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Welcome! Thank you for joining us for today’s training session.

You will be emailed a feedback form at the end of the session. Please fill it out as soon as 
possible. Thank you.

In today’s presentation, we will explain how to use the TRAC system to enter your 
Infrastructure Development, Prevention and Mental Health Promotion data.
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Training Overview 

• Accessing the TRAC system 
• 	 IPP Data entry 
./User roles/permissions 
./Data entry process 
./Search/view/edit functions 
./Other features 
./Reports and Data Download 

• TRAC Help Desk contact information 

During this presentation I will give you an overview of how to access the TRAC 
system, and then I will discuss IPP data entry functions.

[If being presented as a separate session]

You should have already attended a training on the specific indicators that apply to 
your grant and how to collect that information. This training is how you submit that 
data to CMHS through the web-based system.

You will learn via the live system demonstration:

• What you do and what data you can see while you are in the system – which 
refers to users roles and permissions;

• How to enter data using the TRAC system;

• How to search for, view, or edit records;

• Other features available to you on the TRAC system; and 

• How to run reports and do a data download.

We also provide information on how you can get help from the TRAC Help Desk

A guide is also available on the TRAC website under General Info and Training/IPP 
Training Materials. The TRAC System Overview & How to Enter Results for 
Grantees.
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Overview of I PP Requirements 

IPP Results Data must be: 
• Collected/reported quarterly 
• Entered in the TRAC system 
• Consistent with the goals of the grant 

Please note: Involvement in other data collection efforts (e.g. , cross-site 
and/or local evaluations) does not exempt you from IPP data 
collection/reporting 

As you may recall from the data collection training, grantees are required to collect 
and report IPP data quarterly for indicators selected for your grant program.  

The results you report must be entered in the TRAC System.

Remember that your results must also be consistent with the goals of the grant 
(your GPO will be reviewing the results to make sure they are in line with the 
program goals).

NOTE:

• Some of you may have cross-site evaluations. Regardless of the cross-site 
evaluation all IPP data must be entered into TRAC. If you have questions about 
any overlap please talk to you GPO.

3



Enter CMtlS I TRAC System 

TRAC VtfSIOl'I t 6SS 
WARWllG: 

Tln Compultr lysttm including .. re(«td ~ netW'Ofkl and netWOfk Un ol this computtr 1ys1em auihonzed or unauthonzed constrtutts 
dt'wcu (tpKdicaly lf'ICluding kltemet access) •• ~ pmiarly br conMM to mom1onng of1t.1 system Unauthonzed use may subfecl you to 
IUthonztd U S Gowmmfnt UH LMnded ptffOnail UH 1$ .uthonztd In cmw1.i prosecution .ndlor mw.stat,.. dft.ciplln.airy a<:llon nc:luding 
accordance Mh the SAIRiSA lnfotm8lJon S.Cuncy Program Polley SectJOn ~su~llOl'I ..om !My without pay or removal 6'om yout poslbOn 
4 1 2 on R\Ats of ~ Thtt computtr tytttm may bt monitcnd for II and Ftdtftt tmploymtnt 
~ p.#pOSH lf'ltluding tnSIM'1f'lll that Ill I.lie 11 Mll:honzed br tlote; 
~~t~·-~~....~~ ~~~~~~~~~~~ 

Accessing TRAC 
TRAC's web address: 

https://www.cmhs-qpra.samhsa.gov 

TRAC is a web-based system that is accessed using the Internet. Listed on this 
slide is the address to the TRAC homepage.  

For easy access to the TRAC website, you may want to create a bookmark 
(or add the page to your favorites).

To access the TRAC system, we recommend that you use Internet Explorer version 
9.0 or 10.0.  Other browsers are not currently supported. If you are using Firefox or 
Netscape for your web browser, you will not be able to run the reports available on 
the TRAC system. 

In an effort to improve accessibility under Section 508 of the Rehabilitation 
Act, the TRAC system was designed to work with screen-reader software, 
such as JAWS (Job Access With Speech). The TRAC system and all of its 
contents meet SAMHSA’s 508 Compliance standards.
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TRAC Homepage 
Home 

~ 
Sign Up 

Contact Us 

Login 

The General Info & Training link is on the public section of the website. It does not require 
using a password and is open to anyone on the web. 

