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About this document

* This document provides the following information on
Minerva reports available to all system users:
— Description of the report and report objectives.

— How to request the report and screen shots of key parts of
the reports.

e Use links in the Table of Contents to jump to specific
sections and reports.
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Table of Contents

* Reports about Set-up:

— Budget Allocations Report - Excel

— Program on a Page Report

— Activity Log on a Page Report

— Activity Months Report

— Planning Report

— Partner & Staff Directory Report
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Table of Contents, continued

e Reports on Services:
— Coalition Coordinator/Tribe Px Staff Report
— CPWI Quarterly Report
— Mentoring Match Report

— Mentoring Program Report

— Participant Demographics by Program — Detail Report
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Table of Contents, continued

* Reports on Services, continued:

— Service Narrative Report

— Services by Performing Entity and Program Report

— Tribal Annual Report
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Budget Allocations Report - Excel

e Displays the budget allocations for a Performing
Entity as entered into the Budget Allocations Module

(for a Budget allocation that is complete).

* Objectives:

— To allow Prevention providers and DBHR staff to review
Budget allocations at the Performing Entity level as
entered into Minerva.

— Note that system users are only able to request this report
for Performing Entities within their domain.

° ,'\



Washington State
v Health Care /tuthority

Budget Allocations Report - Excel

* Report selection:

— Evaluation & Reports =2 Request New Report 2
Implementation = Budget Allocations Report - Excel

— Select one T1/T2/T3 = Select one State Fiscal Year

* Minerva displays COMPLETE Tier 3 (Performing Entity) Budget
Allocations overlapping with REPORT date.

— Select one Budget Allocation by Contract Number -
Request Report
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Budget Allocations Report - Excel

 Report header information

=

~ |Budget Allocations Report - Excel

Pt

Selected Performing Entity(s): SAMPLE
Requested Date Range: SFY 2018 (July 1, 2017 - June 30, 2018)
- |Report generated on: 01/14/2019 10:16:00 AM

 |SAMPLE (PE)
Contract: SAMPLE
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Budget Allocations Report - Excel

* Report shows Administrative and Program
allocations for the Tier 3 selected when requesting
the report.

SAMPLE (PE)

Contract: SAMPLE

Administrative

SFY 2018 - Dedicated Marijuana Account - CPWI - General 51,658.00
) |SFY 2019 - Dedicated Marijuana Account - CPWI - General 51,658.00
. |FFY 2017 - Partnerships for Success Grant 2013 - Year 4 (7/1/2017 - 9/23/2017) $306.50
' |FFY 2018 - Partnerships for Success Grant 2013 - Year 5 (9/30/2017 - 6/30/2018) $306.50
| |SFY 2018 - State General Fund {for SABG Prevention) 56,836.00
} |SFY 2019 - State General Fund (for SABG Prevention) 56,836.00
i |Grand Total 517,601.00
i |Program
" |SFY 2019 - Dedicated Marijuana Account - CPWI - EBP 519,069.00
} |SFY 2018 - Dedicated Marijuana Account - CPWI - EBP 519,069.00
I EEV 7M1 7 - Dartnarchine far Suirrace Grant 712 - Vaar A (71717 2 al2a /70170 22 514 nn
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Program on a Page Report

* Shows the information entered into the Planning
Module when creating a Program Planning Profile.

* Objectives:

— Print out Program Planning Profiles for use in local
planning, assessment, and evaluation.

— Review of information entered into Program Planning
Profiles as part of contract management and Technical
Assistance activities.

& | gg—



Washington State
v Health Care /tuthority

Program on a Page Report

* Report selection:

— Evaluation & Reports =2 Request New Report 2
Implementation = Program on a Page Report

— Select one or more T1/T2/T3 = Select one State Fiscal
Year

* Minerva displays Program Planning Profiles that are SAVED,
SUBMITTED, RETURNED, or APPROVED with a start date and/or
end date overlapping with REPORT date.

— Select one or more Profile 2 Request Report
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Program on a Page Report

This means even with minimum information
(create a new Program Planning Profile, select
the T1, T2, T3, add a Local Program Name,
start date, and end date), you can SAVE a
Profile and run the Program on a Page Report.

This is useful for reviewing and sharing drafts!

