kays

T Cuick Cauide

Search

Product
Category

Download
Saved
Record

Choose a product.

Choose a product category.

Note: You may also choose to download a saved products/materials record by
clicking on the Download Saved Records in Excel Format link.

Note: You can choose an individual category and the products/materials listed in that
category display, or you can search all products/materials in the database by choosing
“All Categories.”

Click the “Submit” button. The SPECIFY PRODUCT/MATERIAL page displays.
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Add New
Survey
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Downloa
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Step 6.

Step 7.

Figure 3-52 — Specify Product/Material Page
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Choose a product code.

Note: You may sort on the product code, product/material title, or product category

fields.

Choose a product.
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Step 8.

Click the “Add New Survey Record” button. The PRODUCTS AND MATERIALS
SURVEY page displays.

Note: You may view or edit an existing file by clicking on the “View/Edit Saved
File” button.

Note: You may download saved records into Excel format by clicking on the
“Download Saved Records in Excel Format” button.
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Figure 3-53 — Products and Materials Survey Page
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Step 9. Complete the survey. The following rules apply when entering a new client record:

VERSION 1.2

PAGE 62




CSAT-GPRA DATA ENTRY AND REPORTING SYSTEM USER’S GUIDE

e All fields, except text fields, must be filled before the System will advance to the
next section

e The cursor will not automatically advance to the next field.
e The TAB button on the keyboard will advance the curser to the next blank field.
e Do not enter commas, decimals. or symbols in any field.

e Non-response codes for these questions are: 97=Refused to Answer; 98=Do Not
Know; 99=Missing Data.

Note: You can access instructions for completing KA forms under the Data
Collection Tools section of the public GPRA Web site.

Step 10.  Click the “Save” button to save the record. The DATA ENTRY CONFIRMATION
ENTRY page displays.

Step 10a. Click the “Undo” button to delete the information entered in the record.

Step 10b. Click the “Cancel” button to exit the survey and return to the main menu.
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Figure 3-54 — Data Entry Confirmation Record Page

LTI T—

* Hame

E inial
Inlezmatian

[ Bata Callagtion
TealuTnutruction

P i Batry

L

¥ Suarch

B Whai's How [ Halp P RelntedLiks | Commanty  [F Sits Nap

(SAT Boseline Technial ssistonce Sifocion Sumey

DATA ENTRY COMFIRMATION RECORD
Fiiess and verity the mhormesfion belews:

» Ta s tha ecoed, click thie Sane bithan ol tha batiiom of he paie

& To wdit the ecard, chek fhe Buack bution o the bettom of the page.

w To cancal 1ha cced, dlik the Cancal bithan ai tha batiem of tha pa

Gt Marsir: THEEET
Té Code: WilnTédt

Passanal I &g

PALEASE BASE U1 ANSWER 08 HOW YU FEEL ABOUT THE SESSI0R MOW.

How st are youwith fhe weval qualiy ofthis 1 Yery Salinfed
Tachrial assistance?

L]

Hos stk &g v with ihe qually of ihw stal 1 iy Bl il

liatdg 1ha ssdin?

[

How et ane you with fhe qualty of the techoical 2 - Saliefied
astieiance mliae!

Cwirall, b st a e oad waih o diachiical
agskiantd eapaianced

1Yy Bkl

Buxda i

PALEASE MIRCATE YOAIR AGREEMERT WITH THESE STATEMERTS ARO0T THE
TECHHRCAL ASSISTARCE,

iy

18. This fachinical akatilanca was ken 0 sulstinta 3 Nisiind
b T o

16, 1wnudd recammend this fectoicel snstaceton 3 Neld
colleaue

t&ll hl

17, How wsadul wass th rfosmalicn yau racaked Fain the 1 - Viry il
Imnco?

Baxli Tul

18, Plassw indicats which tlls baet duseaba your b
Medizdl Diiecios
10, Pisase indicate which bes) dexcries your ageney or offiation
Fadid Bisimiinari
A ik e yur gender?
Famik
2. myou Hepanic o Lafim?
No
22, Wit i ymur raca?
Bt Admicilcan idkan

Bk Tay

& Th fichiizal wsictanci wied wal gaitzed 2. higae
Wea wlpt e fechnced asmwtancy ws mpst woekl s wmpgantlng your wark

B Tha ateital prassniad in thes sasin wil b dsahil o 1. Siengy Ayai resgasmier]

e In dealing waih 3ibistanci abiica

|1 Save

7 Tf:lwf*ﬂkm‘tdnf’#'f"lwll'mbml 2 b ot et CSAT e s chascnl asshtanie?

matar
B Tha bl s well preqanad for thi oo 4 - Diiagred

Bty t— Back

9 Tha atalwas racaptia 0 padticipaits Carrmiats and 4 - Deagied /

it Eaa | Bk | O
A0, 1 m cunenily eflecines when warking mibistope 2 Aaree

El

™ Cancel

1. The fechakcal wstatance aitiancad my kiliinthi 2 Agie

lapic afea
12, The techaical msmstance was et fomy caer. 1+ Strongly Agree Eich | Dk | lizpie
13, 1 etpuct b s the information gained fam thts - Srongy Agaw

tachnal asskiant

Step 11. Review the entered information.
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Step 12.