This section contains:

• A document that lists each IPP category and indicator, as well as the definition of each;

• Training Guides and Power Point Presentations, including the Overview of Indicators Guide 
and the IPP Performance Report Guide; 

• Self-paced e-training videos;

• FAQs; and

• The IPP Codebook.
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F!!!u· 
General Info 
& Training 

Sign Up 

Contact Us 

MU.ii. 
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TRAC Homepage 
https://www.cmhs-gpra.samhsa.gov 


The My Account, Data Entry, and Reports sections of the TRAC website are 
password-protected and require a user account and password. 

This section is used by grantees to enter and access IPP data and run reports.

To access any these three sections, select either of the hyperlinks boxed here, or 
“Login”.
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Home 

General Info 
&Traini09 

Sign Up 

Contact Us 
-

Home> L091n 

Welcome to the CMHS-TRAC Web Site! 
Current Announcements 

By entering your usemame and password, you are confirming authorized access to this application.

IPI'"' '"'"you• U5"nam• and passwo..t below. 

Usemame: lpjohnson 
Password: /~..,-..,------ -,~

Forgot Your Password? 
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Logging On ,.,. 

To login select the Login link. This screen will then prompt you to enter your 
username and password. 

If you have forgotten your password, there is an option on this screen “Forgot Your 
Password?”—click on this hyperlink and you will be prompted to enter your email 
address. The system will then send a temporary password to the email address on 
file.  When logging in to the system, if you can not remember username, contact the 
Help Desk for assistance.
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Data Entry 

Mi ..11 
General Info 
& Training 

My Account 

Contact us 

Admln 

' "" eports 

Data Download 

Change Password 

Logout 

After you’ve logged into the TRAC system—to begin IPP Data Entry you will need to 
first select “Data Entry” from the menu on the left side of the screen.
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Data Entry 
Home 

Gene<al Info 
& Training 

Data Entry
My Account 

Welcome to the TRAC Data Entry System. This system contains information on TRAC's four data entry activities: 1) 

Contact Us Annual Goals and Budget Information; 2) NOMs O ient-Level Measures for Discretionary Programs Providing Direct 

Admin Services; 3) Infrastructure Development, Prevention & Mental Health Promotion; and 4) Technical ASsistance {TA) 


1111111••• Annual Survey. 

i ,ffibj.ilf Annua l Goals and Budget Informatio n 
Annual Goals Upon award of a grant, in collaboration and conjunction with CMHS, grantees' annua1 perform<lnce goals and budget 
& Budget information will be used In TR.AC reports as well as for performance management and oversight . The Annual Goals Data 

Entry is where: 

• Project Directors can enter and view their goals and budget information ( when required by CMHS} 
• GPOs can view and approve qoa1s and budget information that Proj ect Directors set 


Reports 

NOMs Adult and Child Cl ient- le ve l Measures ( Services) 


Data Download 
 Performance measurement of consumer outcomes Is intended to il"ICrease program effectiveness and public 
accountability by promoting a new focus on results, service quality, and customer satisfaction. The NOMs Client- level 

Cha~e Password 
Measures tool Data Entry system is where Grantees can: 


Logout 

• 	Enter de-ident ified consumer level interview and administrative data (Baseline, Reassessment, and Clinical 
Discharge) 

• View and ~it existi~ Interviews and administrat ive data 

Infrastructure Deve lopment, Prevention & Me ntal Healt h Prom o tio n ( I PP) 
CMHS has developed indicatOf'S to collect performance data about grantees' Infrastructure Development, Prevention & 
Mental Heatth Promotion ( IPP) activit ies. The IPP Data Entry and Reporti~ system is where; 

• Feder.al Program Directors c.an view .and/or- select which !PP lndic.ators their progr.am(s) collect 
• Grantees can enter IPP IMicator results 

Then, on this second screen, you should select “IPP” from the left menu bar to 
proceed.
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~•I Into 
&.Tr.0"""'9 

ADO/ FI NO RE SULTS 

W"""'"9: You n.Y• lnc~• •Hutu <l• U• Wt•• e1..... - the •»t..., ~M lode th•t <I~wkNn 300.n .,..- i.... 
l""ompi.t• .--..lb 0 ..1.. ,~,.. t..rt.....,. -on by u.. grant-, GPO/ A<l..,.,.,....,,.-1:.,.. "' Doti'>. To,..._ .....:I'> ~ta, m a l<.• 
....,.,. to ..i.ct-n....-s.n.1tiv.• 1.,..-~- "'1o<lty, •1ncomp!M•·-"9c;,.,nt_ llevl.....,·Hlulft9 cau• tor 
s.a.<;tff St• tu•. - "C••"..,t • .........,..• • 10< ~,,.,, Qv• .-t..-