-

* Minerva displays Program Planning Profiles that are SAVED,
SUBMITTED, RETURNED, or APPROVED with a start date and/or
end date overlapping with REPORT date.
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Program on a Page Report

Program on a Page Report
Selected Contracted Entity: ~ SAMPLE
Selected Coordinating Entityl:  SAMPLE
Salacted Perfoming ERTS)  sAMPLE
Selected Program Profile(s): Community Coalition - Sample Program
Fiscal Year: SFY 2048 [July 1, 2017 - June 30, 2018)
Diate: of Report: O706/2018
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a Page Report

Local Fregram Name: Community Coalition - Sample Program

Contracted Enfity

Coordinating Entity(s) SAMPLE

Perfiormang Enfity{s)

Local Program Mame Community Coalibon - Sample Program
Agproved™Nol Approved Approved

Type Community Engagement/Coaliion Development
Name Community Coalibon

Stan Date - End Date

07012017 - DBAANZMA

Descnption

o work together using the raten

A coaliton is a formal ara for ation and collaboration between groups or sectors of a commiunity. Each gr retains its identity, but all agree
TP Strateaie Preven Pmon iy, aril o

ion Framework toward a common goal of bulding a safe, healthy, and drug-iree community.
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Activity Log on a Page Report

* Shows the information entered into the
Implementation Module — Activity Reporting when
creating an Activity Log.

* Objectives:

— Print out Activity Logs for use in local planning,
assessment, and evaluation.

— Review of information entered into Activity Log(s) as part
of contract management and Technical Assistance
activities.
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Activity Log on a Page Report

* Report selection:

— Evaluation & Reports =2 Request New Report 2
Implementation = Activity Log on a Page Report

— Select one or more T1/T2/T3 = Select one State Fiscal
Year

* Per the Logic of Minerva, Minerva displays APPROVED Program
Plan(s) with COMPLETE Activity Log(s)

— Select one or more Profile 2 Request Report
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Activity Log on a Page Report

Activity Log on a Page

Selected Contracted Entity: ~ ~AMPLE

Selected Coordinating Entity(t+ SAMPLE

Selected Performing Entity(s) SAMPLE

Selected Program Profile(s): Program: Community Coalition - Sample Program
Fiscal Year: SFY 2018 (July 1, 2017 - June 30, 2018)

Date of Report: 07/16/2018
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Activity Log on a Page Report

X¥Z Coalition meeting (T176) SAMPLE
Contracted Entity

Coardinating Ertity(s) SAMPLE

Performing Entity(s)
Local Program Name Program: Community Coalition - Sample Program
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Activity Months Report

e Displays the Activity Months selected when creating
and completing an Activity Log. Correctly selected
Activity Months are key for subsequent operation of
Minerva, including data entry and reports.

* Objectives:

— Provide a simple and quick way to review Activity Months
by Program Plan and Activity Log to help reduce potential
data entry and report issues.
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Activity Months Report

* Report selection:

— Evaluation & Reports =2 Request New Report 2
Implementation = Activity Months Report

— Select one T1 and one or more T2 and T3 = Select one
State Fiscal Year

* Minerva displays APPROVED Program Planning Profiles with a start
date and/or end date overlapping with REPORT date that also have
Activity Log(s) that are COMPLETE.

— Select one or more Program Profile = Request Report
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Activity Months Report

e Detail by Entity and Program

Confracted Entity: Contracted Entity One (Sample)
Coordinating Entity: Coordinating Entity One (Sample)
Performing Enfity: Performing Entity One {Sample)
Program: Strengthening Families Program 10-14 - Coordinating Entity One 20182043

Start Date - End Date 07012018 - DEWZE019
Expected Senes [ Groups 2

Activity Log: Strengthening Families Program 10-14 Fall 2018 Series (T288)
Start Date - End Date 091072018 - 11302013
Actrity Months Septermber, October, Movember
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Planning Report

* Atool for comparing Program Planning Profiles,
Budget Allocations by Program, and information on

Implementation to an approved Action Plan and
Budget.
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Planning Report

* Report selection:

— Evaluation & Reports =2 Request New Report 2
Implementation = Planning Report

— Select one or more T1/T2/T3 = Select one State Fiscal
Year

* Minerva displays APPROVED Program Planning Profiles with a start
date and/or end date overlapping with REPORT date.

— Select one or more Profile 2 Request Report
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Planning Report

Planning Report
Performing Entity(s) selected: SAMPLE

Requested Report Date Range: 07/2017 - 06/2018

Date of Report: 07/16/2018

24




Washington State
Health Care /uthority

Planning Report

Sample
Program Summary Program Budget' Implementation Summary
Local Program Name Start Date - Implemenntation CSAP 10M Administrative Funds Program Funds Planned Actual
End Date Type Strategy Category Activities Activities
053072017 - Innovative Education Universal-Direct 6 6
Sample 08/31/2017 Sample
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Partner & Staff Directory Report

* This report shows in a readable format directory
information on Partners & Staff entered in the
Partner/Staff Module, by Performing Entity.

