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Performance Based Prevention System

(PBPS)

Data Entry Steps

Administration
CHANGING YOUR PASSWORD - Administration Function
Click on + Sign at ADMINISTRATION

Click CHANGE PASSWORD

Type old password 
Type new password 
Retype new password 
Click SUBMIT CHANGE
Click OK
CREATING PBPS STAFF: - Administration Function

Click on + Sign at ADMINISTRATION

Click STAFF

Click DATA ENTRY button
Enter yourself as a new staff.  Fill in all red-labeled fields (required fields)

Click the SAVE button

CHANGING STAFF PERMISSIONS
Click PERMISSIONS button

Click DATA EDIT button

Select PERMISSIONS you want to change

Change Organization to No Permission

Click SAVE

Click BACK Button (Back Button Located on Yellow Bar)

SEARCHING FOR STAFF 

Click SEARCH

Select CHOOSE FROM ALL Radio Button

UPDATING ORGANIZATION – Administration Function
Click on + Sign at ADMINISTRATION 

Click ORGANIZATION 

Click DATA EDIT 

Enter information that has changed (Address and/or Primary Contact) 

Click SAVE


ASSIGNING PROVIDERS - (SCA Function)

Click on + Sign at ADMINISTRATION 

Click ASSIGN PROVIDER ID
Click DATA ENTRY button and fill in the name of the provider
Click SAVE 

EDITING PROVIDERS ORGANIZATION NAME - (SCA Function)
Click on + Sign at ADMINISTRATION 

Click ASSIGN PROVIDER ID
Click DATA EDIT button and change the name of the provider
Click SAVE 

ASSESSMENT

ENTERING NEEDS ASSESSMENT - (SCA Function)

Click on + Sign at ASSESSMENT

Click COMMUNITY SURVEY

Click DATA ENTRY
Enter ASSESSMENT YEAR
Select METHOD
Select ASSESSMENT CONDUCTOR

Enter SURVEY DATE
Select RACE/ETHNICITY
Select CATEGORY
Select AGE

Click SAVE

Select INDIVIDUAL SURVEY (Answer Each Question until finished)

Click B
ACK button

To Review results of Needs Assessment: (Scoring Sheet)

Click PRINT

To Print a blank copy of Needs Assessment:

Click PRINT SURVEY
PRIORITIZING RISK FACTORS – (SCA Function)
Click on + Sign at ASSESSMENT

Click CHOOSE RISK FACTORS TARGETED

Click DATA ENTRY

Enter ASSESSMENT YEAR: 
Select RISK FACTORS (Highlight) (Hold Control Key Down While Selecting Risk factor)
Click UP ARROW
Click SAVE
PLANNING

ADDING NEW LONG TERM GOALS – (SCA Function)
Click on + Sign at PLANNING
Click LOCAL GOAL/OBJECTIVE
Click DATA ENTRY

Select ASSESSMENT YEAR
Select STATE OBJECTIVE
Select PRIMARY RISK FACTOR
Select GOAL BUILDER

ENDING DATE

REDUCE RISK FACTOR: Defaulted to Risk Factor Selected above.
Enter TARGET GROUP
Enter GEOGRAPHIC AREA

Select PERCENTAGE OF REDUCTION
Click APPLY

Select A MINIMUM OF 2 INDICATORS:

To View Indicators:

Select INDICATOR WEB LINK

Select Indicator (Highlight) (Hold Control Key Down While Selecting Indicator)
Click UP ARROW
Click SAVE

SEARCHING FOR GOALS
Click SEARCH

Select CHOOSE FROM ALL Radio Button
ADDING NEW OBJECTIVES TO GOALS

Repeat Searching for Goals Steps

Select GOAL

Select ADD, EDIT, OR VIEW OBJECTIVES  

Click DATA ENTRY button 

Click OBJECTIVE BUILDER
(BY) ENDING DATE: (Defaulted)

Select VERB 

Enter MEASUREMENT
Enter STRATEGY
Select TG. CONJUNCTION

Enter TARGET GROUP
Enter (IN) COMMUNITY

Click APPLY 
Select PROTECTIVE FACTORS (Highlight) (Hold Control Key Down While Selecting Protective Factor)
Click UP ARROW
Click SAVE

SEARCHING FOR OBJECTIVES
Click SEARCH

Select CHOOSE FROM ALL Radio Button

PRINTING GOAL AND OBJECTIVE PLAN
Click PRINT (BDAP Must Approve Goal & Objective Plan Before Program Plans Can Be Developed)
PROGRAM REQUESTS Program Function - Management Level (SCA) ONLY

NOTE: When entering this area it is automatically ready to do Data Entry

ENTER REQUEST
Click on + Sign at PROGRAM

Click PROGRAM REQUEST

SCA NAME, ORGANIZATION NUMBER, AND DATE Automatically fill in.