1\00 N E:W RCS U L T 


!:,:;'!.,.ill -- .--.It, M'i.ct t hoe P<"09'i11m - Gra nt { If .-ppilc• -) a nd then dick on the A<ld N... ll-..1' 


l~~-W•.,•• T.a1 

F I N O RC:SULTS 

~=rc:.::,•:::..":'!.i::=.=.r:-'1>o.1'7i.:.!.'"""--lou.ty.n1-.-uk•.c~• 1Mff1K'tl<>n 

· 1tf1flOI0-1PPTOI 
• 711fl011 -IPPTIOD6 

Add/Find Results Screen 

When you click on IPP you will be taken to the ADD/FIND RESULTS screen. 
This screen allows you to enter new results and search your existing results.  
The screen has two sections. The top section is for adding new results and 
the bottom section is where you can find existing results.

A Warning message will appear at the top of the ADD/FIND RESULTS
screen when you have data that is due and the system lock is within 30 days 
or less.  To view just the items that are due, select “Time-sensitive” only for 
the Priority Type, “Incomplete-Pending Grantee Revision or Missing Data” for 
the Status and “Current + Previous” for the FFY Quarter.  When you click on 
Find Results, the Result List will only show those items that need to be 
completed before the system lock date.
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ADD/FIND RESULTS 

ADD NEW RESULT 
To enter new results select the Program and Grant (ifapplicable)and then elide on the Add New Result button. 

Program: IPP Tes! 
Grant: ITTPOO1•Weslal Test 

Adding New Results 

To enter data (including “No New Results”) click Add New Result from the 
top portion of the Add/Find Results screen. If you have access to more 
than one grant you can only enter data for one grant at a time; you will need 
to select a grant from the dropdown before clicking the Add New Result
button as shown below. 

A blank Result Record will appear.
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---

(Of18 Numb«:09l0·0215; Expir1tiono.M.•:05/ 31/2015) 

INS TRUCHONS; Ent.,_ •ffl.llt pel'~oron thlt 6'11 entry .er-. Pleffedonot UM tn.....,,. 
result name twice irl-fedenll'scal y_.qu.wt.,•. NOte: Saffllwllrefreshwhen youHlectthe6't• 
~~orindlc:ftor. 

Ci".wKNu...W:TrM>l1>92{TrH111>92) 

DM•RM>9eRffu"WHCompNl:..:l:jfFV20140uan.r2(J•n 1201•-Mai l1 l014) ::iOJ 

1~t«:lwon.10<'9o;,.~.,,,-1\'bi ::;:a 
W02·The~lntn.menuolhfftth...ci-.hotedworklorcet.-.lnedln......ulhNlth-rNted 

pr~~tl\M¥•eonsfsttfl(wltf'lthtoplsof the9'¥1t. 

l fl..._.W...tl'IOntwf-~,dl..::lcthltbo•: 0 

jil11. ....ic.. 11........, 


~~= 
(Oonot9JCCffd5SO 
ct...a..... ) 

---Result Record 
Result Record 

The fields you need to complete for each indicator are shaded in yellow.  This is an example for WD2.

Date Range Result Was Completed

The field “Date Range Result Was Completed” will be a drop down list and you will need to select the 
appropriate FFY and Quarter.  Only the quarters that are open for data entry will appear in the drop 
down list.

Indicator

The Indicator will be a drop down list and you must select the appropriate Indicator for which you are 
entering a result.  Only the indicators that are required for your grant will appear in the drop down list. 
Once you select the indicator the definition of that indicator will appear below the drop down box.

Result Name

Enter a name for the Result in the Result Name field. This is limited to 100 characters. You should give 
each Result a unique but meaningful name. You cannot have the same name more than once within a 
quarter, but you may reuse names for another quarter. Do not use the result name or result definition as 
the result name.

Result Description

Enter a brief description of the completed activity in the Result Description field. This field is limited to 
550 characters. Please do not use acronyms in your description. Do not use the result name or result 
definition as your result description. Your result description should allow a reader to understand what 
specific activity was completed.