Stepl2a.

Step 12b.

Step 13.

Step 13a.

Step 13b.

Step 13c.

Click the “Save” button to save the record. The THANK YOU page displays.
Click the “Undo” button to delete the information entered in the record.

Click the “Cancel” button to exit the form and return to the main menu.

Figure 3-55 — Thank You Page
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Note: You will receive a confirmation number for the saved record. You must print
this page or make a note of this number in order to modify this survey in the future.

Click the Add New Record Using Current Product/Material link to enter a new product/materials
survey for the same product or material.

Click the Add New Record For Different Product/Material link to enter a new product/materials
survey for a different product or material.

Click the Edit Saved Product/Material Survey Record link to view or edit a saved product/material
survey record. Remember you must have the confirmation number in order to view a
saved products/materials record.

Click the pownload Saved Record In Excel Format For Current Product/Material t0 download the current
saved record in Excel format.
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Step 13d. Clle the Download Saved Record In Excel Format For All Product/Materials tO download all saved records
for the current grant number.

Step 13e. To return to the data entry main menu page, click the Return To Data Entry Main Menu link.

Step 14f. To exit the session and logoff the System, click the Logoff And Exit link.
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Editing or Viewing a Saved Product/Materials Record

To view or edit a saved products/material record, you must have the confirmation number of the
record you wish to view or edit. To view or edit a saved product/material record, go to the
DATA ENTRY MAIN MENU - KA TOOLS page, and complete the following steps.

Figure 3-56 — Data Entry Main Menu — KA Tools Page
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Step 1.  Select the Products/Materials Tool.

Step 2. Click the “Submit” button. The SPECIFY PRODUCT/MATERIAL page displays.
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Figure 3-57 — Specify Product/Material Page
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Step 3. Choose a product.
Step 4. Choose a product category.

Note: You can choose an individual category and the products/materials listed in that
category display, or you can search all products/materials in the database by choosing
“All Categories.”

Note: You may also choose to download a saved products/materials record by
clicking on the Download Saved Records in Excel Format link.

Step 5. Click the “Submit” button. The SPECIFY PRODUCT/MATERIAL page displays.
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Step 6.

Step 7.

Figure 3-58- Specify Product/Material Page
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Choose a product code.

Note: You may sort on the product code, product/material title or product Category

fields.

Choose a product.
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Step 8.  Click the “View/Edit Saved File” button. The completed ENTER
CONFIRMATION page displays. You must have a confirmation number to
view/edit a saved record.

Note: You may view or edit an existing file by clicking on the “Add a New Product
Survey” button.

Note: You may download saved records into Excel format by clicking on the
“Download Saved Records in Excel Format™ button.

Figure 3-59 — Enter Confirmation Page
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Step 9.  Enter the record confirmation number.

Step 10.  Click “Submit”. The completed record product/material survey record displays.
Step 11. Review the saved data, or complete the desired edits.

Step 12.  Click the “Save” button to save the record. The THANK YOU page displays.

Stepl2a. Click the “Undo” button to delete the information entered in the record.
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Step 12b. Click the “Cancel” button to exit the form and return to the main menu.
Note: The edited record will save under the original confirmation number.
Figure 3-60 — Thank You Page
€ (SAT GPRA e
i Gavermenl Perdsimance aed Resells Ad ety
Confirmation
F-wra's hew B Halp P Eaiwted Links P Comimmnts P diee Map o Number
g
¥ Gozaral
Bailiry daline g . (1p 24 B sasid in thiz
b Sl Ho 9T Yew e g E Or sake a note ol
i Bl el el 1 B iy
F Hrrwisdge To codvimis, sikich frodm 1ha Bl o g
Bppdlc e
S Merad Rlinzond Fid I:.l.ﬂilﬁll P 11T el il
B= Diazs Entry =1 - = =]
[— Cloewrd poaed SM'H. Racar in Exged Fromat Far ’J;I:‘lu:dl.-:l'h; Jeriad
» Riduim To Daba Efmiy Mein Mediu
o [ gt
P Samiih

Step 13.  Click the Add New Record Using Current ProductMaterial link to enter a new product/materials
survey for the same product or material.

Step 13a. Click the Add New Record For Different Product/Material 1ink to enter a new product/materials
survey for a different product or material.

Step 13b. Click the Edit Saved Product/Material Survey Record link to view or edit a saved product/material
survey record. Remember you must have the confirmation number in order to view a
saved products/materials record.

Step 13c. Click the Download Saved Record In Excel Format For Current Product/Material to download the current
saved record in Excel format.

Step 13d. Click the Download Saved Record In Excel Format For All Product/Materials to download all saved records
for the current grant number.
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Step 13e. To return to the data entry main menu page, click the Return To Data Entry Main Menu link.

Step 13f. To exit the session and logoff the System, click the Logoff And Exit link.
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