Select PROGRAM TYPE

Enter PROGRAM NAME

Enter PROGRAM DESCRIPTION

Click SUBMIT

REQUEST STATUS

Click REQUEST STATUS: View the status of pending programs.

Click BACK to request additional programs. 

BDAP Must Assign Them To Your SCA Before Moving On To Describe Program!

Describe Program – Program Function - Management Level (SCA) ONLY
NOTE: When entering this area it is automatically ready to do Data Entry or Search.

Click on + Sign at PROGRAM

Select DESCRIBE PROGRAM
Select radio button Program Type

Select PROGRAM from PROGRAM NAME drop down

Click INFO button (optional)

Click APPLY button (Description automatically fills in the description box.)

Click SAVE
PROGRAM PLANNING - Program Function - Management Level (SCA) ONLY

NOTE: When entering this area it is automatically ready to do Data Entry or Search.
Click on + Sign at PROGRAM

Select PROGRAM PLANNING

Select FISCAL YEAR
Select PROGRAM

Select FUNDING SOURCES 

Select DOMAIN

Select OBJECTIVE (S)
STATUS: Active

Select PROGRAM TYPE

Select IOM (S)

Select SERVICE CODE (S)

Select SERVICE POPULATION (S)

IF RECURRING
Type REQUIRED SESSIONS
Type REQUIRED HOURS
Select INSTRUMENT (S)
Click INFO to view Instrument (Optional)

Click APPLY 
Click SAVE
SEARCHING FOR PROGRAMS

Click SEARCH

Select CHOOSE FROM ALL Radio Button or SELECT A FILTER Radio Button

NOTE: When searching only active plan programs will display.  Also pay attention to the plan year when selecting a program plan for editing.

Note: You cannot assign a program to a provider until the Program Plan is approved. BDAP must approve the objectives, service codes, service populations, IOM, and Core Measures assigned to each program.
Assigning a Program to Provider– Program Function - Management Level (SCA) ONLY
Click on + Sign at PROGRAM

Click ASSIGN PROVIDER TO PROGRAM

Select FISCAL YEAR
Select PROGRAM from Program Drop Down List

Click DATA EDIT
Select PROVIDER (S) 

Select UP ARROW 
Click SAVE
ACTIVITIES

ADDING A SINGLE ACTIVITY – Activities Function

NOTE: When entering this area it is automatically ready to do Data Entry or Search.
Click on + Sign at ACTIVITIES

Click SINGLE SERVICE
Select FISCAL YEAR

Select Appropriate PROGRAM
PROGRAM DESCRIPTION (Automatically filled in)

Select OBJECTIVE
OBJECTIVE DESCRIPTION (Automatically filled in)

Enter SERVICE DATE
Select SERVICE LOCATION
Select SERVICE CODE
Select IOM
COUNT METHOD (Automatically filled in).

Select SERVICE POPULATION
Enter COUNT
Select SESSION LENGTH
Enter or Select from Existing NAME OF GROUP
Enter SERVICE DESCRIPTION
Click SAVE
Automatically takes you to STAFF TIME
ENTERING STAFF TIME

Click DATA EDIT 

Click EDIT next to staff name (Repeat for all staff that provided service hours to this activity)

Select Direct Service Time
Select Indirect Service Time
Click Update

SEARCHING FOR SINGLE SERVICES
Click SEARCH

Select CHOOSE FROM ALL Radio Button or SELECT A FILTER Radio Button

ADDING A RECURRING ACTIVITY – Activities Function
In order to do recurring services you must first create a group name for the program and add participants.  There are two ways to do this.  