Number

Enter the appropriate data into the Number field. This field does not apply to the following indicators: 
PD1, F1, F2, F3, WD4, OC1, NAB1 and AC1. (See example for PD2 on previous page for this field.) For 
indicators PD1, F2, WD4 and OC1 the system will auto-fill in the number 1 as you will only enter one 
result per result record. (Please see the Overview of Indicators Guide for more guidance on the 
indicators.)
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v iew G lossaryResu lt Record 
(OMB Number: 0930-0285; Expircation Ocate: 05( 31/ 2015) 91.J.P.H§&WM* 

.IN STR UCT'IO N S: Enter one result per lndi~tor on this dcatCI entry screen. Plecase do not u se t he ~me 
result name twice In one federca1 fiscal year quarter1. Note: Screen w ill ref resh when you se lect the date 
range or Indicator. 

Grant Number: T raining 2 ( Trai n ing 2) 


Date Range Result W a s Comple ted: j FFY 20 14 O uar1er 2 (Joan 1 2014 - M ar 3 1 2014 ) EJ 

Indicator: jAccounlability - A4 

A4 - The n umber and p e rcentage of work g roupl adylsory groypl coynd ! members who are 
consumers/famlly m embers. 

'Ff'YQUAll.Tlll. l ( IClll - 1U J1)1 FFV QUAAT'lltl (l/1- JJ:U )• f'rYQl.LUl.Tllll ( • / 1 - W lCl)J fFYQViUtT'lll• (l'/1- ~JJO) 

If there w e re no n e w results. ch eck thi s box: 0 
Result Name: !E va lu at ion review comm illee 

Result Description; 
(Do not ex ceed 550 
cha racters.) 

Our oroon i zation h$$ .,,.,., e•1o lu$tio n r e v.:.e "' eeir.:T. .:.i:i:e e t o 
cn:suz:c ! e ea: c·• a ! u atio n acti·1i tic" arc eult;urall\· 
cc,...pet.,n t;., :-a,.-, i l\· d r iv .. n • nd y o ut;h-ouid•d . ~he eo:r,,,.::;_ttec 
CO:'>$l.$t:S o t e o ,...:.--unity :r.eir..ber:s a :i.d :so:<r.e are eon.11u,.-.ez::s and 
:-a:r.ily :r..,:rzier$. Dur::.no t;hl.$ qua ri:;er t;h.,re ·Acre 1 0 :r..,=er$ 
;~:! ::r~5~en$u."T.Cr$/ taff:i:..,· :r.e:r..ber:s and the t o ta l oro up:s 

166 .\.411&·&MW* 

Percentage Indicators A4, NAB1 and AC1 

Indicators A4, NAB1, and AC1  (This is an example of A4)

For these indicators the system calculates a percentage from the data you 
enter in the numerator and denominator fields. Please see the screen shot 
below for an example.

Numerator

Enter the appropriate data into the Numerator field. This field is only for the 
following indicators: A4, NAB1, and AC1.  Note: The numerator should be 
less than or equal to the denominator.

Denominator

Enter the appropriate data into the Denominator field. This field is only for 
the following indicators: A4, NAB1, and AC1.  Note: The denominator should 
be greater than or equal to the numerator.

Percentage

Once you click on the Save button, the TRAC system will calculate the 
percentage from your numerator and denominator and will auto-fill the 
Percentage field.
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Result Record 
(OHS Numbtf: 0930·0285; Expiration Dite: OS/ ll/2015) 

INSTRUCTIONS: Entel" one result per indbtor on this datoi entry screen. P!Nse do not~ 
result n1tT1e tVlic:e in one federal tisul yHr quarter. Note: saeen win refresh when yw selecl the ct.ite 
~l'IC}@orindieitor. 

Griiint Numb«: T~ning2 (Tnining 2) 

Date R.inge Result WH Com~ed: (FFY 21:114 OuiiiltM 2 (Jiiin 120U- Mar )12014) ::!'.:] 

Jnck.ltor:jfina~·f1 

Fl · The a!1'!94Dt of jddjti9o.1! funding obtained fo< specific mental l'INlth·related practlcH/K'tivitifl that 
areconsistent wlththegoilsolthegrinc. 

If there were nonew results, ched< this bo)(: 0 

RtsultDffctiption: .!:ot sate :r11•s:1~1,;:e a::~cattd 3 :o.::::=:: :i=::us !or :.·=1,;tl: 
(Donotexcff<ISSO t:.i.::s:t!a:i se:.,!cts . :h:s !S ::ot•J !,.~.d:::q t:eq::::::::q tl::s 
cNrxters.) ~U~t: . 