* Objectives:
— Assist with tracking and editing Partners and Staff.

* Note: This report does NOT include demographics for
Partner & Staff. As a result, it does show First and
Last Names of Partners & Staff.

s | gg—



Washington State
v Health Care /tuthority

Partner & Staff Directory Report

* Report selection:

— Evaluation & Reports =2 Request New Report 2
Implementation = Partner & Staff Directory Report

— Select one T1 and one ore more T2 and T3 = Request
Report

* There is no date selection. The report will display all Active and
Inactive staff associated with the entities selected.
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Partner & Staff Directory Report

Performang Entity One (Sample)

Last Name

Frst hame

e Information AcSus

—— presented here is Partner - organization
T sample data for

Ongarization Mame training purposes. Local Police Department
Brore

City

e WA

Ip [es01

Ernal

Parrer Type or S Type cPWI

Secior FRepresented Laww Erdorosment
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Coalition Coordinator/Tribe Px Staff
Hours Report

e Displays the Staff Hours as entered into Minerva in
the Implementation Module — Coalition
Coordinator/Tribe Px Staff report section.

* Note: Reporting Staff Hours on a monthly basis is
required for CPWI Coordinators. It is NOT required
for Tribal prevention staff but these features of the
system are available for their use.

* Objectives: For monitoring monthly hours, including
contract management (CPWI only).
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Coalition Coordinator/Tribe Px Staff
Hours Report

* Report selection:

— Evaluation & Reports =2 Request New Report 2
Implementation = Coalition Coordinator/Tribe Px Staff
Hours Report

— Select one or more T1/T2/T3 = Select one Start Month
(MM/YYYY) and End Month (MM/YYYY) = Request Report
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Coalition Coordinator/Tribe Px Staff
Hours Report

* Report selection:

— Evaluation & Reports =2 Request New Report 2
Implementation = Coalition Coordinator/Tribe Px Staff
Hours Report

— Select one or more T1/T2/T3 = Select one Start Month
(MM/YYYY) and End Month (MM/YYYY) = Request Report

e Report can be run for one month, or a date range (such as a full
calendar year or state fiscal year).

* Entries in Implementation - Coalition Coordinator/Tribe Px Staff
Hours must be COMPLETE to be included in this report.
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Coalition Coordinator/Tribe Px Staff
Hours Report

 Report header

Coalition Coordinator/Tribe Px Staff Report

Date of Report: 10/31/2018

Requested Date Range: 07/2017 - 0672018
Selected Performing Entities: B
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Coalition Coordinator/Tribe Px Staff
Hours Report

e Report detail

-] e 15

Sl Bty SAMPLE [T Moy t CAm——
Mar Con srog. Fame g € & Frter o - A &5
Coaon rts Comrerahors Mestng Fraparann ] sam
aupbarn [[apsioprreet arad Tramaag i a5
Comrurty Dutresch 1 [ 18 9
Hiry Lt Eroyayiriret Fipitewsss: Busicirry This is SAMPLE data, for the pencd 1 3 55%
[ S I o re e ———— Ti201T - 82018, | nos
Erempree (E
Tochrics Saxmtares ko Casshon Shes, rpesrertbor, | som
Fleportneg aret F esbuston T
Cinparer o, Suppoe | wws
[ e "] 5%

SAMALE  saliTowsd| wse | 8 | weem
SAMPLE + M, TS,
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CPWI Quarterly Report

e Relevant only to CPWI contractors. On a quarterly
basis, CPWI contractors report into the
Implementation Module — CPWI Quarterly Report
information on deliverables completed in the
reporting quarter.
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CPWI Quarterly Report

* Report selection:

— Evaluation & Reports =2 Request New Report 2
Implementation 2 CPWI Quarterly Report

— Select one T1/T2/T3 = Select one State Fiscal Year 2
Select one or more quarters.
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CPWI Quarterly Report

* Report header:

CFa Guarimriy Beport
Ceardinating Entity: CARIDLE
Rapniriing Vs
Rt bifg Couinflasd (5 SAMPLE
Dats of Report: 107125010
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CPWI Quarterly Report

e Report detail:

CP Taika

Tiafling Started Liats .
This LAMPLE data shows that a

Mt R deial lof bl Chbel Gl riiaed Coalition completed thres Getting 11T 20iE a2

Coonsmaics rewd Searted tasks in Cruacter 2 (02, 10 2008 a2
while tha Faurth taks wid rot

Resgisinred for Ahena complated in Quarter 2 [02). TG a2z

ot anrvied O rieeekeid ponr Cariied Pressenaon Profes secenal | PP credervaal a2
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Mentoring Match Report

* Provides information on implementation of
Mentoring programs, in a layout similar to the
Services by Performing Entity and Programs Reports

* Objectives:
— Monitor implementation of mentoring programs on the
following metrics:
* Mentor-mentee meetings over time (attendance)
* Were surveys completed, what type, and when?

* Meeting length.
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Mentoring Match Report

* Report selection:

— Evaluation & Reports =2 Request New Report 2
Implementation = Mentoring Match Report

— Select one T1 and one or more T1/T2/T3 = Select Start
Month (MM/YYYY) and End Month (MM/YYYY) for the

Report.

* Minerva displays APPROVED Program Planning Profiles with
Mentoring type data entry.

— Select one or more Profile 2 Request Report
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Mentoring Match Report

 Report header

Mentoring Match Report
Date of Report: 021712019
Report Date Range: 08/2018 - 0812018
Selected Performing Entity: CBO (PE)
Selected Program Profiles: Mentoring - Sample Program
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Mentoring Match Report

 Report detail — Summary by PE and Activity Log

Summary by Performing Enfity and Activity Log

Pesforming Entity Mame: CBO {PE)

Local Program Mame: Mentoring - Sample Program

Program Start Date - End Diate: 0THHR204 T - DER02015

Mame of Activity Log (Activity Log ID) Sessions Mentess Mentors' Session Length (H) Surveys

Mentor - Mateh Activities (7217) 1 k] 3 200 ]
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Mentoring Match Report

 Report detail — Detail by PE and Activity Log.

* Note: First Name and Last Name will be shown ONLY
for Minerva users having data entry access,
otherwise IDs will be shown, as in the example on

the next slide.
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Mentoring Match Report

 Report detail — Detail by PE and Activity Log.

Mame of Activity Log (Actwity Log ID): Mentor - Match Activities [7317)
Activity Log Date Range: 07/01/2018 - 0630i20139
Actaty Log Month(s)- July, Awgust, September, October, November, December
Session Details
Session Title (Optional) Dateof Mentes Id Mentar I L’:"Er;'j":_%] Survey Name® Survey Type® e,
August 2018 Mentor Meetings Defz018 280 50 2.00
August 7018 Mentor Meetings D018 289 287 200
August 2018 Mentor Meetings Defoa018 am 288 2.00
August 2018 Mentor Meetings D018 280 359 2.00
August 2018 Mentor Meetings DeME2018 289 287 200
August 2018 Mentor Meetings DerEz01e ) 283 2.00
August 7018 Mentor Meetings DeMEE018 280 35 200
August 7018 Mentor Meetings DeZA2018 289 287 200
August 7018 Mentor Meetings DeZ2018 am 283 2.00
August 718 Mentor Meetings DeZA2018 280 35 200
August 2018 Mentor Meetings Dewz018 289 287 2.00
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Mentoring Program Report

* Displays information on services in mentoring
programs, following the layout of the Services by
Performing Entity and Program Report.

* Objectives: Program monitoring and evaluation.
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Mentoring Program Report

* Report selection:

— Evaluation & Reports =2 Request New Report 2
Implementation 2 Mentoring Program Report

— Select one T1 and one or more T1/T2/T3 = Select Start
Month (MM/YYYY) and End Month (MM/YYYY) for the

Report.

* Minerva displays APPROVED Program Planning Profiles with
Mentoring type data entry.

— Select one or more Profile 2 Request Report
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Mentoring Program Report

* Report header:

Mentoring Program Report
Report Date Range: 07120418 - 0672019
Date of Report: 021772019
Selected Performing Entity: CBO (PE)
Selected Program Profiles: Mentoring - Sample Program
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Mentoring Program Report

* Report section — Services by PE and Program:

Services by Performing Entity and Program

Performing Entity Mame: CBO (PE)

Lozal Program Mame: Mentoring - Sample Program

PROGRAM SUMMARY DETAIL

Program Plan Summary Activity Logs Sessions Senvice Howrs Participants or Reach Status
Planned' 3 924 332.00 10 Active
Achual® 1 11 22.00 7
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Mentoring Program Report