CREATING GROUP NAME:

Click on + Sign at PROGRAM
Select PLAN PROGRAM 

Select SEARCH
Select CHOOSE FROM ALL (Pay attention to fiscal year when selecting program)

Select PROJECT ALERT
Select ADD, EDIT, OR VIEW GROUPS
Click DATA ENTRY
Enter GROUP NAME
Click SAVE
ADDING A PARTICIPANT – 
Click on + Sign at ACTIVITIES 

Select PARTICIPANT 

Click DATA ENTRY 

Fill in all the red labeled fields 

Select POGRAM/GROUP NAME from Program List

Click SAVE  

Repeat these steps for each Participant.

ADD PARTICIPANTS TO PROGRAMS (Through a Group Name)

Click on + Sign at PROGRAM
Select PLAN PROGRAM 

Select SEARCH
Select CHOOSE FROM ALL (Pay attention to fiscal year when selecting program)

Select PROJECT ALERT
Select ADD, EDIT, OR VIEW GROUPS
Click DATA ENTRY
Enter GROUP NAME
Select PARTICIPANTS from Participant List

Click SAVE
NOTE: When searching only active plan programs will display.  Also pay attention to the plan year when selecting a program for adding a group name.
ADDING THE FIRST ACTIVITY TO A RECURRING SERIES 

NOTE: When entering this area it is automatically ready to do Data Entry or Search

Click on + Sign at ACTIVITIES
Select RECURRING SERVICE

Select FISCAL YEAR 
Select PROGRAM
PROGRAM DESCRIPTION (Automatically filled in)

Select GROUP NAME
Select OBJECTIVE
OBJECTIVE DESCRIPTION (Automatically filled in)
Enter SERVICE DATE
Select SERVICE LOCATION
Select SERVICE CODE 
Select SERVICE POPULATION
Select IOM
Select SESSION LENGTH
Enter SERVICE DESCRIPTION
Select SAVE
Automatically takes you to STAFF TIME

ENTERING STAFF TIME
Click DATA EDIT 

Click EDIT next to staff name 

Select DIRECT SERVICE TIME
Select INDIRECT SERVICE TIME
Click UPDATE

Click SAVE
Automatically takes you to ATTENDANCE
ENTERING PARTICIPANT ATTENDANCE:

Select EDIT by participant name you need to change

Update any necessary information

Select SAVE
* From this Field you can add new Participants

Click RETURN TO SERVICE
ADDING THE NEXT ACTIVITY TO A RECURRING SERIES – Activities Function
Click on + Sign at ACTIVITIES
Select RECURRING SERVICE 
Select FISCAL YEAR
Select PROGRAM 
Select GROUP NAME
OBJECTIVE (Automatically filled in)

OBJECTIVE DESCRIPTION (Automatically filled in)

Enter SERVICE DATE
SERVICE LOCATION (default can be edited)

SERVICE CODE (default cannot be edited)

SERVICE POPULATION (default cannot be edited)

IOM (default cannot be edited)

Enter SESSION LENGTH
Enter SERVICE DESCRIPTION
Select SAVE
Automatically takes you to STAFF TIME

ENTERING STAFF TIME
Click DATA EDIT 

Click EDIT next to staff name 

Select DIRECT SERVICE TIME
Select INDIRECT SERVICE TIME
Click UPDATE

Click SAVE
Automatically takes you to ATTENDANCE
ENTERING PARTICIPANT ATTENDANCE:

Select EDIT by participant name you need to change

Update any necessary information

Select SAVE
From this Field you can add new Participants

Click REGISTER PARTICIPANTS
Enter all Information in Red
Click RETURN

Select ADD NEW PARTICIPANT

Click RETURN TO SERVICE

ENTERING ADMINISTRATIVE TIME

Click on + Sign at ACTIVITIES 

Click ADMINSITRATIVE TIME 

Pull staff name from the STAFF NAME drop-down box  

Click the DATA ENTRY button  

Enter DATE

Select HOURS
Select CATEGORY from Drop Down Categories

Click the SAVE button.  

To change an entry, click the DATA EDIT button and then click on the EDIT button next to the entries you wish to modify.