IFundir19Amount: 1300000!! I 

Indicators F1 and F3 

Enter the appropriate data into the Funding Amount field. Enter whole dollar 
amounts. This field is only for the following indicators: F1 and F3.
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No New Results 
View GlossaryResult Record 

(OMB Number: 0930-0285; Expi r ation Da t e: 0 5/ 31/ 2015) 14,11.1.111& *MM* 
~TRUCTIONS: Enter one r esult pe r indicator on t his da ta e ntry scree n . Ple ase do no t use the sameI ;~::It name twice In one federal fiscal year q uarter1. Note: Screen will refresh when you select the date 

rang e or indicato r . 

Grant Numbe r : Training 2 (Train in g 2) 


Da t e Range Result Was Completed: I FFY 2014 Ouar1er 2 (Jan 1 2014 - Mar 3 1 201 4) 


Indicator: jPolicy Development - PO 1 
POl - The n umber o f poljcy chan ges completed as a result o f the grant. 

I f t here were no new results, check this box: ~ 


Result Name: 
 INo N ew R esult 
Result Descriptio n : 

(Do not exceed 550 

characters.) 

Number: 

1fi 1* ·8Hfb18MM* 1s 

Some quarters you may not have activity for an indicator. When that happens 
you need to enter a No New Result.  This is a valid entry, whereas not 
entering anything is not.

To enter “No New Result” for an indicator check the box as shown below on 
the result record and the rest of the fields for the record will prefill. You only 
enter one “No New Result” per indicator per quarter. It is understood by 
CMHS that not every indicator will have activity every quarter. You do not 
need to enter any other information. Click on Save-Add New or Save-Finish 
to complete the entry.
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Goal Check 

Note: The number entered (300000)isgreater than the AS goal for allof FFY2014 (500).Please double checK the 
amount entered and, if necessary,make edits then continue with saving. Otherwise,click Save·Add New or Save· 
Finish to continue. 

Home >Data Entry >!PP >Results List >NewResult Record 
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Once you click on Save-Add New or Save-Finish, the system will check your 
entry against the annual goal you have set for the indicator.  If the amount 
entered is higher than your annual goal the following warning message is 
displayed:

Warning: The number entered [number displayed] is greater than the 
[Indicator] goal for all of FFY [year]. Please double check the amount entered 
and, if necessary, make edits then continue with saving. Otherwise, click 
Save-Add New or Save-Finish to continue.



Find Results - Single Grant .._.___ _......, 
ADD/ FIND RESULTS 

*·*!fl'if 
TASu~ 

ADD NEW RESULT 
To ~ter" new l'fil.llt, Ml.ct tti. Progr.im~ Gr¥it (It 41pplc.a~) a nd then dkl< on the Add N-Result 
button. 

I T. ' w •I ] 

FINO RESULTS 
To SNtd'I rfflllt.s that l\Md ¥1 ~by you or to,.......... prl'Vlousty enterKI rewlts, (O(l'lplttt llW WIKtlon 
aiterio1 below .1nddidcontheFindRau1tsbuttoo. 

FNQull1:er: Cuntnt•Prt'tiol.ls El 

If you only have access to only one grant, to search your existing results, 
click the Find Results button. All of the criteria shown under Find Results
will be prefilled, but you can choose to only look at certain Priority Types, 
Status or Indicators. The default for FFY Quarter is Current +Previous and 
all indicators for Indicators.

17
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••••••• 

••••••• 

Find Results - Multiple Grants 
FINO RESULTS 
To search results thilt need 410 action by you 0< to review prevlousty entered riitsults, complete the select.Ion 

criteria below and dick on the And Resu lts button. 


<> Active Only 

~;:~~~~~~,________ ~Cohort•j, 0L71112011- IPPTAOB • 

~ aC" 
I 
8 

s elected Status 
Incomplete- Pending GPO MAdminR~"'-• 
Incomplete - Pending Gr•nlff Revision or Missln • 
CompMte - GPO o..- Admin DiHgreed
Com te -A reed T 

~ 

FFY Qu;arte r: 

If you have access to multiple grants, to search your existing results, you will 
first need to select criteria shown in the red box below. You will need to make 
selections for Program, Cohort, and Grant. Priority Types, Status, FFY 
Quarter, and Indicators will default to all available options and can be 
modified as needed. Click the Find Results button and you will be taken to 
the Results List screen.
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Results List 

--·---Results Ust 

lndic.ator Gr~nl ID :_ruza tlon R~ll N.une HY Qu.>rter st•tu~ 

* ·Miififi vm,
""""' 
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The Results List will appear displaying a list of all required indicators and any Results that have been entered by quarter and the status of 
each. The list will also show which required indicators do not have results entered or have incomplete data. It is updated based on actions by 
both you and your GPO. 