* Report section — Detail by Activity Log:

Narmne of Activity Log (Activity Log 1D): Mentor - Match Activities (T317)

Activity Log Date Range: 0TN 172041 8-0630/2019

Activity Log Monthi(s): July, August, September, October, November, December

Senice Type: Mentoring - match activities

Session Details
. 3 3
Session Titke (Optional) Date of Session 5'955"3,';‘ Length Mentors Mentees Faam,.\u‘iﬁ’ & Data Eniry Date
(H)
August 2018 Mentor Meetings 08/022018 2.00 1 1 1 02172015
August 2018 Mentor Meetings 08092018 2.00 1 1 1 0217019
August 2018 Mentor Meetings 0aM0a2018 2.00 1 1 1 02172019
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Participant Demographics by Program —
Detail Report

* Displays aggregate counts of participants and
percentages within demographic categories, by
program. Categories are Age, Gender, Race, and

Ethnicity.

* Objectives:
— Track and evaluate program implementation.
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Participant Demographics by Program —
Detail Report

* Report selection:

— Evaluation & Reports =2 Request New Report 2
Implementation = Participant Demographics by Program
— Detail Report

— Select one or more T1/T2/T3 = Select one State Fiscal
Year

* Minerva displays APPROVED Program Planning Profiles with a start
date and/or end date overlapping with REPORT date.

— Select one or more Profile 2 Request Report
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Participant Demographics by Program —
Detail Report

* Report header:

Participant Demographics by Program
Perfiorming Entity: Performing Entity One {Sample)
Date of Report: 12182019
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Participant Demographics by Program —
Detail Report

e Report detail:

Performing Entity; Performing Entity One {Sampie]

Progiam: Strengthening Famibes Program 10-14 . Coordinating Entity One 201812019

Program $tart Date — Program End Date : 07/01/2018 - 063002013

Age at First Servics' Count by Cawegory Parcent by Category
04 0 0.00%
511 0 0.00%
12-14 0 0.00%
16-77 Sample data is 0 0.00%
15-20 shown for o 0.00%
21-4 purposes of 3 25.00%
2544 illustration. ] BAET%
4504 0 0.00%
&5 and over 0 0.00%
Age Not Known 1 8.33%

TOTAL COUNT BY AGE 2 100.00%
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Service Narrative Report

* Displays all notes entered at the Program, and/or
Activity Log, and/or Session level plus names of
attachments — if entered into the system. It provides
an easily readable list of these notes and
attachments for reference.
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Service Narrative Report

* Report selection:

— Evaluation & Reports =2 Request New Report 2
Implementation = Service Narrative Report

— Select one T1 and one or more T2 T3 = Select one State
Fiscal Year

* Minerva displays APPROVED Program Planning Profiles with a start
date and/or end date overlapping with REPORT date.

— Select one or more Profile 2 Request Report

2 | gg—
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Service Narrative Report

Performing Entity: Performing Entity One (Sample)

Program: Community Coalition - Coordinating Entity One (Sample) 2017/2019 (362)

Start Date - End Date 07/01/2017 - 06/30/2019

Program / Activity Notes There are no notes associated with this entry.

Program: Community Coalition - Coordinating Entity One (Sample) 2017/2019 (362)

Activity Log: Community Coalition Program Full Coalition Meetings - Sample Activity Log (7176)

Start Date - End Date 07/01/2018 - 06/30/2019
General Notes There are no notes associated with this entry.
Name of Attached Documents There are no attachments associated with this entry.

Activiy Log: Full Coalition Meeting (7262)

bession Name: August Full Coalition Meeting

Date of Session 08/10/2018
Session Notes There are no notes associated with this entry
Name of Attachments There are no attachments associated with this entry.
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Services by Performing Entity and

Program Report (SPEP Report)

 The SPEP Report is designed for all System Users
(staff and DBHR Managers) to track program
implementation and staff hours.

e Uses:

— Review program implementation as reported.
— Review staff hours as reported.

— |dentify errors or gaps in data entry.
— Confirm correct data entry.
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SPEP Report Sections

e Three sections:

— Program Summary Detail

* For each program, a summary of implementation in the report
date range and for the selected entities.

— Coordinator/Staff Hours

* Total staff hours as reported into the Implementation — Coalition
Coordinator/Tribe Px Staff Hours Log in Minerva.

— Services by Performing Entity and Program

e For each program, displays by Activity Log the session level detail
reported into Minerva.
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Washington State
\\/ Health Care Authority

How to Request the SPEP Report

(1) Go to the Evaluation & Reports Module.