REPORTS

MONITOR ANALYSIS/REPORT WRITER

Click on + Sign at REPORTS

Click MONITOR ANALYSIS 

Select ORGANIZATION

Select FISCAL YEAR or enter DATE RANGE

Select any parameters from the following:


Federal Category


Target Population


Location


Objective


Service Code

Select SINGLE OR RECURRING Radio Button

Select NON-FORMATTED REPORT (EXCEL) OR FORMATTED REPORT (CRYSTAL REPORTS/PDF)

Click SHOW REPORT
SERVICE REPORTS

Click on + Sign at REPORTS

Click SERVICE
Select TYPE OF REPORT

Select FISCAL YEAR or enter DATE RANGE

Select ORGANIZATION

Click SHOW REPORT
ADMINISTRATIVE REPORTS

PARTICIPANT PROFILE

Click on + Sign at REPORTS

Click on + Sign at ADMINISTRATIVE REPORTS

Click PARTICIAPNT PROFILE

PROVIDER PROFILE (SCA ONLY)

Click on + Sign at REPORTS

Click on + Sign at ADMINISTRATIVE REPORTS

Click PROVIDER PROFILE

STAFF PROFILE 

Click on + Sign at REPORTS

Click on + Sign at ADMINISTRATIVE REPORTS

Click STAFF PROFILE

ADMINISTRATIVE REPORTS (Continued)

STAFF HOURS – Log of Staff Administrative Hours

Click on + Sign at REPORTS

Click on + Sign at ADMINISTRATIVE REPORTS

Click STAFF HOURS

Select LOG OF STAFF ADMINISTRATIVE HOURS

Select FISCAL YEAR or enter DATE RANGE

Select STAFF

Click SHOW REPORT

STAFF HOURS – Staff Service And Administrative Hours

Click on + Sign at REPORTS

Click on + Sign at ADMINISTRATIVE REPORTS

Click STAFF HOURS

Select STAFF SERVICE AND ADMINISTRATIVE HOURS

Select FISCAL YEAR or enter DATE RANGE

Select ORGANIZATION 

Click SHOW REPORT

STAFF HOURS – Staff Service Hours by Federal Strategy

Click on + Sign at REPORTS

Click on + Sign at ADMINISTRATIVE REPORTS

Click STAFF HOURS

Select STAFF SERVICE HOURS BY FEDERAL STRATEGY

Select FISCAL YEAR or enter DATE RANGE

Select ORGANIZATION

Select FEDERAL STRATEGY 

Click SHOW REPORT

PROGRAM REPORTS (UNDER DEVELOPMENT)
Click on + Sign at REPORTS

Click on + Sign at PROGRAM REPORTS

FUTURE REPORTS:

PROGRAM PLANNING

ASSIGN PROGRAM TO PROVIDER

DESCRIBE PROGRAM

PROGRAMS BY TYPE

EVALUATION
GOAL EVALUATION – SCA Only

Click on + Sign at EVALUATION
Click GOAL EVALUATION

Click DATA ENTRY

Select ASSESSMENT YEAR
Select GOAL

Enter NEW DATA YEAR
Enter EVALUATION DATE
Enter COUNTY POPULATION
Enter POPULATION YEAR

Click EDIT for each Social Indicator

Enter RAW DATA
Click UPDATE
Enter SEE WORD DOCUMENT
Click SAVE

OBJECTIVE EVALUATION – SCA Only
Click on + Sign at EVALUATION
Click OBJECTIVE EVALUATION

Select ASSESSMENT YEAR
Select GOAL

Select OBJECTIVE
Enter PROGRESS

Type EVALUATION NOTE
Click CALCULATION

Note: Objective Evaluation does not save. Save PDF report so you have record of objective evaluation.
INDIVIDUAL ASSESSMENT

Click on + Sign at EVALUATION
Click INDIVIDUAL ASSESSMENT

Select FISCAL YEAR
Select PROGRAM

Select SURVEY INSTRUMENT
Select GROUP LIST
Select PARTICIPANT

Select SURVEY TYPE
Enter SURVEY DATE
Click NEW
Answer each question then Click NEXT
When Finished Click BACK

Continue Entering Each Individual Assessment.

INDIVIDUAL ASSESSMENT SCORE

Click on + Sign at EVALUATION
Click INDIVIDUAL ASSESSMENT SCORE

Select ORGANIZATION (SCA ONLY)

Select INSTRUMENT

Click SHOW REPORT
COALITION

The coalition section has areas to enter in coalition agencies, members, meeting groups, and members.