From the Result List screen you can:
Add a new result, including a No New Result,
Edit a Result,
Delete a Result, and
Print a Result record.

Add
The Add link will appear next to any indicator for which results have not yet been entered for the selected quarter. For new grants or at the 
beginning of a new quarter the Add link will appear next to each indicator; Missing Data-Add a record will show under Result Name; and the 
Status shown will be Incomplete-Pending Grantee Revision or Missing Data. 
To add a new result you can click the Add link next to an indicator or click the Add New Result button at the top right of the screen. If you 
have access to multiple grants and selected multiple grants on the Find Results screen you will not see the Add New Result button and will 
need to return to the Add/Find Results screen to select one grant and add new results. 

Edit
When applicable, the Edit link will to allow you to edit a previously entered Result Record. Click on the Edit link to go to that specific Result 
Record to make necessary edits. The Result Name cannot be changed, but all other fields can be changed. This function will be removed for 
previous records after the system lock date.

Delete
If you need to delete a result, click on the Del link for the result in question.

Print
If you need to print a result you can print from the Print link on the row for the result you want to print or you can print from the result record 
view. 

Result Name
Click the Result Name column heading to toggle the sort order between ascending and descending alphabetically. If you click on the named 
Result in the table, you are taken to that particular Result Record which will be grayed out. If No New Results is indicated, No New Results is 
displayed in this column.

FFY Quarter
This is the quarter the grantee selected as the date of completion for a particular Result. If no data is entered for an indicator this is the 
current or previous quarter. 

Status
Status indicates where an individual Result Record is in the process. The following Status options can be selected from the ADD/FIND
screen:
Incomplete-Pending Grantee Revision or Missing Data: Indicates that you need to make a revision or enter data for the indicator.
Incomplete -Pending GPO or Admin Review: Indicates the GPO has not reviewed the Result Record initially or after a grantee has edited 
the item. Or in the case of Admin review the admin has not reviewed the item after a grantee has edited.
Complete -Agreed: Indicates the Result Record was agreed to by GPO or the Admin after edits. No action necessary.
Complete - GPO or Admin Disagreed: Indicates the Result Record was disagreed to by GPO or Admin. No action necessary.

Once you have the Results List pulled up you will see the individual result status codes.
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Results Status Codes 
Pending GPO Review Result data was entered and the GPO needs to review. 

GPO Agrees: GPO agreed to the result record. No further action necessary. 

GPO Disagrees: GPO disagreed to the result record. No further action is needed. 

Pending Grantee Revision for GPO: GPO disagreed to the result record and 

requested edits to be made by the grantee. 
GPO Agrees after Edits: GPO agreed to the result after the grantee made edits. 

No further action necessary. 

Admin Disagrees: Admin disagreed to result record. No further action necessary. 

Pending Grantee Revision for Admin: Admin disagreed to the result record and 

requested edits to be made by the grantee. 
Pending Admin Review The edited result record was resubmitted by the grantee 
and the Admin needs to review. 
Admin Agrees after Edits: Admin agreed to the result after the grantee made 
edits. No further action necessary. 

The results status codes are:

• Pending GPO Review: Result data was entered and the GPO needs to review.

• GPO Agrees: GPO agreed to the result record. No further action necessary.

• GPO Disagrees: GPO disagreed to the result record. No further action is 
needed.

• Pending Grantee Revision for GPO: GPO disagreed to the result record and 
requested edits to be made by the grantee.

• GPO Agrees after Edits: GPO agreed to the result after the grantee made 
edits. No further action necessary.

• Admin Disagrees: Admin disagreed to result record. No further action 
necessary.

• Pending Grantee Revision for Admin: Admin disagreed to the result record 
and requested edits to be made by the grantee.

• Pending Admin Review: The edited result record was resubmitted by the 
grantee and the Admin needs to review.