= Evaluation & Reports

(2) Click the Request New Report Button (upper right of screen).

Display | 25 v records
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How to Request the SPEP Report

(3) Select Implementation then Services by Performing Entity and Program
Report, and then click Select Entities.

Report Type

Implementation Reports
Reports

Services by Performing Entity and Program Report
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How to Request the SPEP Report

(4) Select one or more Tier 1/Tier 2/Tier 3 combination, then click
Select Dates.

Use Shift + Click to select all in a range.

Use Control + Click to select some in a range.

Entity Selection A

Contracted Entity Coordinating Entity Performing Entity

- Select Contracted Entity - = - Select - = - Select -

Sample Sample Sample
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How to Request the SPEP Report

(5) Select a Start Date and End Date and then click Request Report.
« Note: The selection below will produce a report for 11/1/2017 -
11/30/2017.

Session Dates

Start Date End Date

11/01/2017 i 11/30/2017

Request Report
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How to Request the SPEP Report

* You will receive an email when the Report is ready.

Click the link
in the mail to
Please do not reply to this auto-generated email.

download the
Report! If you Dear SAMPLE

are a / rea dy Your Implementation Reports report is ready for view.
/Oggeal /./7 [o Reports:

M/ nerva th e Services by Performing Entity and Program Report

J
Re Jolo]g t wi / / Performing Entity:

automat/ca//y The name of the PE will be here

Click here to download report -
download. Download Report
Thank you.

- | gg—



Suggestions for using SPEP Report
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* Use the Program Summary section to view a

snapshot of implementation.

Services by Performing Entity and Program Report
Date of Report: 01/24/2018
Requested Date Range: 07/01/2017 - 127312017

Selected Performing Entities  AMame of PE will be here

Program Summary by Performing Entity

Performing Entity Name: Name of PE will be here

Sessions

Session Length (H)

F’arti-:ip:mts1

Partners & Stafi’

Direct Hours

Indirect Hours

Status

Local Program Mame Taotal

Total

Avg

Total

Ang

Total

Avg

Total

Avg

Total Avg
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Suggestions for using SPEP Report

* Review Coordinator/Tribe Prevention Staff Hours (as
reported into Minerva).

Coordinator/Staff Hours Jul Aug Sep Oct Mow Dec Jan
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Suggestions for using SPEP Report

* Track implementation; identify errors to correct;
confirm correct data entry.

Services by Performing Entity and Program

Performing Eniity Name: DBHR (PE)

Local Program Name: Statewide Ser
Sample

MName of Activity Log (Activity Log 1D)

Activity Log Meonth(s): January, February, March, April, May, June, July, August, September, October, November, December

Senvice Type: Aggregate

Session Details Staff Hours

Session Title (Optional) Date of Session Session Length (H) F'arti::ip:an'[s1 Pariners & Staff' Data Entry Date Direct hours Indirect hours

Session Data:

Title, Date, Length (H)
Participants and Partners & Staff
Data Entry Date
Staff Direct and Indirect Hours

s | _g—
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Tribal Annual Report

* |Information entered in the Substance Use Disorder
Prevention and Mental Health Promotion Online
Reporting System (Minerva) is in accordance with the
Contract Consolidation. Tribes are able to download
information entered into the “Tribal Annual
Reporting” section of Minerva, including a summary
of programs and services.

66




Washington State
v Health Care /tuthority

Tribal Annual Report

e Complete Guidance can be found at
www.TheAthenaForum.org/MKB in the Reports

Section.

* Essential steps:

— Review Section X, Part C of the Minerva User Guide at
https://www.TheAthenaForum.org/MinervaUG (pages 78 -

82).

— Log into Minerva = Implementation - Tribal Annual
Reporting.

— Start a new narrative and Complete the narrative.
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Tribal Annual Report

— Evaluation & Reports =2 Request New Report 2
Implementation = Tribal Annual Report = Select Entities
— Select Reporting Year, usually the most recent previous
State Fiscal Year (for example, in September 2018, select
SFY 2018). = Click Request Report.

— Download and review the report.

— Attach it to your Annual Tribal Report and send it via email
to the DSHS Office of Indian Policy (OIP) at
Indianpolicy@dshs.wa.gov. Please also CC your assigned
Division of Behavioral Health and Recovery (HCA\DBHR)

Prevention System Manag6e8r.



mailto:Indianpolicy@dshs.wa.gov
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