COALITION ORGANIZATION

Click on + Sign at COALITION
Click on + Sign at REGISTRATION
Click PARTNERING AGENCY INFO
Click DATA ENTRY
Enter PARTNERING AGENCY
Enter DATE JOINED
Enter OFFICE NAME
Enter ADDRESS, CITY, COUNTY, STATE, ZIP CODE, and PHONE
Click the SAVE button

COALITION MEMBER

You can enter in partner members into the system to later assign to meeting groups for coalition meetings.  

Click on + Sign at COALITION

Click on + Sign at REGISTRATION

Click COALITION MEMBER
Click DATA ENTRY
Enter USER ID, PASSWORD, LAST NAME, FIRST NAME, TITLE
Enter STATUS: Active

Enter BIRTHDATE
Enter GENDER and RACE
Select COALITION (select from the drop-down)

Click the SAVE button

Click the PERMISSION button to change any permission.

Click DATA EDIT (Default to Read only in Coalition Area and Knowledge Base, No Permission in Other Modules)


Click the SAVE button

Click the BACK button

MEETING GROUPS AND COALITION MEETINGS

You will now assign partner members to meeting groups and complete data entry for a coalition meeting.

CREATING MEETING GROUP

Click on + Sign at COALITION

Click on + Sign at REGISTRATION 

Click MEETING GROUP

Click DATA ENTRY

Enter MEETING GROUP NAME
Select COALITION MEMBERS
Click SAVE
CREATING A COALITION MEETING
Click on + Sign at COALITION 

Click MEETINGS
Select MEETING GROUP
Click DATA ENTRY
Enter MEETING DATE
Select START TIME

Select END TIME
Check BOXES if the following had been done: AGENDA DISTRIBUTED, ROBIN RULES USED, & MINUTES DISTRIBUTED 

Click SAVE
Click DATA EDIT BESIDE EACH MEMBER THAT ATTENDED (Check appropriate boxes for members: attended, chair/facilitator, recorder of meeting, and/or input meeting information.)

Click AGENDA
Click DATA ENTRY
Enter AGENDA ITEM NAME
Enter AGENDA DETAILS 
Click SAVE

Click BACK
ADDING/ASSIGNING A TASK

Select TASK
Select AGENDA ITEM
Click DATA ENTRY
Enter TASK NAME
Enter TASK DETAILS
Select MEMBERS RESPONSIBLE FOR TASK
Click SAVE
KNOWLEDGE BASE
EXPERT HELP
Click on + Sign at KNOWLEDGE BASE
Click EXPERT HELP
Select CATEGORY

INDICATORS

Click on + Sign at KNOWLEDGE BASE
Click on + Sign at INDICATORS
Click APPROPRIATE DOMAIN
LIBRARY

Click on + Sign at KNOWLEDGE BASE
Click on + Sign at LIBRARY
Click APPROPRIATE DOCUMENT

WEB SOURCES

Click on + Sign at KNOWLEDGE BASE
Click WEB SOURCES

Choose CATEGORY

Click WEB SOURCE
Click on WEB SITE

TECHNICAL SUPPORT

Click Technical Support
Select BDAP Support to request assistance

Select Online Manual to review PBPS Manual

Select What’s New to see what is new in PBPS

Tips


Since you have full control rights to the staff module, you will be able to reset your staff’s passwords if they have forgotten them.


If staff members cannot access any of the modules, you have forgotten to assign them permissions.


All the field names in RED are required fields. These must have a value entered before the record can be saved.


You can use the ’TAB’ key to move from field to field.


You can type an identifying letter of drop-down box and it will appear in the box.


The “Active Status” is used to keep a Staff Member in the database for history purposes, but removed from all the staff lists on forms. When a staff member leaves your organization, you will not be able to delete the staff member if they performed services, but you can make them inactive to remove their names from forms and prevent the staff member from entering the system.





Tips


Only the State can change for Management Level (SCA): Organization ID and Organization Name





Only the Management Level (SCA) can change for Provider Level: Organization ID and Organization Name





If this item is incorrect for your organization, contact appropriate Organization Level.
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