• Admin Agrees after Edits: Admin agreed to the result after the grantee made 
edits. No further action necessary.

20



GPO/Admin Review of IPP Results 
Disagree : GPO/ Admin Explanation 

Reason for Disagreement: 


0 Coding error 

0 More information is needed; not enough detail 

0 Result doesn't qua lify 


Recommended Action: 


0 Grantee should revise and resubmit 

DGrantee should contact project officer 
CJ No action required by grantee • disagreement 


Explanation : 


When a GPO or Admin disagrees with a result, here is the additional part you will see on the result record.

Each part will be completed by the GPO or Admin that conducted the review.

Reason for Disagreement

A GPO can select all or any combination of these categories. Response categories are as follows:

Coding error (i.e., data entered into wrong indicator or the description talks about 5 organizations, but the number entered 
for the result is something else)

More information needed, not Enough detail.

Result doesn’t qualify.

Recommended Action

The GPO will select from the following categories:

* Grantee should review and resubmit

* Grantee should contact project officer

** No action required by grantee – disagreement

* These two categories can be checked individually or together.

** This category is a final Result. It can only be checked on its own.

Explanation

The GPO will provide an explanation in this box which should include information on the reason for disagreement and what 
the recommended action to fix the problem.

TRAC ADMINISTRATION REVIEW OF RESULTS

As part of the data quality control process, TRAC administration will review IPP results every quarter. The review will focus
on outliers; result descriptions that do not provide enough information for a determination to be made; results where what 
was written in the result description does not seem to match the number reported; when data indicating no results were not 
entered via the proper No New Result link; and results where the wrong data was entered for an indicator. The grantee 
editing process and administration final review after an Admin Disagree mirrors the GPO process.  If you have questions 
about an Admin Disagree, please contact your Grant Liaison through the TRAC Help Desk.
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General Info 
& Training 

My Account 

Contact us 

Data Entry 


Reports 


Data Download 

*ii· 
Change Password 

Logout 

Data Download 

Home 

Home > Data Download > IPP > IPP Sel«t•on 

! PP Data Download 
Download Criteria 

Note: When a specific Federal Fiscal Year or Quarter is selected, only records for that period will be included in 
your download. To analyze your full data, please leave to their default fflections. 

GrantIO: SCN0 1234 

Select a Data Collection Point: With GPO Comments 
 -a 
FFY: All Years El 
FFQ: All0uat1ers El _JSelect Download Format: Excel 

For a data download. Click on Data download in the left menu bar, select IPP then 
select your grant.  

Once you select a grant, the system will display the download criteria screen. 
On this screen, you can choose to download data for the following specific 
criteria:

Select a Data Collection Point – There are two available data collection 
points: With GPO Comments and Without GPO Comments

FFY – This selection produces data for a particular Federal Fiscal Year or all 
the years available

FFQ – This selection produces data for a particular Federal Fiscal Quarter or 
all the quarters available

Select Download Format – This selection produces the data download in 
either Excel or HTML formats

Select the criteria you want, and then select Next.

The system will display the number of records to be downloaded and require 
you to respond Yes or No before proceeding to the data download. You may 
Print or Save the data output as desired.
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Logging Out 

Fl.. 
General Info 
&Training 

MyAccount 

ContoctUs 

Admln 

~ta Entry.._, 
~taOownlo&d 

•=•Pmw"'" 

To exit the TRAC system, click Logout in the left menu. You will return to the 
main TRAC screen.

It is important to log out of the TRAC system while away from your desk for 
security reasons. Logging out of the TRAC system will block unauthorized 
users from viewing or modifying data in the TRAC system.
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IPP Grantee System Overview and How to 
Enter Results Guide 

Refer to the guide for additional tips and help with entering 
and/or reviewing data. 
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Transformation Accountability (TRAC) 
Resources 

• Materials on the TRAC website 

./https://www.cmhs-gpra.samhsa.gov/index.htm 

under General Info & Training > IPP Training 


• TRAC Help Desk 

./ Phone: 1-888-219-0238 


./ Email: TRACHELP@westat.com 


Various IPP training guides, like the Tip Sheet for Entering Results, the TRAC 
System Overview and How to Enter Results Guide for Grantees, and this 
presentation are available on the TRAC website under General Info & Training then 
IPP Training.

IPP e-trainings are also available for you to review at your own pace. 

If you have any other questions after this training and during the year, please 
contact the TRAC help desk.
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